Sophendo’s Comprehensive Proofing Guide

(1) Or “How Sophe Keeps Track Of All The Different Proofing Styles Of Her Groups”

(2) Or “Trust Me. You’ll Get Used To All Of These Rules Within Five Chapters.” @___@

(3) Or as others keep telling me, “How to Scare Proofers-in-Training: Make them read this ungodly long guide. Jeez, sophe. You have way too much free time.” >.> Yes, I do. And I need a truly detailed one, darn it!
Color guide: 

[ My comments are in blue … just like my proofs! XD By the way, this was made with 0.5” margins with normal formatting and Times New Roman font, size 12. In case some things don’t line up, try adjusting your page setup under “file”. ]

[ For example, examples are in green … because I like color. ….>.> ]

[ Sophe says: “Other people’s suggestions are in purple. Their advice is GOLDEN.” ]

[ If I am missing any rule (or suggestion) or I just simply have it dead wrong, send me an email if I’m not in IRC at sophendo@gmail.com. I’ll fix it as soon as the email bonks me on the head. ] [edited: a|O___o|a … Oh, man. I just found out what “bonk” means in Britain. =____=;;; (If you want to know, go google a British dictionary.)]
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Page 19 :O !!
General proofing rules that I use (just a preference thing):

· Try to do two versions: one that tracks changes and one that’s final. If you use Microsoft Word, right click on the toolbar and choose “reviewing”. In the drop down menu, choose whatever you think you’re comfortable with (I use “final showing markup”) and click this button: [image: image1.bmp] . Oh, and remember to save it as the “tracked version”. To get a clean version, “save as” the tracked version and name it as the “clean version”. Then, click the [image: image2.bmp] button again (so it stops tracking changes). Select all text (ctrl + A) and click this button: [image: image3.bmp] (so it accepts the changes). And voilà!

· Note: I realize that only MSWord 2003 version and up has the feature to show the “final showing markup”. If that’s so, then it’s best not to use this unless you are really OK with all those automatic tracked changes. I just know from experience that it’s sometimes hard to see if there’s an extra space here or there from all those strikeouts and such.
· Know the nicks or emails or phone numbers (Ha, ha. Just kidding.) of all relevant translators. You’ll need them for rewrite checks and missing translations (and it doesn’t hurt to know if they are girls or boys, too). >.> Sophe has a growing list of eight Japanese translators and two Chinese translators. And she thinks she needs to hunt down Korean translators soon. Hmm… Do YOU happen to be a translator? :D
· If you encounter anything you have a question on, highlight it. I even color code mine for rewrite/translation checks, proofing questions, and missing translations. Ask questions or make comments in a different color.
· Oh, and try not to get burned. I have a phenomenally huge amount of energy and get a lot of pleasure out of proofing (and I am hard to annoy), so I may be an inappropriate example. But be aware that proofing takes a lot of patience—both at the proofing level (where you have to check and change every little detail, which can turn into several reproofs if you find missing or odd translations) and at the adjustment level (where a better proofer or group admin points out what you did “wrong”). 

· Oh, and this is definitely a preference thing. Try to chat with your group’s proofing style—at least in the beginning. I find practicing them out with others is the fastest way to learn the rules (especially when I need to keep track of the differences between condensation and entropy). You know the saying! <.<… But I must admit… My English skills do get better. XD !!!!!
Personal Proofing Style:

· With every proof, I always have this heading (and as you can tell, I love colors):

Translation of “TITLE” VOLUME # CHAPTER # [or] STORY #

Author: 

Original translator: 
SFX Help: 
Extra translations: 

Proofed by Sophendo: ( 1 ) My comments are in light blue. ( 2 ) Yellow highlights are things that need a translation check or clarification. ( 3 ) Blue highlights are extra missing translations. ( 4 ) Like bobo, I indicate breaks within the same bubble ( or narration/thought/background stuff ) with a [ break ]. ( 5 ) Little background text either in the bubble or outside are noted by using a smaller font than the usual (e.g. If the norm is 12pt, then I’ll use 10pt). ( 6 ) Green highlights are either proofing questions or something important for either the editing or QCing stage.

· ^_______________^ The characters:

· Character A = abbreviation = description of A

· Etc.

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
If you are proofing for AMBROSIA:

1. When dealing with missing translations:

a. Indicate whether it is (1) a missing dialogue, (2) a missing little background text, or (3) a sfx. Then highlight the part in a color of your choice. Following my color guide, I highlight these in blue.
b. Then when you are almost done with your chapter, go and hunt down those lovely translators. And treat them with the utmost respect! It may look like ten or twelve little parts, but it takes an average of two hours for me to get all of them. Probably because I’m slow, too. XD !!!!!
c. It also helps if you prepare the sample pictures/scans in advance. I cut out the sections, label them 01.jpg, 02.jpg, and so forth, and upload them on photobucket in a folder with their nick on it. It speeds things up, and they know where you’re headed.

i. Or if it’s someone you trust (or it’s someone from the same group), bundle up the missing pages into a zip/rar and “yousendit”.

2. When dealing with “stretched-out words”:
a. They are not allowed. Do not elongate a word. Instead, bold and italicize it.

b. If the sentence is already italicized, bold and double italicize it. If your program doesn’t have double italics, highlight in a certain color (I like green for anything proof-related) and indicate the editor.

i. Sample note to editor: If I bold and italicize something, it’s because the word is being stretched when saying it (e.g. “Oh, maaaaan.”). If I highlight it in green, it stands for double-italics.

3. When dealing with the em-dash:

a. You show stammering (to speak with hesitation) by repeating only the first letter.

i. W-what wh-what.

