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1. The Primary Role of an Editor 
 

This guideline aims to better familiarize you with our editing/proofreading process as a full-

time, part-time or freelance editor of academic work. This role is intended for those who: 

1) possess prior experience in writing and publishing academic manuscripts in Scopus- 

or WoS-indexed journals;  

2) possess prior experience in editing academic text; 

3) hold advanced qualifications (PhD, Master’s, MBA, etc.) in the primary subject 

area(s) of the academic manuscripts they receive for editing;  

4) have at least basic knowledge of strictly formal academic writing, in-text citation 

adjustment and prominent style guides (APA 7th Edition, Chicago, IEEE, etc.); and 

5) have basic experience in using Microsoft Word and the ‘track changes’ feature.  

 

2. The Editing and Proofreading Process 
 

Our process comprises both editing and proofreading simultaneously. The primary objective 

is to eliminate language errors and improve the overall readability of an academic 

manuscript, be it a PhD/Master thesis or dissertation, journal paper, conference proceeding, 

research proposal, extended abstract, or anything in between. Our process has been 

continuously refined and adopts many language editing techniques from the Chartered 

Institute of Editing and Proofreading (CIEP), formerly the Society for Editors and 

Proofreaders (SfEP). Ultimately, Language Errors can be divided into two major categories:  

1) Formative/Readability Errors in coherency, sentence structure, clarity/conciseness 

and academic tone, which can be resolved by Editing.  

2) Technical/Surface-level Errors in spelling, grammar and punctuation, which can be 

resolved by Proofreading.  

 

 

https://support.microsoft.com/en-us/office/track-changes-in-word-197ba630-0f5f-4a8e-9a77-3712475e806a#TrackChanges=Windows
https://www.ciep.uk/
https://www.ciep.uk/


 
 

 

The Editing Process and how to resolve formative/readability errors (coherency, sentence 

structure, clarity/conciseness and academic tone) are discussed in Section 2.2. The 

Proofreading Process and how to resolve technical/surface-level errors (spelling, grammar 

and punctuation) are discussed in Section 2.3.  

 

2.2 The Editing Process 
 

Editing is a formative process that involves refining the manuscript in terms of coherency and 

flow of ideas, sentence structure and composition, clarity and conciseness, and academic 

tone/terminology. It also assists to enhance the overall readability of the manuscript and bring 

it up to publication standard. An editor would aim to ensure that it gets the author’s 

underlying meaning across to the intended audience in the best manner possible. Oftentimes, 

this also takes into account cutting irrelevant words and eliminating redundant portions of the 

text to ensure that it communicates the author’s message in a straightforward and concise 

manner (in academic writing, less is more!). In the process of editing, semantics and factual 

aspects of the writing come into play. This is a broader process (compared to proofreading), 

comprising extensive structural adjustment, rephrasing, additions, deletions, formatting, and 

commenting on the content wherever applicable. The four primary components (coherency, 

sentence structure, clarity/conciseness and academic tone) involved in editing are discussed 

hereafter. 

 

2.2.1 Coherency 

 

Coherence and cohesion in academic writing is the ‘bridge’ between words, sentences, and 

paragraphs. Coherent and cohesive writing seamlessly connects ideas/concepts in each 

sentence and paragraph. In other words, this is the ‘glue’ that sticks ideas together. This 

ensures that the ideas discussed are unified and flow well, and that readers are able to easily 

follow the author’s train of thought. At the word level, always maintain ‘parallel 

construction’, which involves presenting words and ideas in parallel grammatical form, 

especially in lists. 

Four factors to help maintain coherence are: 

1) Arranging your statements, ideas and topics in logical order 

2) Repeating key terms and nouns 

3) Using consistent pronouns 

4) Using strategic transition signals to link your ideas together 



 
 

More details on coherency can be found here.  

 

2.2.2 Sentence Structure  

 

‘Let the reader find that he cannot afford to omit any line of your writing because you have 

omitted every word that he can spare’ (Ralph Waldo Emerson) 

The most common issues with sentence structure are (1) run-on sentences, (2) sentence 

fragments, (3) overuse of the passive voice, and (4) incorrect use of conjunctions. These are 

discussed hereafter. 

1) Run-on sentences are improperly formed by connecting two independent clauses together. 

Longer sentences do necessarily mean they are better. Sometimes, they are stretched too far, 

to the degree they become run-on sentences. Sometimes a comma is inserted in between two 

sentences to result in a run-on sentence (referred to as a comma splice). 

Alternatively, simplicity and directness should be your main priority. This can be done by 

using simple sentences, or by adjusting the sentence structure to a more proper version. This 

is done by using a period to split the sentence into smaller ones, or by using a semicolon, 

comma, or a subordinating conjunction to adjust the sentence structure. Some examples: 

Incorrect run-on: I am writing a research paper It has taken six months. 

Incorrect run-on due to comma splice: I am writing a research paper, It has taken six months. 

Correctly splitting run-on in two: I am writing a research paper. It has taken six months. 

Correctly using a semicolon: I am writing a research paper; it has taken six months. 

Correctly using a comma and subordinating conjunction: I am writing a research paper, but 

it has taken six months. 

2) Sentence fragments are groups of words that do not form a complete sentence or idea. 

