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What We Will Cover
•Editing Tips
•Questions to Ask
•Cite-Checking Process
•Perma.cc
•Editing Test



Editing Tips



Top 10 Editing Tips
• Understand the assignment—don’t be afraid to ask 

questions.

• Develop a system for your workflow and keep track of 
your progress. Stay organized!

• Check for grammar, readability, and punctuation. 

• Edit for readability—but leave the style. 

• Use Track Changes! 



Top 10 Editing Tips
• When in doubt, leave a comment instead of making any 

edits. 

• Carefully review all direct quotations. 

• If you think something should have a citation and it 
does not, leave a comment. 

• Don’t be shy about offering your input, but be 
professional. 

• Ask a librarian if you need help! 



Software Tips
•Microsoft Word 

- Track changes/comments
- Cross-references for auto-updating footnotes
- Styles
- Table of contents

•Google Docs
- Fewer features, but you can work in parallel with 

other RAs or the professor

•Adobe Pro available in LRC computer lab



Style Manual
• You likely will be using Bluebook, but not always!

-White pages: used in law journals 

-Blue pages: used in briefs and court documents

 

• Other possible styles: 

- APA

- Chicago Manual of Style

- MLA

- Professor’s own style 



Questions to Ask
•Deadline

•Style Manual

•Extent of editing

- Bluebooking only? Copyedit?                
Stylistic recommendations? 

•Extent of source pulling

- ILL books? 



The Cite-Checking Process



What is cite-checking?
The process of verifying citations in an article by:

- Locating and pulling the source

- Verifying that the source is accurate and 
supports the text

- Checking that the form of the citation 
conforms to Bluebook or other manual 



Step 1: Organize Yourself
• What is your process going to 
look like? 

• How are you going to keep track 
of your work and your sources? 

• Create a spreadsheet, tables, 
folders to save documents 

• Set up Evernote, Zotero, etc. 

• Decide file-naming conventions 



Step 2: Read the Article or Section
 Before beginning editing or cite-checking, know 
what the article is about!



Step 3: Gather Sources
•Create a list of sources in a spreadsheet

•Be sure to keep track of the corresponding 
footnote number and existing citation

•Find your sources, whether online, in the LRC, 
Copley, or requested from another library via 
Circuit or ILL



Step 4: Review the Source
• Read the cited source to determine 

if it adequately supports the text

• For direct quotations, carefully 
compare the text to the source 

• Check the author, title, publication 
year, and page numbers

• Confirm that the source is current 

• Should there be a pincite? 



Step 5: Bluebook Edits
•Verify which Style Manual you will be using 
(likely Bluebook, but not always the case)

•Make changes to the citation so it complies with 
the Style Manual 

•Check the Id. citations and cross-references



Cite-Checking Example:



Perma.cc



Intro to Perma

• Dead links and edited websites can derail research

• Perma helps you create permanent records of 
web sources to use in citations







Getting Started
 Once you sign up, you will receive an email to 
activate your account



Connecting to the LRC
• Your Perma account must be affiliated with the 
LRC

• Contact the Reference department to connect your 
account with the LRC

� lrcrefer@sandiego.edu

mailto:lrcrefer@sandiego.edu


Creating Perma Links

•Copy the URL you wish to preserve

•Paste the URL into the bar on perma.cc 

•Select the appropriate folder to save the link

•Click on the blue “Create Perma Link” button







Further Reading on Perma.cc
 https://lawlibguides.sandiego.edu/perma/

• Using your Perma account
• Citing to sources using Perma
• Frequently asked questions

https://lawlibguides.sandiego.edu/perma/


Editing Test







Questions?
 Liz Parker
 eparker-10@sandiego.edu 
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