4. Spellings to watch out for:

a. No glomping. It’s not even a word. XD
b. Use –san for both genders, unless the people are familiar with each other. Then it’s –chan for girls and –kun for boys. –senpai is for those older than you

i. You can use –chan if you are really close with a guy. 

c. Family relationships:

i. onee-chan = older; nee-chan; imoui

d. Titles of people need to be capitalized

i. E.g. Company President, Student Body President, 

e. More to add?

5. If you are proofing BlueLight’s translations:

a. Get rid of the tables, or make the script easier for the editor to understand.

6. To add later:

a. Whatwhatwhat? not What-what-what? or What? What?! WHAT?!!

b. All numbers up to 99 need to be written out. That includes numbers to indicate quantity, the time, age, etc. It doesn’t matter where the number is within the sentence.

7. For other rules, look at ENTROPY’s section.

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
If you are proofing for CONDENSATION:

1. If by chance you are proofing a series that riseabove77 proofed or the project is a joint project with Entropy, USE ENTROPY’S RULES.
a. Van says: “Rise is technical and since she proofed this chapter, I let her have her way. Besides, we value consistency.”

b. e.g. Punch (Unfortunately, it is now licensed. On the plus side, it’s coming to an American manga store near you! Or Amazon.com. >.>); Luv Clinic; That’s Not Love; Am I missing any?

2. Initial checks:

a. (1) Correct use of capitalization; (2) correct spelling; (3) subject/verb agreement; (4) verb tenses; (5) correct use of possessives; (6) run-ons & incomplete sentences; (7) dangling, squinting, and misplaced modifiers (google “modifiers” if you are like this: ?_?); (8) correct use of punctuation (especially ? , … --); (9) parallel construction; (10) correct use of contractions.
b. Sukey says: “Proofer, adapter, QCer. They all have one goal in mind: to make the story flow. If it flows well from one bubble to the next, from one narration to the next, from one thought to the next, then you’ve done your job. Readers get it so easily; they don’t know how much blood, sweat, and sometimes tears go into a chapter. But I will. I’ll know.” T_T ( sophe cries tears of appreciation.
3. When dealing with “split” bubbles:

a. I LOVE Happybobo321’s translation technique, where she puts each bubble onto one line and indicates breaks within a bubble by a “[break]”. It distinguishes between bubbles and sections within the same bubble. sophe dances: /o/…\o\.../o/…\o\. What I do differently from her is I color it in blue (the color doesn’t matter as long as you’re consistent with them), since it is not part of the script but a helping note.

i. Bubble 1: You’re nowhere close to being good at it, Sophe, [break] but at least you’re trying.
4. When dealing with capitalization across bubbles:
a. Only capitalize if it is the beginning of a sentence. If the sentence falls across more than one bubble, only one bubble’s fragment should be capitalized!
i. Bubble 1: I finished my eight page paper today,
Bubble 2: but I forgot to write my name on it.
ii. Bubble 1: …Oh.
iii. Bubble 1: She made cinnamon cookies.
5. When dealing with punctuation in general:

a. Use “?!” and not “!?”.

b. Use the em dash to indicate an interruptio—

i. When QCing, most fonts don’t have an em-dash, so do what sneaky suggests:

ii. Sneaky says: “We can fix this double dash problem by free transforming the single hyphen and making it longer.”

c. Put quotation marks before the period if it’s not a “direct quotation”. However, I say, “If it is a quotation, then end the quotes outside.”

6. When dealing with ellipses: 

a. If it is a continuous thought…connect the two words…with no spaces with a set of three dots.

b. Ah… But it is different with two sentences… In this case, you would put the ellipses at the end of the sentence, add a space, and continue with the next part.

i. Oh, yeah… I remembered something...like that… How odd…

c. …but if it falls across two bubbles (and no, two “meshed” bubbles don’t count) or two narrative areas that are not next to each other, then you need ellipses for both (the end of the first bubble and the beginning of the second bubble).

i. Bubble 1: She made cinnamon cookies…
Bubble 2: …with all the love she could muster up.

It’s not too important as far as I’ve read. You could also leave it like this:

ii. Bubble 1: She made cinnamon cookies…
Bubble 2: with all the love she could muster up.
d. Put the punctuation after the ellipses if it ends with something other than a period...!

e. If you want to reflect the raws and show a long pause (or silence), then use two rows of ellipses.

i. …
…
…I understand.
f. Sneaky says: “Try not to overuse ellipses, even if the raw does. Sometimes a comma or a stop will do. However, if the thought picks up again on the following page, it should have the ellipsis pick up again at the beginning of the next sentence.”

7. When dealing with O.K.:

a. Use okay (period). No OK’s, no Ok’s, no ok’s, no Okay’s (unless it’s the beginning of a sentence), no weird personal form of yours. Just…okay. Okay?

b. Van says: “It looks like you’re shouting, ‘OK?!”

8. When dealing with thoughts:

a. If it in the background (also applies to narration), italicize.

b. If it is in a bubble, also italicize. 

i. HOWEVER: When the chapter is edited and the editor uses a different font for thoughts made in the background, these do not have to be italicize. However, if the same font is used for all bubbles (e.g. WildWords for both dialogue bubbles and thought bubbles), then the thought bubbles (with the same font as the dialogue bubbles) need to be italicizied. 

ii. Otherwise, italics are reserved for emphasis purposes.

iii. Van says: “It’s just more work.”