This is often a case of a missing subject or predicate. An example of a sentence fragment 

wherein the subject is missing: Was implemented in the study. This can be easily corrected by 

adding a subject, like so: A survey was implemented in the study. 

3) Overuse of the passive voice occurs when you prioritize this style over the active voice, 

which is always recommended in academic writing. 

Passive voice: The survey was completed by the participants in three hours. 

Active voice (recommended): The participants completed the survey in three hours. 

4) Incorrect use of conjunctions occurs when conjunctions are inappropriately used in 

between clauses. This is a very common error that tends to re-occur in academic writing. 

https://www.awelu.lu.se/language/coherence/


 
 

Incorrect: Although the model achieved high accuracy, but it was relatively slower than state-

of-the-art models. 

Correct: Although the model achieved high accuracy, it was relatively slower than state-of-

the-art models. 

More details on sentence structure can be found here.  

 

2.2.3 Clarity/Conciseness 

 

‘A good style must first be clear’ (Aristotle, The Art of Rhetoric, 350 BC) 

Clear and concise sentences are short, to-the-point and easy to follow. Use words frugally to 

eliminate redundancy and wordiness. Adding too much irrelevant ‘filler content’ tends to 

dilute the writing and shift the focus of the topic discussed to another entirely different one. A 

good question to ask is “does this sentence or expression contribute to the topic being 

discussed?” If not, remove it. Avoid unnecessary text in academic writing, and be as clear 

and concise as possible. Put yourself in the reader’s place. This would help you to maintain a 

good level of clarity by avoiding extra irrelevant text. Academic manuscripts such as PhD 

theses and journal papers always have a specified wordcount to maintain anyway. Keep in 

mind that it is the ideas that should be complex, not the sentences discussing them! 

Some tips to maintain concise writing are: 

• Remove unnecessary words that do not contribute to the meaning (“The author 

attempted to meet the participants and requested for them to carry out the survey 

sessions” [17 words] can be condensed to “The author conducted the survey with the 

participants” [eight words]). 

• Merge synonyms together (“Authors, researchers and scholars agree that…” can be 

changed to “Authors agree that…”). 

• Eliminate expletive constructions (it is, there are, there was) (“There was a total of 

eight datasets for evaluation” can be replaced with “Eight datasets were used for 

evaluation”). 

• Edit mercilessly! Refine your sentences so that they are as short as possible, simple 

and to-the-point. 

More details on conciseness can be found here. 

 

 

 

https://academicguides.waldenu.edu/writingcenter/scholarlyvoice/sentencestructure
https://owl.purdue.edu/owl/general_writing/academic_writing/conciseness/index.html#:~:text=The%20goal%20of%20concise%20writing,can%20be%20deleted%20or%20replaced.


 
 

2.2.4 Academic Tone and Terminology  

 

As an experienced editor with a background in the subject area discussed in the manuscript 

you are editing, you are expected to contribute to the improvement of the academic tone of 

the manuscript. This most importantly involves replacing general terms with the appropriate 

corresponding academic/technical/scientific terms.  

Additionally, academic style comes with a strictly formal, objective tone in the majority of 

disciplines. This distinguishes it from other types of creative writing styles, which can be 

more subjective in nature. 

It is easier to discuss what to avoid in this case: 

• Avoid using casual, everyday language, and replace general word with key 

terminology and diction from the discipline of the research topic discussed. 

• Avoid the second person in academic writing. Commonly, always maintain your 

writing in the third person for theses (e.g. the researcher conducted… instead of I 

conducted…), and in the third or first person in journal papers (The journal would 

recommended which point of view it accepts.) 

• Avoid giving your personal opinions; discuss factual, logical arguments instead. 

• Avoid the use of informality, slang words, metaphors and figures of speech. Maintain 

the use of formal words available in a well-known dictionary (e.g. Merriam Webster). 

• Avoid the use of contractions (can’t, weren’t, etc.). 

• Avoid exaggeration and vague writing. Precision is always preferred. 

• Avoid rhetorical questions. 

• Avoid overuse of the passive voice. 

• Avoid making broad generalizations (rarely, never). 

• Avoid an emotional or subjective tone (sad, upset). 

• Avoid using too many adverbs (clearly, very) and adjectives (fantastic, outstanding). 

More details on academic tone can be found here.  

 

 

 

 

https://www.urbandictionary.com/
https://www.merriam-webster.com/
https://academicguides.waldenu.edu/writingcenter/scholarlyvoice/tone


 
 

2.3 The Proofreading Process 

 

Proofreading focuses on technical, surface-level of grammar and syntax rather than on 

semantics and readability. It is more corrective than formative. Proofreaders are essentially 

‘word mechanics‘, focusing on adjusting grammatical, punctuation and spelling 

(typographical) errors. Proofreading is essentially a relatively lighter process (compared to 

editing), but also requires very careful attention, as manuscripts are typically sent for 

publication or print directly after being proofread. Software such as Grammarly, which can 

be highly useful in automatically detecting overlooked grammatical and spelling errors, is 

often employed as a final quality ‘assurance check’ before sending the complete manuscript 

back to the author. The three primary components (spelling, grammar and punctuation) 

involved in proofreading are discussed hereafter. 

