General Instructions for Editing IU Books
· Please use American English and Chicago Manual of Style (excluding citations and references)
· For citations and references, please use APA 7. 
· The following do not have to be edited (unless otherwise explicitly stated):
· Unit (chapter) titles
· Boilerplate language located on first page of each unit
· Titles of graphics, any text in graphics
· Appendices
· Computer programming code
· Mathematical equations/phrases
· Please do edit tables (that are not graphics) and their contents
· If figures/graphics/tables/equations are not numbered, please do not add numbers and continue to use the non-specific phrasing, e.g., “in the figure below…”
· Please edit the self-check questions but do not change the underlining/italics (these indicate the correct answer(s)).
· Please simply make corrections using track changes instead of comment boxes (unless there is a large degree of uncertainty concerning a change/correction, which then of course makes sense to use a comment box instead)
· Please use “data” as plural
· We do not include any cross references between units in IU books (e.g., “See Unit 5 for additional information”)