9. When dealing with special effects (aka. Sfx):

a. Hard, loud sounds ( CAPITALIZE

b. Soft, little sounds ( lower-case

c. I call these “fragment sfx’s” but they don’t have to be sfx. ( Do not punctuate if it’s not something someone said but just a description
i. Full of conviction
ii. As hollow as a tunnel
iii. Has a dog named Ribbit
10. When dealing with flashbacks:

a. If it is in the background (no bubble), italicize.

b. If it is in a bubble, treat it like a normal dialogue.

i. Note: in QC, the text turns gray.

11. When dealing with numbers:

a. 1-10 ( Spell them out unless the sentence starts with a number (or it’s something that obviously looks better in its number format, such as phone numbers).

i. 5 ducks swam to the bread crumbs.
ii. I have eight pens with me.
iii. They earned 52 dollars from the lemonade sale.
iv. The train leaves at platform seven. 
v. His cell phone number is 520-3495, and he lives at 3 Faux Street, Nescient City, 84565.
12. When dealing with “stretched-out words”:
a. If it is part of dialogue, bold and italicize. 
i. Wah! I want to eat cookies, too!
b. If it is part of sfx, put it in CAPS and stretch out some lettttters.
i. BEEEEEP
c. Hmm… OHHHH! Ahhhh… Eh? Hmm? Umm… I don’t know what to call them, but if you are going to stretch them, use more than one extra letter. Generally, “oh”, “ah”, and “eh” can be left alone unless they do need to be stretched.

i. Sukey says: “Don’t use ‘Ahh’! It’s just…wrong.” 

13. When dealing with signs or things that are not quite part of the background:

a. Titles of books, magazines, journals, etc. need to be italicized in dialogue bubbles.

b. …However, if the title appears in the actual panel, use Small Caps.

c. Titles of short stories, poems, and song titles are in “quotations”.

d. Song lyrics are ... la, la, la, italicized and passages from books are italicized wherever they are.

e. MAY I HAVE YOUR ATTENTION PLEASE? PA ADDRESSES SHOULD ALWAYS BE IN ALL CAPS AND ITALICIZED.

f. Dear proofer of CONDENSATION,

Letters and other personal correspondence should be italicized.




Sincerely,




sophendo

g. Otherwise, all signs need to be in Small Caps. In MSWord, select the word and press Ctrl + D. Then check the “small caps” box.
14. Certain spellings or miscellaneous things to watch out for:

a. Anyway (not anyways); jeez (not geez); all right (not alright); whoa (not woah); fiancée (girl) vs. fiancé (boy); senpai (not sempai)
b. Afterward, toward, onward

c. Homophones (or, “Where Spell-Check FAILS A HORRIBLE DEATH”) ( Can you believe I’ve been saying “homophobes” and no one has corrected me? So sad. T_T
i. Peek / peak ---- two / too / to ---- dear / deer ---- it’s / its ---- meat / meet ---- wondering/wandering ---- apt (tendency or inclination) / adept (skilled) ---- 
d. British spellings:

i. Dialogue dialog; color colour; fairy faerie; catalog catalogue; humor humour; 

e. No long dashes, such as, “----She’s crazy!”

f. No tildes, such as, “I want cookies~~~”

g. The word “too” needs a comma when it is used to indicate “as well” or is an afterthought. It also applies to “though” and “anyway”, too. Let’s move on, though.

h. Possessives: If a word is singular, add an apostrophe and then the “s” even if the word ends with a “s”. If a word is plural, just add the apostrophe. 

i. Sophe’s cookies are sweet, and her boss’s friends like them, too.

ii. The cookies’ taste is unique. The bosses boss’ boss’s liked them. 

i. Translation check: If your friend—who is so oblivious to manga that she doesn’t know what the word “manga” is—doesn’t understand the word, google it or ask a translator. Then add it as a “translator’s note”. ( There’s a lot of room for what needs to be researched and what doesn’t. An example would be “sensei” or the formal suffixes like –san, -sama, -chan, and –kun. It also depends on whether the terms have been explained in previous chapters. Best to leave it as a comment and let the editor/QCer decide. 

15. Tips to get a good narrative flow:

a. Watch out for passive voice. Reword if necessary. It often makes the sentence either too wordy or too long, and besides, the action deserves a more active dialogue!

b. Changing the text order can clear things up.

i. Taking our seats, the movie started. We took our seats as the movie started.
c. Watch out for odd third-person references.

i. Sukey says: “If my boyfriend got down on one knee and proposed to me, he wouldn’t say: ‘Will Suey marry me?’ He’d say: ‘Will [you] marry me?”
d. This is not an essay, a cover letter, a resume, a report, a novel. Hence, you don’t need to use big words and long sentences. 

i. Tenchi says: “Easy words. Easy transitions.”

16. Content issues:

a. Make sure sentences make ENGLISH sense, not just grammatically-correct sense.

i. How can you sell a demolished mansion? Correct: demolish the mansion to sell the land.
ii. How can a kiss sneak up on the girl? Correct: the kiss that takes the girl by surprise.
iii. Lurking in the shadows at the mansion? This is too vague. Is he lurking in the shadows around the mansion or within the mansion? Correct: lurking in the shadows within the mansion.
b. Make sure the story/dialogue/thoughts/narration flows. It’s not enough that things make sense. This is a story after all. We’ve all read good stories that was poorly translated—not because of the grammar but the flow of things.

c. Conden always aim for GREAT ENDINGS. You want the chapter to end with some powerful last words or something that will evoke the reader’s mind. For something that many people work on for so many hours, it deserves to be remembered.

i. Sukey and Van says: “The last page of any chapter should leave the rader with some sort of “feeling”, so it needs to be clear and evocative. It’s one of our banalities. We do our best to have good (great) ending sequeues...so much that we debate/agonize over them for long periods of time.”

d. Anything else in this section?