 

2.3.1 Spelling Errors 

 

‘That awkward moment when you spell a common word correctly, but it just looks so wrong 

that you stare at it forever, questioning its existence’ 

This involves checking the manuscript for any spelling or typographical mistakes and 

adjusting them. Some tips are: 

• Use an automated spell checker first, since it can assist to perform an initial automatic 

search for spelling mistakes. 

• This also involves adjusting the manuscript to US or UK English format, and 

remaining consistent with this throughout. The English style to use is determined by 

the journal, publisher or University. If this is not mentioned by the author, we 

typically check the dominant format and adjust the remainder of the manuscript 

according to that format. 

• It is important to keep in mind the capitalization of proper nouns and key 

technical/scientific terms. If you are unsure, refer to a dictionary. 

 

 

 

 

 

 



 
 

2.3.2. Grammatical Errors 

 

This involves checking the manuscript for any grammatical errors and amending them 

accordingly. Some common grammatical errors are made in (1) subject-verb agreement, (2) 

noun-pronoun agreement, (3) verb tense, (4) squinting modifiers, (5) overuse of adverbs, (6) 

incorrect article usage, and (7) active voice, which are discussed hereafter. 

1) Subject-verb agreement 

The primary rule here is that a singular subject should always correspond to a singular verb 

(the list is), while a plural subject should always correspond to a plural verb (the lists are). A 

tricky example is the group of researchers is analyzing the results. One would argue, well 

the group of researchers is plural. However, following this rule, the main subject referred to 

in this case is group and not researchers; hence, we use the verb is here and not are (the 

group of researchers is). 

 2) Noun-pronoun agreement 

The basic rule to remember is that if the noun is singular, the pronoun should also be 

singular. For example: Every researcher must specify his field of study. Since the noun 

researcher is singular, the corresponding pronoun (his) must also be singular. Another 

example is: The researchers must specify their corresponding fields of study. Since the 

noun researchers is plural, the corresponding pronoun must also be plural (their). 

 3) Verb tense 

The most common tenses in academic writing are the simple present, simple past and present 

perfect. 

The simple present is used to discuss a general truth, or to discuss implications of results. For 

example: The firm adopts employee satisfaction protocols that are updated yearly. Another 

example is: This result shows that… 

The simple past is used to discuss a completed event that occurred at a specific point in the 

past. For example: Smith et al. (2021) claimed that the majority of the population was in 

agreement with… 

The present perfect is used to discuss an event that has occurred at an unknown point in the 

past. For example: Researchers have investigated this phenomenon… 

For research proposals that discuss a study that will be conducted in the future, the future 

tense is used. For example: This research will explore the existing literature on… 

 4) Squinting or dangling modifiers 

A dangling modifier occurs when a modifier is placed within a sentence but it is unclear 

whether it is modifying what precedes it or what follows it. For example: 



 
 

Incorrect: To enhance the results, the experiment was conducted again. 

Correct: The experiment was conducted again to enhance the results. 

 5) Overuse of adverbs 

It is not recommended to use too many adverbs or modifiers in academic writing, since they 

often very closely relate to the verb they modify. Using too many unnecessary adverbs 

portrays cluttered writing and will annoy reviewers or readers. 

For example, blaring can be used without the adverb in blaring loudly, since blaring is 

already considered loud. It can be said that strong verbs are weakened by unnecessary, often 

‘redundant’ adverbs. Use them sparingly, only if they contribute to the meaning of the verbs 

they modify. 

 6) Article misuse 

Articles are used to indicate if a noun refers to a general (a chair, an apple) or a specific (the 

chair at my desk, the apple in my bag) item. The indefinite articles are a and an, and the 

definite article is the. The rule of thumb is to: 

• use a/an with countable, singular nouns (a chair, an apple) 

• use an if the word starts with a, e, i, o u and y (only if the y is pronounced like a ‘y’). 

Some examples are: an apple, an institute, a university. 

• Use a/an on the first mention of the countable, singular noun, but use the with later 

mentions. For example: I found an institute that teaches Computer Science. I later 

found out that the institute also teachers Programming subjects as well. 

• Use the to specify a particular entity, or an entity that is well-known. For 

example, the final exam, the apple in my bag, the universe. 

 7) Active voice  

In academic and scientific writing, using the active voice often helps to ensure clarity for 

readers, and allows for more simple and concise sentences. Avoid overuse of the passive 

voice, and use it sparingly. 

Active voice: Smith et al. (2021) conducted a study on the new dataset. 

Passive voice: A study on the new dataset was conducted by Smith et al. (2021). 

There are cases when the passive voice can be used strategically, e.g., when the action-taker 

(subject) is not important, and you want to emphasize the action itself. For example: The 

participants of the study each received a phone call one week prior to the interview. The use 

of the passive voice is intentional here, since the author does not want to use the first person 

(I called the participants of the study…). It is clear that the researcher has performed the 

action here, and that he/she wants to emphasize the action, which is more important than the 



 
 

subject, since it is already implicitly known. When you are unable to decide whether to use 

the active or passive voice, stick with the former. 