17. Sophe’s most feared verb tense: DEAD-PEOPLE tenses:

a. Use “had” instead of “have” or “has”.

i. Bubble 1: She’s a grandmother I’ve never met.
Bubble 1: She’s a grandmother I hadn’t met.
ii. Bubble 2: She has always loved you.
Bubble 2: She had always loved you. [or] She always loved you.
b. Anything else I’m missing about dead-people tenses?

18. When dealing with missing translations:

a. Indicate whether it is (1) a missing dialogue, (2) a missing little background text, or (3) a sfx. Then highlight the part in a color of your choice. Following my color guide, I highlight these in blue.
b. Then when you are almost done with your chapter, go and hunt down those lovely translators. And treat them with the utmost respect! It may look like ten or twelve little parts, but it takes an average of two hours for me to get all of them. Probably because I’m slow, too. XD !!!!!
c. It also helps if you prepare the sample pictures/scans in advance. I cut out the sections, label them 01.jpg, 02.jpg, and so forth, and upload them on photobucket in a folder with their nick on it. It speeds things up, and they know where you’re headed.

19. To be added:

a. Make the page numbers huge to make the job easier for the editor. Also, if the scans have a different numbering than the script, correspond the page number of the scans to the ones in the script.

i. If the script says “page 58” but the raw scan says “Image 4562”, then put it as “page 58[Image 4562]” in case the editor needs to check which page fits with which part of the script.

b. Get rid of tables, or make the script easy for the editor to understand.

c. Spelling: Be careful of using “more” and “less”. Sometimes, adding a –er works.

i. More happy Happier

d. Verb tenses when someone is dead: It’s “she always loved him”, not “she has always loved him”.

e. The importance of emphasis: 

i. Example: “Make a fool of someone” vs. “Make a fool out of someone”

ii. Making a fool of someone = playing them for a food

iii. Making a fool out of someone = exposing them to ridicule

iv. Van says: “It’s a fine line and really connotative. It’s kind of like this: ‘Those shoes look good on you.’ vs. ‘You look good in those shoes.’ In both cases, both the shoes and person are good, but the first emphasizes the shoes and the second, the person.”

f. When dealing with age in parentheses:

i. If it’s a conversation, spell it out.

ii. If it’s a narration, leave the age in parentheses.

iii. Van says: “We don’t speak in parentheses.”

g. When dealing with names: 

i. Put the last name FIRST.

1. She’s Miyako Agawa.

2. She’s Agawa Miyako.

h. When dealing with small background text (both thoughts and dialogue):

i. HM... I’ve no clue if they are treated in any way different from normal dialogue/thoughts, although in my opinion, they should all be left as normal but in a different font (unless there is a intention to make it bold or italicized). 

20. Any more?
a. No punctuation for “labels.”

b. Last name, First name: If you get a full name stated in a sentence.
c. SENPAI, not sempai

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
If you are proofing/QCing for DGT:

In the process of compiling the rules.

-They use “okay”.

-Thoughts are not italicized, but they are in gray.
-Vertical ellipses are all right.

Project particularities:

-Heaven uses !?’s

If you are proofing for DRAGONVOICE:

>.> Mangauniverse said it was all right to use Entropy’s proofing guidelines for new series. Otherwise, see the old releases for consistency reasons.
If you are proofing for ENTROPY:

1. Initial checks:

a. (1) Correct use of capitalization; (2) correct spelling; (3) subject/verb agreement; (4) verb tenses; (5) correct use of possessives; (6) run-ons & incomplete sentences; (7) dangling, squinting, and misplaced modifiers (google “modifiers” if you are like this: ?_?); (8) correct use of punctuation (especially ? , … --); (9) parallel construction; (10) correct use of contractions.
2. When dealing with “split” bubbles:

a. I LOVE happybobo321’s translation technique, where she puts each bubble onto one line and indicates breaks within a bubble by a “[break]”. It distinguishes between bubbles and sections within the same bubble. sophe dances: /o/…\o\.../o/…\o\. What I do differently from her is I color it in blue (the color doesn’t matter as long as you’re consistent with them), since it is not part of the script but a helping note.

i. Bubble 1: You’re nowhere close to being good at it, Sophe, [break] but at least you’re trying.
3. When dealing with capitalization across bubbles:
a. Only capitalize if it is the beginning of a sentence. If the sentence, falls across more than one bubble, only one bubble’s fragment should be capitalized!
i. Bubble 1: He got the last bottle of strawberry milk,
Bubble 2: but she was unfortunately lactose-intolerant.
ii. Bubble 1: …Ah.
iii. Bubble 1: She made cinnamon cookies.
4. When dealing with punctuation in general:

a. Use “?!” and not “!?”.

b. Use the em dash to indicate an interruptio--

c. Put quotation marks before the period if it’s not a “direct quotation.” However, I say, “If it is a quotation, then end the quotes outside.”

d. Use the en dash to indicate two words that act together to modify a noun.

i. Sneaky says: “If two words are acting as an adverb/adjective jointly it needs to be hyphenated as it's acting together to modify the noun.”

e. As a general rule, put the end quotation outside the sentence.

i. Maybe they wanted some “sweets”. Maybe they wanted some “sweets.”

5. When dealing with ellipses (those three little dots):

a. If it is a continuous thought … connect the two words … with spaces before and after the ellipses.

b. Ah… But it is different with two sentences… In this case, you would put the ellipses at the end of the sentence, add a space, and continue with the next part…

i. Oh, yeah… I remembered something ... like that… How odd…

c. …but if it falls across two bubbles (and no, two “meshed” bubbles don’t count) or two narrative areas that are not next to each other, then you need ellipses for both (the end of the first bubble and the beginning of the second bubble).

i. Bubble 1: She made cinnamon cookies…
Bubble 2: …with all the love she could muster up.

d. Put the punctuation after the ellipses if it ends with something other than a period...!

e. When in the middle of sentence, the ellipsis should never start a line but end the previous one (same with the em-dash).

i. Bubble 1: Don’t tell me
Bubble 2: …you’re the cookie monster?!
ii. Bubble 1: Don’t tell me…
Bubble 2: you’re the cookie monster?!

f. If you want to reflect the raws and show a long pause (or silence), then use a row of ellipsis (no more, no less).

i. Bubble 1: …
Bubble 2: …I understand.
g. Sneaky says: “Try not to overuse ellipses, even if the raw does. Sometimes a comma or a stop will do. However, if the thought picks up again on the following page, it should have the ellipsis pick up again at the beginning of the next sentence.”

6. When dealing with O.K.:

a. Use OK (period). No okay’s, no Ok’s, no ok’s, no Okay’s, no weird personal form of yours. Just … OK. OK?

7. When dealing with thoughts:

a. If it in the background (also applies to narration), italicize.

b. If it is in a bubble, also italicize. 

8. When dealing with special effects (aka. Sfx):

a. Hard, loud sounds ( CAPITALIZE

b. Soft, little sounds ( lower-case

c. I call these “fragment sfx’s” but they don’t have to be sfx. ( Punctuate if it has a verb. For those without a verb, punctuate if it is something other than a period.

i. Full of conviction
ii. As hollow as a tunnel?!
iii. Has a dog named Ribbit.
d. Sneaky says: “The lady that waves the big stick states that if you leave in ‘Kya’ or ‘Gya’ in any proof, your punishment will amount to more suffering than any sort of hellacious death you can think of.” a|O___o|a ( If you don’t understand this, you haven’t talked to me enough.
9. When dealing with flashbacks:

a. If it is in the background (no bubble), italicize and put “quotes” around it. 

b. If it is in a bubble, you still italicize but you don’t put “quotes” around it.

i. Note: The quotes are in every “part” or “narrative section.” Instead of putting the quote at the beginning and end of the flashback dialogue, you use quotes every step of the way. >.> sophe recommends seeing the example, for she has poor explaining skills.
ii. Background 1: “Didn’t you say…”
Bubble 1: Wait! Oh, no.
Background 2: “…that you didn’t like me?”

Bubble 2: I forgot to tell her…
Background 3: “No, you misunderstood.”

Bubble 3: …about the cookies.
iii. What the above would look like if the quotes were done incorrectly:

Background 1: “Didn’t you say…
Background 2: …that you didn’t like me?
Background 3: No, you misunderstood.”

I’ve seen some groups do this, and I wondered if they just misinterpreted this rule. But if it’s intentional and that’s how they like it, then by all means, do it their way!

10. When dealing with numbers:

a. 1-100 ( Spell them out no matter what (or it’s something that obviously looks better in its number format, such as phone numbers and addresses). Oh, and no spaces between the commas.

i. Five ducks swam to the bread crumbs. 
ii. I have eight pens with me.
iii. They earned 152 dollars from the lemonade sale.
iv. The train leaves at platform seven. 
v. His cell phone number is 520-3495, and he lives at 3 Faux Street, Nescient City, 84565.
vi. My bank says there is $1,950,200 in my savings account. I think they misplaced a comma.
b. Sneaky says: “Basically, if the written out number won’t take up a lot of space, then write it out, but if it’s 1,356,765,004, then you leave it in its number format.”

11. When dealing with “stretched-out words”:
a. If it is part of dialogue, bold and italicize. 
i. Wah! I want to eat cookies, too!
b. If it is part of sfx, put it in CAPS and stretch out some lettttters.
i. BEEEEEP
c. Hmm… OHHHH! Ahhhh… Eh? Hmm? Umm… I don’t know what to call them, but if you are going to stretch them, use more than one extra letter. Generally, “oh,” “ah,” and “eh” can be left alone unless they do need to be stretched.

i. Sukey says: “Don’t use ‘Ahh’! It’s just…wrong.” 

12. When dealing with signs or things that are not quite part of the background:

a. Titles of books, magazines, journals, etc. need to be italicized in dialogue bubbles.

b. …However, if the title appears in the actual panel, use Small Caps.

c. Titles of short stories, poems, and song titles are in “quotations” if they’re in dialogue bubbles.

d. Song lyrics are ... la, la, la, italicized and passages from books are italicized wherever they are.

e. MAY I HAVE YOUR ATTENTION PLEASE? PA ADDRESSES AND TELEPHONE CONVERSATIONS SHOULD ALWAYS BE IN ALL CAPS AND ITALICIZED.

i. Risey says: “Only off-screen phone convos are in italics capped.”

f. Dear proofer of ENTROPY,

Letters and other personal correspondence should be italicized.