  

2.3.3 Punctuation Errors 

 

This involves checking the punctuation (commas, colons, apostrophes, etc.) of each sentence, 

and ensuring the punctuation symbols are being applied properly. These help to enhance the 

clarity of your writing and keep the content organized. Punctuation can be done last, and this 

involves carefully inspecting punctuation on a sentence-by-sentence basis. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.thepunctuationguide.com/


 
 

3. List of Common Errors (LoCE) 
 

The List of Common Errors (LoCE) is a comprehensive list of frequently re-occurring errors 

during the editing process, as well as their possible corrections. Most of the error examples 

presented hereafter have been extracted from edited manuscripts, indicating the viability of 

the LoCe as a handy guide for editors. Even if you are an experienced editor, please take the 

time to go through the LoCE — it will certainly refresh your memory! It would also be 

worthy to use it as a checklist to double check that you have resolved these types of errors 

after your editing process is complete. Generally, the LoCE will help you to become more 

alert in detecting and correcting these frequently re-occurring errors. This will in turn 

drastically reduce the error rate and improve the overall quality and readability of edited 

manuscripts sent for publication. The LoCE will be continuously updated, so be sure to check 

back for updates.  

 

✓ Use one English format (US or UK) and remain consistent throughout. If no format is 

specified, use the dominant format in the manuscript. 

 

✓ In-text citations and references should be preserved in APA format, unless otherwise 

specified. 

 

✓ Do not use ‘paper’ or ‘manuscript’ to refer to the present study. Instead, use ‘study’, 

‘research’, or ‘work’. 

 

Incorrect: This paper aims to explore.. 

Correct: This study aims to explore.. 

 

✓ Maintain coherence between sentences and paragraphs. Examples here. 

 

✓ Avoid long-winded, run-on sentences and sentence fragments. Examples here and 

here. 

 

✓ Avoid using the passive voice too often. Examples here. 

 

Active voice: Smith et al. (2021) conducted a study on the new dataset. 

Passive voice: A study on the new dataset was conducted by Smith et al. (2021). 

 

✓ Avoid using conjunctions incorrectly. Examples here. 

 

✓ Avoid using commas and semicolons incorrectly. Examples here and here, 

respectively. 

 

✓ Maintain concise, clear, straightforward, to-the-point sentences. Simple sentences are 

always preferred over lengthy, hard-to-follow sentences. Examples here.  

 

Wordy: Ferroptosis is a novel type of cell death, which is characterized by lipid 

peroxidation  

Concise: Ferroptosis is a novel type of cell death characterized by lipid peroxidation  

https://www.bibme.org/citation-guide/apa/
https://www.awelu.lu.se/language/coherence/
https://academicguides.waldenu.edu/writingcenter/grammar/runonsentences
https://writingcenter.tamu.edu/Students/Writing-Speaking-Guides/Alphabetical-List-of-Guides/Grammar-Mechanics/Common-Grammar-Errors
https://academicguides.waldenu.edu/writingcenter/scholarlyvoice/activepassive
https://academicguides.waldenu.edu/writingcenter/grammar/conjunctions
https://academicguides.waldenu.edu/writingcenter/punctuation/commas
https://academicguides.waldenu.edu/writingcenter/punctuation/semicolons
https://owl.purdue.edu/owl/general_writing/academic_writing/conciseness/index.html#:~:text=The%20goal%20of%20concise%20writing,can%20be%20deleted%20or%20replaced.


 
 

 

Wordy: The muscle tissue was sliced into slices with a thickness of 5 mm by using a 

cryotome. 

Concise: The muscle tissue was sliced into 5 mm slices using a cryotome. 
 

Wordy: The local animal protection authority gave its approval to all animal 

experiments. 

Concise: The local animal protection authority approved all animal experiments. 

 

Wordy: Statistical analyses of the data from the morphometric analyses and ERG 

recordings were performed using Prism 9.  

Concise: Morphometric analyses and ERG recordings were performed using Prism 

9.     
 

More examples on concise writing: 
 

Wordy  Concise 

In recent years Recently 

Most of the reports Most reports 

Some of the reports Some reports 

All of the reports All reports 

Provides an explanation Explains 

It is worth mentioning Notably 

It is interesting to note that Notably 

It is worth noting Notably 

A variety of Various 

All over the world/globe Worldwide or globally 

Each year or year by year Annually or yearly 

A large number of Many, numerous, several, multiple 

At the same time Simultaneously or concurrently 

The majority of Most 

More and more Increasing, escalating 

10 years Decade 

is still Remains 



 
 

are still Remain 

was/were still Remained 

Firstly First 

Secondly Second 

Thirdly Third 

Fourthly Fourth 

Patients with GC GC patients 

The expression of CRC CRC expression 

The expression/overexpression of gene Gene expression/overexpression 

The addition of Adding 

The use of Using 

3-year, 5-year, and 10-year survival 3-, 5-, and 10-year survival 

12-month, 18-month, and 24-month OS rates 12-, 18-, and 24-month OS rates 

This study included a total of 90 patients This study included 90 patients 

Figure 1 and Figure 2 Figures 1 and 2 

Fig. 1 and Fig. 2 Figs. 1 and 2 

minutes min 

hours h 

seconds s 

The prognosis of patients patient prognosis 

In order to To 

Carried out Conducted, performed 

Needs to Must 

In comparison to Compared to 

In comparison with Compared with 

Due to the fact that Since, because 

Is able to Can 

Was able to Could 



 
 

leads to produce Produces 

the absence of Without 

In which Where 

For the preparation of To prepare/for preparing 

stress stimulation is helpful in delaying the 

development of disease (9 words) 

stress stimulation helps delay disease 

development (4 words) 

In the meantime Meanwhile 

By using Using 

Are required to Must 

(see Figure 1) OR (shown in Figure 1) (Figure 1) 

Little by little Gradually 

 

✓ Maintain strictly formal writing. Avoid using casual, everyday language, and replace 

general terms with scientific/technical/academic ones related to the topic discussed. 

Examples here. 

 

 

Informal Formal/Academic 

Give Provide or administer 

A lot of Many, several, numerous 

See Observe, identify, indicate, and show (according to usage) 

Look into Explore or investigate 

Look for Search, seek 

Note Observe, identify 

Get Acquire, obtain 

What's more Furthermore, moreover 

Till Until 

Show Depict, illustrate, indicate, demonstrate 

Use Utilize, employ 

Were purchased from Were acquired from, obtained from, provided by, supplied by 

Obviously, clearly Explicitly 

https://www.uts.edu.au/current-students/support/helps/self-help-resources/grammar/formal-and-informal-language#:~:text=Formal%20language%20is%20less%20personal,is%20more%20casual%20and%20spontaneous.


 
 

✓ Avoid using the first person in academic writing. Examples here. 

 

Original: I/we considered various research methods for the study. 

Edited: Various research methods were considered for the study. 

 

✓ Avoid using contractions (can’t, didn’t, wouldn’t, etc.). Instead, replace them with the 

full form (cannot, did not, would not, etc.).  Examples here. 

 

Original: The improvements canʼt be introduced due to funding restrictions. 

Edited: Improvements cannot be introduced due to funding restrictions. 

  

✓ Remain objective in academic writing. Avoid giving personal, subjective opinions or 

expressing your emotions. Examples here. 

 

✓ Convert nouns into gerunds.  

 

Original: The clinical target volume (CTV) was generated by the expansion of a 5 mm 

margin to GTV. 

Edited: The clinical target volume (CTV) was generated by expanding a 5 mm margin 

to GTV. 

 

Original: In these case reports, we discuss the diagnosis and management of traumatic 

pseudoaneurysm of the distal anterior cerebral artery in children. 

Edited: In these case reports, we discuss diagnosing and managing traumatic 

pseudoaneurysm of the distal anterior cerebral artery in children. 

 

✓ Avoid using “use” frequently. Instead, replace it with conducted, carried out, 

performed, utilized, employed, deployed, etc. (depending on the context of use.) 

 

We used numerical simulations to test the model. 

We conducted numerical simulations to test the model. 

We carried out numerical simulations to test the model. 

We performed numerical simulations to test the model. 

 

We used three databases.. 

We utilized three databases.. 

 

We used three classification approaches.. 

We employed three classification approaches.. 

 

✓ Avoid using “show” frequently. Instead, replace it with present, demonstrate, indicate, 

suggest, etc. (depending on the context of use.) 

 

Original: Figure 1 shows the results obtained.  

Preferred: Figure 1 presents the results obtained.  

 

Original: The graph shows that the model achieved promising results. 

Preferred: The graph demonstrates that the model achieved promising results. 

 

Original: The results show that Model A outperforms Model B. 

https://blogs.ubc.ca/writingcentre/files/2013/01/Tutor-project-Avoid-First-Person-POV.pdf
https://libguides.hull.ac.uk/writing/contractions#:~:text=Contractions%20occur%20when%20you%20use,as%20they%20are%20too%20informal.
https://www.uwa.edu.au/students/-/media/Project/UWA/UWA/Students/Docs/STUDYSmarter/GE11-Academic-Writing-Style_Objectivity.pdf


 
 

Preferred: The results demonstrate that Model A outperforms Model B. 

Preferred: The results indicate that Model A outperforms Model B. 

Preferred: The results suggest that Model A outperforms Model B. 

 

✓ Avoid using “main” frequently. Instead, use primary. 

 

Original: Ventilation and buoyancy effects are the main drivers of smoke transport. 

Preferred: Ventilation and buoyancy effects are the primary drivers of smoke 

transport. 

 

Original: The value increased, mainly due to the increased pressure. 

Preferred: The value increased, primarily due to the increased pressure. 

 

✓ Avoid using “consists of” frequently. Instead, use comprises, contains, encompasses, 

etc. 

 

Original: The theoretical FDS model consists of several models 

Preferred: The theoretical FDS model comprises several models 

 

✓ Avoid using “there are”, “there is” and the like. Instead, change the sentence structure 

to avoid this. Examples here. 

 

Original: There are several FDS turbulence techniques in the model. 

Preferred: The model contains several FDS turbulence techniques.  

Preferred: Several FDS turbulence techniques were observed in the model. 

 

✓ Avoid using “very” and similar adverbs. Instead, use an appropriate synonym. This is 

informal and does not fit well with the formal tone required in academic writing.   

 

 Original: The results obtained were very accurate.  

 Edited: The results obtained were highly accurate. 

 

✓ Avoid using “like”. Instead, use “such as”. 