Sincerely,




sophendo

g. Otherwise, all signs need to be in Small Caps. In MSWord, select the word and press Ctrl + D. Then check the “small caps” box.
13. Certain spellings or miscellaneous things to watch out for:

a. Anyway (not anyways); jeez (not geez); all right (not alright); whoa (not woah); fiancée (girl) vs. fiancé (boy); okey-dokey (not okie-dokie); humph (not hmph, unless it’s a sfx); senpai (not sempai); 
b. Afterward, toward, onward

c. Homophones (or, “Where Spell-Check FAILS A HORRIBLE DEATH”) ( Can you believe I’ve been saying “homophobes” and no one has corrected me? So sad. T_T
i. Peek / peak ---- two / too / to ---- dear / deer ---- it’s / its ---- meat / meet ---- you’re / your --- peaked / piqued (curiosity) --- anymore / any more --- crumble (when something breaks into pieces like cookies)/crumple (when paper is scrunched up into a ball) --- dual / duel ---- 
d. British spellings:

i. Dialogue dialog; color colour; fairy faerie; catalog catalogue; humor humour; 

e. Cut-off words:

i. Use ’ and not ‘. If you can’t see the difference, the first is an apostrophe and curves to the left. The second is an open single quote and curves to the right. To get an apostrophe and not a single open quote, it’s a bit tricky. Type the open quote and then type in the apostrophe. Then erase the open quote. 
1. (1) ‘til ( ‘’til ( ‘’til ( ’til

ii. I have ’til tomorrow. I have ‘till tomorrow.
iii. Risey says: “When you drop a part of a word, it’s always an apostrophe.”

f. No long dashes, such as, “----She’s crazy!”

g. No tildes, such as, “I want cookies~~~”

h. The word “too” needs a comma when it is used to indicate “as well” or is an afterthought. It also applies to “though” and “anyway”, too. Let’s move on, though.

i. Possessives: If a word is singular, add an apostrophe and then the “s” even if the word ends with a “s”. If a word is plural, just add the apostrophe. 

i. Sophe’s cookies are sweet, and her boss’s friends like them, too.

ii. The cookies’ taste is unique. The bosses boss’ boss’s liked them. 

j. Translation check: If your friend—who is so oblivious to manga that she doesn’t know what the word “manga” is—doesn’t understand the word, google it or ask a translator. Then add it as a “translator’s note.” ( There’s a lot of room for what needs to be researched and what doesn’t. An example would be “sensei” or the in/formal suffixes like –san, -sama, -chan, and –kun. It also depends on whether the terms have been explained in previous chapters. Best to leave it as a comment and let the editor/QCer decide. 

14. Tips to get a good narrative flow:

a. Watch out for passive voice. Reword if necessary. It often makes the sentence either too wordy or too long, and besides, the action deserves a more active dialogue!

b. Changing the text order can clear things up.

i. Taking our seats, the movie started. We took our seats as the movie started.
c. Watch out for odd third-person references.

i. Sukey says: “If my boyfriend got down on one knee and proposed to me, he wouldn’t say: ‘Will Suey marry me?’ He’d say: ‘Will [you] marry me?”
d. This is not an essay, a cover letter, a resume, a report, a novel. Hence, you don’t need to use big words and long sentences. 

i. Tenchi says: “Easy words. Easy transitions.”

15. Slang is allowed:

a. Yeah, I dunno about you, but I wanna eat it ’cause it’s da bomb! I can’t wait a sec. Yo, gimme some, dude!
16. When dealing with jagged bubbles:

a. Make sure the font’s in bold-italics. They’re “jagged” if they are not round and smooth like some nice oval. (
b. QCing note: If the font doesn’t have bold, italics, or both, use faux styles. Highlight the text, right-click on it, and select both faux bold and faux italics.

17. When dealing with translation notes:

a. When you put an asterick to denote a note, it’s at the end of the word, not at the beginning.
18. When dealing with missing translations:

a. Indicate whether it is (1) a missing dialogue, (2) a missing little background text, or (3) a sfx. Then highlight the part in a color of your choice. Following my color guide, I highlight these in blue.
b. Then when you are almost done with your chapter, go and hunt down those lovely translators. And treat them with the utmost respect! It may look like ten or twelve little parts, but it takes an average of two hours for me to get all of them. Probably because I’m slow, too. XD !!!!!
c. It also helps if you prepare the sample pictures/scans in advance. I cut out the sections, label them 01.jpg, 02.jpg, and so forth, and upload them on photobucket in a folder with their nick on it. It speeds things up, and they know where you’re headed.

19. Any more?

a. Angel speak = italicize
b. y’know; NOT y’ know
c. There is a lot of apples. There are a lot of apples.
d. There’s apples here. There’re apples here.
e. There’s lots of apples here. There’re lots of apples here.
1:35 «!riseabove77» about flashback narratives

1:35 «@sophe|updating|webbie» I probably did.

1:35 «!riseabove77» you only put quotations

1:35 «!riseabove77» when it's something that was spoken

1:35 «@sophe|updating|webbie» Ah...

1:35 «!riseabove77» not something that was thought

1:35 «!riseabove77» and a while is always two words

1:36 «@sophe|updating|webbie» Then, a thought in a flashback would just be italicized?

1:36 «!riseabove77» yeah

1:36 «@sophe|updating|webbie» A while is always two words. Got it.

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
If you are proofing for IN2K2:

<.< Toto said it’s all right to use entropy’s proofing guidelines. Rise used to proof for this group, so don’t worry so much about looking at the old releases to check for consistency. But, that is a good habit to have. (

If you are proofing for MegKF:

k

If you are proofing for M.N.M:

I haven’t proofed for Ginta and Maya yet, but their rules are basic:

1. When dealing with capitalization: 

a. Make sure the first letter of each word in the sentence is in CAPS.

2. When dealing with (what I call) “informal/formal suffixes”:

a. –san (both girls and boys), -kun (boys you are familiar with), -chan (girls you are familiar with), -sama (very respected title)

b. They need to have a dash in between. 

i. Sophe-chan, not sophe chan

3. When dealing with i:

a. All i’s are capitalized as I’s.