 

Original: The most commonly used NSAID is a selective COX-2 inhibitor like 

celecoxib. 

Edited: The most commonly used NSAID is a selective COX-2 inhibitor such as 

celecoxib. 

 

✓ Maintain proper subject-verb agreement. Examples here. 

 

 Incorrect: The studies was conducted this year. 

Correct: The studies were conducted this year.  

 

 Incorrect: The researchers collected the data using his newly-constructed database. 

 Correct: The researchers collected the data using their newly-constructed database. 

 

✓ Maintain usage of the simple past tense when discussing prior studies or 

experiment/methodology steps. 

 

https://winrow.wordpress.com/2006/06/05/writing-well-avoiding-there-is/
https://www.trentu.ca/academicskills/how-guides/how-edit-your-writing/grammar-and-style/subject-verb-agreement#:~:text=Pronouns%20as%20Subjects-,What%20is%20subject%2Dverb%20agreement%3F,call%20this%20subject%2Dverb%20agreement.


 
 

Incorrect: John et al. (2022) have demonstrated that the database was developed this 

year. 

Correct: John et al. (2022) demonstrated that the database was developed this year. 

 

Incorrected: We have conducted a series of experiments to assess the model’s 

performance.   

Correct: We conducted a series of experiments to assess the model’s performance.  
 

✓ Maintain the simple present tense to discuss results. 

 

Incorrect: The results are indicating that.. 

Incorrect: The results have indicated that.. 

Correct: The results indicate/reveal/suggest/demonstrate that.. 

 

✓ Maintain the present perfect to discuss an event that has occurred some time in the 

past. 

 

Incorrect: The TAM is being utilized to investigate.. 

Correct: The TAM has been utilized to investigate.. 

 

✓ Always add articles/determiners before nouns. Examples here.  

 

Incorrect: Results indicate that the model achieved promising results. 

Correct. The results indicate that the model achieved promising results. 

 

Incorrect: The researcher used STEM database for collecting secondary data. 

Correct: The researcher used the STEM database for collecting secondary data. 

  

Incorrect: Manufacturer's instructions were considered for all analyses. 

 Correct: The manufacturer’s instructions were considered for all analyses. 

 

Incorrect: Total protein was collected with lysis buffer containing protease inhibitors.  

Correct: The total protein was collected with a lysis buffer containing protease 

inhibitors. 

 

✓ Abbreviations should be spelled out in full words the first time they are mentioned for 

each section.  

 

Incorrect: The TAM was used as a reference. Using the TAM helps readers to become 

familiar with the guidelines.  

Correct: The Technology Acceptance Model (TAM) was used as a reference. Using 

the TAM helps readers to become familiar with the guidelines.  

 

✓ Statements of comparison should be constructed such that the objects being compared 

can actually (feasibly) be compared. A common example of an illogical comparison is 

when the property of one group is directly compared with another group instead of the 

property of the same group (e.g. groups with different units of measurement). For 

example, the comparison “The band gap of anatase TiO¬2 is larger than rutile TiO¬2” 

is illogical because the band gap and rutile are being compared. Instead, this sentence 

http://guidetogrammar.org/grammar/determiners/determiners.htm


 
 

should read “The band gap of anatase TiO-2 is larger than that of rutile TiO¬2,” or 

even “Anatase TiO¬2 has a larger band gap than rutile TiO2.”  

✓ “Respectively” is an adverb meaning either “in particular” or “in the order given.” In 

writing, we use it when giving a comparison for which there are an equal number of 

elements on either side of the comparison. Using this word can help make a sentence 

concise. For example, “At the 2012 French Open, Maria Sharapova won the women’s 

singles title, and Rafael Nadal won the men’s singles title.” can be simplified and re-

written as “At the 2012 French Open, Maria Sharapova and Rafael Nadal won the 

women’s and men’s singles titles, respectively.” 

✓ When the same article (the, a, or an) applies to all the nouns in a series, the article 

need not be repeated before every noun. Repeating the article makes the sentence 

unnecessarily wordy. 

Incorrect: We tested the heart, the liver, and the kidneys. 

Correct: We tested the heart, liver and kidneys.  

✓ Avoid using etc. as it lends an informal tone to your writing 

✓ A compound adjective is formed by two words that jointly describe a noun (e.g., 

“water” and “soluble” in “water-soluble compound”). Such compound adjectives are 

usually hyphenated to indicate that they form a single unit. The use of the hyphen also 

aids clarity. For example, in the sentence “I saw a man-eating alligator,” it is clear that 

the alligator eats humans. Without the hyphen, the sentence will read as “I saw a man 

eating alligator” (i.e., the man was eating an alligator). 

✓ Titles, headings, and figure/table captions do not need articles (a, an, the) 

 

Original: Title: Assessment of the Selenium Content in Tropical Fish Species 

Edited: Title: Assessment of Selenium Content in Tropical Fish Species 

 

✓ Do not start a sentence with a number.  

 

Incorrect: 3 databases were used to collect data. 

Correct: Three databases were used to collect data. 

 

Incorrect: 10 minutes later, the brains were isolated.  

Correct: Ten minutes later, the brains were isolated.  

 

Incorrect: 30 male Sprague–Dawley (SD) rats were used in the experiment. 