4. When dealing with punctuation:

a. There needs to be a full stop after every sentence, or some sort of punctuation.

b. The exception is when the sentence is a fragment. End it with an ellipsis and begin the next fragment with an ellipsis to indicate transition.

c. Use “?!” instead of “!?”.

d. Use ellipses ‘…’ or commas wherever you deem it appropriate to do so.

i. Bubble 1: You know…


     Sophe is crazy about “FeEshes”.

ii. Bubble 1: You know


    Sophe is crazy about “FeEshes”.

5. Maya- says: “For all corrections, color your corrections in RED. You don’t have to add a line to tell us your suggested correction or anything. Just correct the sentences itself. But color what you corrected in RED, of course, (or any other color). I think maya- would appreciate MSWord’s “track changes” feature. XD
6. For other things, you can use ENTROPY’s rules unless maya- says otherwise.

7. Any more?

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
If you are proofing for MANGA_HOSTERZ:

1. When dealing with anything other than sfx:

a. Consult the proofing rules used by ENTROPY.

2. When dealing with special effects (aka. Sfx):

a. You don’t need to do anything special. Tana likes to keep the authenticity of the characters, so just add the “sfx: ” to it, and the editor will put it where it is appropriate and can be easily seen. By the way, leaving in the Japanese sound is fine as long as you describe what the sound is.

i. Sfx: kacha kacha (sound of dishes rattling) or
ii. Sfx: rattle rattle

3. When dealing with missing translations:

a. Indicate whether it is (1) a missing dialogue, (2) a missing little background text, or (3) a sfx. Then highlight the part in a color of your choice. Following my color guide, I highlight these in blue.
b. Then when you are almost done with your chapter, go and hunt down those lovely translators. And treat them with the utmost respect! It may look like ten or twelve little parts, but it takes an average of two hours for me to get all of them. Probably because I’m slow, too. XD !!!!!
c. It also helps if you prepare the sample pictures/scans in advance. I cut out the sections, label them 01.jpg, 02.jpg, and so forth, and upload them on photobucket in a folder with their nick on it. It speeds things up, and they know where you’re headed.

4. Any more?

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
If you are QCing for SHOUJOMAGIC (they group the proofing process with the QCing process):

To be modified later into Sophe’s style(
II. Script Editing

All of the hard work you put into cleaning your scans and typesetting will be overshadowed by typos and grammatical errors. Translation is difficult in that it is often hard for people to put Japanese (or Chinese) into smooth sounding English sentences that flow properly. Please try to make sure that each page flows well and has no typos or grammatical problems.

1) Ellipses – “…” is good “..” is not, nor is “….” nor “.………” Also there should always be a space afterwards. She looked at him… and smiled. (is correct) She looked at him…and smiled. (is not correct) If the bubble needs more than 1 elipse, (3 periods) make sure you use a multiple of 3. You NEVER want to leave in any vertical ellipses – always replace with horizontal.

a. Also, do not start a line with “…” it should just be deleted.

2) If a line has ---------  at the end of it, change it to an ellipse (…).  Long black lines look awkward, only use them in rare instances like in color pages or special narration.

3) Use “All Right” never “Alright”

4) Use “Okay” not “OK” or “ok”

5) “Mr” should have a period after it “Mr.”

6) Use “!?” NOT “?!” Be consistent! Use “!” first when it is a case of multiple syntax.

7) Use American English – “Color” not “Colour” “Apologize” not “Apologise”

8) Numbers should be spelled out. “3” should be “three” unless it is a really large weird number (like 7,483) or a monetary value (250¥).

9) When there is money or metric sizes in the script it is nice to note the American equivalent. 

a. A Metric conversion chart: http://www.psinvention.com/zoetic/convert.htm
b. In general 100¥ is VERY approximately $1 you can use this conversion or get the exact conversion: http://finance.yahoo.com/currency/convert?amt=1&from=JPY&to=USD&submit=Convert

10) Please fix all spelling and grammar problems - If something is not clear ask the translator, or ask Siana. It is always a good idea to spell check your script BEFORE you start editing.

11) If you change something that changes meaning check with a translator first (preferably the translator who worked with the script)

12) Verb tense is a common problem. Please make sure that you are using the correct tense!

13) Punctuation!! Don’t forget every sentence ends with either a “.” “,” “?” “!” or “…”

14) Capitalization – sentences should begin with capital letters.

15) Remember in manga that speech is casual speech and is not formal English. Make it flow like casual speech (unless the translator notes that the person is using formal Japanese etc).

16) Japanese vs. English words:

a. Japanese words should be avoided - we don’t want our manga to look like it was done by a bunch of dorky otakus. There is no reason to use the word “baka” when you can use “idiot” or “stupid” or whatever. The only exception to this for baka is in BxB brothers since B in BxB stands for baka :p So just use common sense on this. 

b. Japanese honorifics or name endings are fine “sempai” “kun” “san” “chan” are all acceptable.
17) Make sure you are using the proper words!!!

a. Its & It’s – use “its” for possessive, “it’s” for it is.

b. Effect & Affect – “affect” means to have influence on something or meaning emotion. “Effect” can create something too. Here is something which may help, “When you “affect” a situation, you have an “effect” on it.”

c. There, They’re & Their

d. Then & Than – use “than” to compare & contrast and also use before pronouns, and use “then” for time or consequence.

e. Your & You’re

f. To & Too – use “too” in instances where you can substitute the word “also” for “too”. If it makes no sense with that substitution use the word “to”.

g. “Whoa” is NOT spelled “Woah”

18) Tools

a. Common Mistakes in English - http://www.wsu.edu/~brians/errors/errors.html
h. Dictionary - http://dictionary.com/ or http://m-w.com/

i. Grammar Guide - http://www.grammarbook.com/
III. Typesetting

When typesetting consistency is crucial! Make sure you are not changing the styles midway between a project or using styles that are not consistent with how we normally do our projects. Below is a general guide to styles etc. 

Fonts:

The main fonts we use when we edit are:

1) Speech Text – wildwords

2) Sound effects – twelve ton Goldfish, Yikes (this font is sometimes use for exclamatory text as well)

3) Thought Text – wildwords (gray color #666666) 

4) Small Text –Kristen itc (size 112 pixels) for the small words at the sides of the bubbles or in the small background text.
5) Narration: Felt (grey or black) (remember narration is NOT the same thing as thought!)
6) Other Fonts we use:

a. More Sound Effect Fonts: Mandingo, Showcard Gothic, Beesknees(You can use any nice font for SFX but please put the font in the zip with your psd files)

b. Special Fonts: Jenkins, Lucida Sans, Thong

c. Handwriting: augie (beware of using handwriting fonts that are hard to read!)

d. Sign Fonts: Trebuchet  
7) Many of our fonts come from 1001 fonts www.1001fonts.com/  or BlamBot - http://www.blambot.com/

8) More on Sound Effects:

a. Shape the text using the warp text tool 
[image: image4.emf] [image: image5.bmp] – warp it, bend it, curve it, rotate it, but do not just leave them dead straight. This is boring and looks bad.

b. Try to get the sound effect to look like the original in Japanese, matching the font style and colors.  If it was a black outline with a white inside, leave it that way, don’t make it a solid black font.

c. If a font is patterned in the Japanese text, make it have a pattern in English too, patterns are pretty easy to make if you cannot find one that matches the original.

Font Size:

1) Fonts should be set in pixels NOT in points

2) edit> preference > unit & rulers - under UNIT set both in pixel

3) Font size for speech is usually 14 pixels but this will vary depending on bubble size. Speech fonts can also be set from 10 -13 pixels as well. 

4) Please only use whole size fonts not 14.2 or 13.5

Font Color & Style

1) Colors – use “only web color”
2) Speech – Black

3) Thought – Grey (4th grey down #666666)  See included picture “colors.jpg”

4) Stroke – white 3 pixels – ALL SFX need stroke!

a. To add stroke go to the layer window (not pulldown menu) > Right Click Blending options > checkbox stroke > change color to white (#FFFFFF)

5) Fonts should be set to “Smooth” Alising

6) If you find it hard or don’t know how to place the text in bubbles , use the “T” to draw a box and then paste the text in, it will fit the text in perfectly (if u draw it the same size as the bubble) – depends on font size. 

7) Place the text in the center of the bubble; do not put it too high or too low or towards either side.

8) Use “italic, bold” when needed. E.G.  When someone is “screaming” or “yelling”

9) DO NOT change font spacing. If you do Dingdong, I will KILL you *laugh* But seriously please leave font spacing at “auto” in the palette. The ONLY exception to this is some sound effects. 

10) DO NOT use faux styles. To make a font bold or italic use the pulldown menu that is next to the font name. (usually says regular) This point and the last one are VERY IMPORTANT I also included a file “TextSettings.jpg”  of what the palette 
and toolbar options are for editing, this will explain what to do.

More on Sound Effects and Actions

(1) We try to put ALL sound effects into our pages.

(2) This requires a lot of patience and redrawing.

(3) Sometimes it will be too time consuming and you will need to put in SFX: blah blah blah as a note – but avoid this if possible. When doing this use wildword font size 11-12 pixels. E.G.  SFX: <THUMP THUMP> or SFX: >THUMP THUMP<  
(Also remember to use stroke where needed. ) 
Other Stuff

1) It is important to put our credit info on several pages in each chapter

a. Use the included file LOGOsm.psd

b. If you resize the logo make sure to constrain proportions of the logo. (click on the little chain icon if you do free transform [ctrl + t] [image: image6.bmp])

c. Do not rotate or warp the logo.

d. You can invert the logo and put it on a black bg page.

e. DO NOT put the logos on any pages IN the artwork. NEVER do this. Always put them in corner areas under/above boxes.

2) When putting in Sound Effects make sure to redraw over the old Japanese in a way that is not obvious. This will often involve a lot of cloning and line redrawing

a. For larger patterned areas it is sometimes easier to copy paste parts of the pattern instead of trying to clone stamp it.

b. Redrawing lines looks nicer when you use the line tool 
[image: image7.emf]

 EMBED Photoshop.Image.9 \s [image: image8.emf][image: image9.png]


. Also in the options toolbar it is easiest to use the line object tool as “fill pixels” not as an object layer: [image: image10.png]jagiin]




3) Translation notes are critical when we are using words like “oneesan”, “sempai” etc. We should have a translation note the first instance they are used in every chapter. Translation notes should be in Comic Sans 10-12 pixels in size. (or in whatever font the small text for the chapter is) **See notes on Japanese words vs. English words in script editing. 
4) Missing translations – If you see missing translations – sound effects or otherwise make a list of what is missing and ask the original translator to do them.

a. If the original translator is a Chinese translator then you will need to find a Japanese translator to do the sfx translations.

b. There are many translators around, just ask nicely in the IRC channel if someone can help you with a translation.

c. Be prepared to send them the page, (or a cropped down frame) of what needs to be translated, the translators do not usually have copies of the raw scans.

5) Please view examples below for more on how to typeset.

If you are proofing for ANY OTHER GROUP:

In the process of compiling the list. >.>

If you are proofing for ANY OTHER GROUP:

Ask them if they have any specific rules. Otherwise, read their previous releases and figure it out. :P Best way to learn, man. Best way to learn.

~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~`*`~
�Elkhan mentioned not including this file, and only showing it if people make these mistakes, and that it may be confusing otherwise.
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