Correct: Thirty male Sprague–Dawley (SD) rats were used in the experiment. 

Correct: A total of 30 male Sprague–Dawley (SD) rats were used in the experiment. 

 

✓ Do not start a sentence with But, Still, or Yet. Instead, use However. Do not start a 

sentence with And. Instead, use In Addition, Additionally, Furthermore, Moreover, 

etc.  

 

✓ Remove ‘also’ from a sentence if it starts with Furthermore, Moreover, Besides, In 

addition, Additionally, etc. 

 



 
 

Incorrect: Furthermore, we also used different approaches to collect the data. 

Correct: Furthermore, we used different approaches to collect the data. 

 

✓ For lists, always include “and” before the last item. 

 

Incorrect: The groups were labeled Group A, Group B, Group C. 

Correct: The groups were labeled Group A, Group B, and Group C. 
 

✓ You can use any comma style in lists, either the Oxford comma, or the lack of it, as 

long as you remain consistent throughout. But the Oxford comma is oftentimes 

clearer for the reader.  

 

A list using the Oxford comma: I chose X, Y, and Z. 

A list without the Oxford comma: I chose X, Y and Z. 

 

✓ Do not use the hyphen (-) for ranges.  Instead, use the “en dash” (–). Examples here. 

 

Incorrect: The values were in the range of 3-8. 

Correct: The values were in the range of 3–8. 

 

✓ In general, numbers below 10 should be spelt out in words, and numerals should be 

used from 10 onwards. Examples here.  

 

Incorrect: The experiment was carried in 3 days.   

Correct: The experiment was carried out in three days. 

Correct: The experiment was carried out in 10 days. 

 

The only exception is when the number is followed by a unit of measurement. In this 

case, we can use numbers. For example: The measured samples were 8 cm in height. 

(In this case, we keep the number as-is, since it is followed by a unit of measurement.) 

 

✓ Check the dominant format of referring to figures throughout the text (Either Figure 1 

indicates.. or Fig. 1 indicates..) and follow that particular format. Remain consistent 

using this format for the entire article. For referring to multiple figures: 

 Incorrect: Figure 1 and Figure 2 indicate.. 

       Fig. 1 and Fig. 2 indicate.. 

 Correct:  Figures 1 and 2 indicate.. 

     Figs. 1 and 2 indicate..  

 Incorrect:  Figure 1A and Figure 1B indicate..  

       Fig. 1A and Fig. 1B indicate..  

 Correct:  Figures 1A and 1B indicate.. 

    Figs. 1A and 1B indicate.. 

 Incorrect:  Figure 1, Figure 2 and Figure 3 indicate.. 

       Fig. 1, Fig. 2 and Fig. 3 indicate.. 

 Correct:  Figures 1, 2 and 3 indicate.. 

   Figs. 1, 2 and 3 indicate.. 

https://nps.edu/web/gwc/commas-list-including-oxford
https://www.grammarly.com/blog/en-dash/
https://www.une.edu.au/__data/assets/pdf_file/0003/392124/WC_Numbers-in-academic-writing.pdf


 
 

 Incorrect:  The graph was plotted (Figure 1 and Figure 2).  

       The graph was plotted (Fig. 1 and Fig. 2).  

 Correct:  The graph was plotted (Figures 1 and 2). 

    The graph was plotted (Figs. 1 and 2). 

 Incorrect:  The graph was plotted (Figure 1A and Figure 1B). 

       The graph was plotted (Fig. 1A and Fig. 1B). 

 Correct:  The graph was plotted (Figures 1A and 1B). 

    The graph was plotted (Figs. 1A and 1B). 

 Incorrect:  The graph was plotted (Figure 1, Figure 2 and Figure 3). 

      The graph was plotted (Fig. 1, Fig. 2 and Fig. 3). 

 Correct:  The graph was plotted (Figures 1, 2 and 3). 

    The graph was plotted (Figs. 1, 2 and 3). 

Incorrect:  Figure 1-3 present the results. 

 Correct:  Figures 1-3 present the results. 

 Incorrect:  The results demonstrate the high accuracy of the model (Figure 1-3). 

 Correct:  The results demonstrate the high accuracy of the model (Figures 1-3). 

 

✓ Avoid using negatives in academic writing. Instead, replace them with more 

academically-sound terms, as in the list presented hereafter. 

 

 

Negative phrases More academically-sound terms 

Not satisfactory Unsatisfactory 

Not affected Unaffected 

Not explored Unexplored 

Not satisfied Unsatisfied/Dissatisfied 

Not willing Unwilling 

Not available Unavailable 

Not solved Unsolved 

Not known Unknown 

Not related Unrelated 

Not common Uncommon 

 

 



 
 

✓ Only use symbols for the last item in a list, unless it is % or °C. 

 

Correct: The volumes tested were 3, 4, 5, and 6 L.  

Also Correct: The percentages tested were 10%, 25%, and 50%. 

Also Correct: The temperature values tested were 15°C, 20°C, and 25°C. 

 

✓ Always keep a space between a number and its unit of measurement. The only 

exceptions are the % and °C symbols. 

 

Incorrect: 10mA, 10 %,  10 °C 

Correct: 10 mA, 10%, 10°C  

 

✓ Use the correct writing style to express units. 

 

Incorrect: 5 ml, 10 ug, 15 ul, 20 um, 25 uM 

Correct: 5 mL, 10 µg, 15 µL, 20 µm, 25 µM 

 

✓ To discuss a change in a quantity, the preposition “in” is used with the property being 

measured (e.g., an increase in temperature, a decrease in voltage, a change in mass). 

On the other hand, “of” is used to discuss the size of the change (e.g., an increase of 

10 °C, a decrease of 10 mV, a change of 10 g). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

4. Strategically using Grammarly as a ‘Final Check’ 
 

Editors, even experienced ones, occasionally leave behind overlooked language errors during 

the editing process, especially when working with lengthy manuscripts. In this case, the 

author sends back the manuscript for further editing, causing a delay in the publishing time, 

and an unhappy client. This is where Grammarly comes into play.  

Grammarly is a software application that can be used as a final ‘quality assurance’ check 

after your manual editing. This can help to easily detect and resolve language and 

grammatical errors that have been overlooked during your editing. On average, it would take 

about 15-20 minutes to use Grammarly to check a ~5k word manuscript. This quick and 

simple step can ensure that an error-free manuscript is sent back to the author. Two highly 

important points to keep in mind: 

✓ Grammarly should only be used after you have fully edited the manuscript. Never use 

Grammarly (or any similar automated software for that matter) to replace manual 

editing, as this will cause more errors than the original unedited manuscript, since 

Grammarly cannot understand the context, semantics, and underlying meaning of the 

text. Please note that a manuscript that has been edited using Grammarly to replace 

manual editing can be easily recognized, and this will result in the immediate 

termination of the editor.  

 

✓ Grammarly occasionally detects ‘false positive’ errors. Even when the writing is 

correct and does not contain errors, Grammarly may incorrectly see a properly written 

word or phrase as an error. For example, in the figure below, Grammarly incorrectly 

detects some terms as errors, but in reality these are just very specific scientific terms 

that Grammarly does not recognize. Cases of false positives should always be ignored 

and not confused with actual errors. 

 

 

 



 
 

The following step-by-step guideline shows you how to use Grammarly in Microsoft Word.  

1. Download the free Grammarly add-in for Microsoft Word 

 

 

 

2. Install and open the Grammarly add-in for Word. You need a username and password 

to sign in to Grammarly Premium, which gives you access to all of the features 

available. To confirm that the add-in was successfully installed in Word, you can 

check for a new ‘Grammarly’ tab in the top menu in Word, as shown in the figure 

below. 

 

 

 

3. After your manual editing/proofreading process is complete, it is recommended to hide 

the tracked changes temporarily by choosing ‘Simple Markup’ in the Review tab in the 

top menu in Word, as shown in the figure below. Simple Markup gives you a 

distraction-free view of the document after it has been edited. This way, you can focus 

only on errors detected by Grammarly, without your tracked changes getting in the 

way. 

 

https://www.grammarly.com/office-addin


 
 

 
 

 

4. Select ‘Correctness’ from the Grammarly tab, as shown in the figure below. This helps 

to detect spelling and grammartical errors. As you scroll down the document, 

Grammarly will automatically underline detected errors in red, and then provide the 

possible correction of each error in the right window, which you can easily click on to 

automatically correct it. Carefully go through and resolve the underlined errors in the 

manuscript (only choose actual errors, be careful to avoid false positives!).  

 

 

 

In the figure below, for example, Grammarly has detected a singular-plural agreement 

error and underlined it in red, giving the correction of the error in the right window. 

The user can easily click on the correction in the right window to automatically fix 

this error. Continue to scroll down until you reach the end of the document, adjusting 

detected errors along the way.  

 

 



 
 

 

 The figure below shows another example. 

 

 

 

5. Next, select ‘Clarity’ from the Grammarly tab, as shown in the figure below. This 

helps to detect and adjust sentence structure and conciseness issues by rephrasing 

poorly written sentences and reducing phrases with too many words (‘wordiness’). As 

you scroll down the document, Grammarly will automatically underline detected errors 

in blue, and then provide the correction of the error in the right window, which you 

can easily click on to automatically correct it. Carefully go through and resolve the 

underlined errors in the manuscript (only choose actual errors, be careful to avoid false 

positives!). 

 

 
 

In the figure below, for example, Grammarly has detected an error, which is the 

wordy phrase “around the world”, and underlined it in blue, giving the possible 

replacement “worldwide” in the right window. The user can easily click on the 

correction in the right window to automatically resolve this error. The Clarity feature 

helps immensely with the clarity and conciseness of the text. Continue to scroll down 

until you reach the end of the document, adjusting detected errors along the way. 

 



 
 

 

 

 

The figure below shows another example. 

 

 

 

6. Finally, you have reviewed all of the Correctness errors underlined in red and all the 

Clarity errors underlined in blue, resolving the actual errors, while ignoring the false 

positives. The changes you have made using Grammarly will appear in the tracked 

changes when you make them visible by selecting ‘All Markup’ in the Review tab in 

the top menu in Word. Save the document. With the help of Grammarly, you have now 

cleared all of the overlooked errors and this updated version of the manuscript is ready 

to be sent back to the author. Well done! 
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