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Suggested Outline for Series 1 

Main Parts and Sub-Parts 

1.1 Origins of Editing and Graphics 

1.1.1 Early forms of communication and visual representation 

1.1.2 Traditional editing practices before modern media 

1.2 Development of Editing in Nigeria 

1.2.1 Colonial-era newspapers and editorial practices 

1.2.2 Post-independence growth of editing standards 

1.3 Evolution of Graphics in Nigeria 

1.3.1 Introduction of graphic design in print media 

1.3.2 Role of illustrations and photographs in Nigerian newspapers 

1.4 Global Perspectives on Editing and Graphics 

1.4.1 Historical milestones in editing across other countries 

1.4.2 Comparative analysis of Nigerian and international practices 

1.5 Contemporary Trends and Challenges 

1.5.1 Digital transformation in editing and graphics 

1.5.2 Emerging issues and opportunities in the field 

 

Introduction 

Editing and graphics have always played a central role in shaping how information is 

communicated to the public. From the earliest forms of visual representation to the modern 

digital newsroom, these practices have influenced the way societies record, share, and interpret 

events. In Nigeria, the history of editing and graphics reflects broader social, political, and 

technological changes, making it an essential area of study for anyone preparing to work in the 

media. By exploring this history, you will gain a deeper appreciation of how editing and graphics 

evolved locally and globally, and why they remain vital in today’s communication landscape. 

The aim of this Series is to provide you with a clear understanding of the historical development 

of editing and graphics in Nigeria and other countries, and to equip you with the ability to 

analyse how these practices have shaped media communication over time. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

We shall commence this Series by examining the origins of editing and graphics, focusing on 

early forms of communication and traditional practices. Next, we will explore the development 

of editing in Nigeria, beginning with colonial-era newspapers and continuing into the post-

independence period. Subsequently, we will turn to the evolution of graphics in Nigeria, 

considering the introduction of design and photography in print media. Following that, we will 

broaden our perspective by looking at global milestones in editing and graphics, comparing 

Nigerian practices with those of other countries. Finally, we will wrap up by discussing 

contemporary trends and challenges, particularly the impact of digital transformation on editing 

and graphics today. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 1.1 define the origins of editing and graphics in relation to early communication 

practices, 

SLO 1.2 explain the historical development of editing in Nigeria from colonial to post-

independence periods, 

SLO 1.3 describe the evolution of graphics in Nigerian print media, including the role of 

illustrations and photographs, 

SLO 1.4 analyse global milestones in editing and graphics and compare them with Nigerian 

practices, 

SLO 1.5 evaluate contemporary trends and challenges in editing and graphics, particularly 

those arising from digital transformation. 

 

1.1 Origins of Editing and Graphics 

1.1.1 Early forms of communication and visual representation 

Human societies have always relied on symbols, which are marks or signs used to represent 

ideas, and graphics, which are visual elements that communicate meaning, to share information. 

Cave paintings, carvings, and pictographs served as early examples of graphic communication. 

These visual forms were often accompanied by oral storytelling, which required careful 

organisation and editing to ensure accuracy. 

For example, early scribes in Mesopotamia used clay tablets to record trade and governance. 

These records had to be edited for clarity, much like how modern editors refine newspaper 

articles. 

Fill in the blank: Early scribes in ______ used clay tablets to record trade and governance. 
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Short description: Illustration of cave paintings as early communication. 

Figure 1.1 Cave paintings as precursors to graphic communication. 

 

 

 

1.1.2 Traditional editing practices before modern media 

Before the advent of printing, editing was largely oral and manual. In African societies, griots, 

who were traditional storytellers and historians, acted as editors by ensuring that oral histories 

were consistent and accurate across generations. In Nigeria, town criers performed a similar role, 

selecting and refining messages before delivering them to communities. 
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These practices highlight that editing is not only about correcting errors but also about shaping 

messages for clarity and impact. 

Fill in the blank: In Nigeria, ______ were responsible for refining and delivering messages to 

communities. 

Short description: Image of a town crier holding a gong. 

 Plate 1.1 Town crier as an early editor in Nigerian society. 
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Pilot questions 1.1 

Which ancient civilisation used clay tablets for recording trade and governance? 

What is the term for traditional African storytellers who preserved oral histories? 

What role did town criers play in Nigerian communities? 

Give one example of how cave paintings functioned as early communication. 

True or False: Editing only began with the invention of printing. 

 

1.2 Development of Editing in Nigeria 

1.2.1 Colonial-era newspapers and editorial practices 

During the colonial period, newspapers such as Iwe Irohin, the first Nigerian newspaper, 

emerged as platforms for information and advocacy. Editors were responsible for selecting 

stories, correcting language, and ensuring that publications aligned with colonial regulations. 

These practices laid the foundation for professional editing in Nigeria, even though editorial 

freedom was limited by colonial authorities. 

Fill in the blank: The first Nigerian newspaper, ______, was established in the colonial period. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

Short description: Illustration of an early Nigerian newspaper front page. 

Figure 1.2 Colonial-era newspapers as the foundation of editing in Nigeria. 

 

 

 

1.2.2 Post-independence growth of editing standards 

After independence in 1960, Nigerian newspapers expanded rapidly. Editors began to adopt 

more structured approaches, using internationally recognised proofreading symbols, which are 

marks used to indicate corrections in text, and style guides to maintain consistency. The role of 

editing shifted from mere correction to shaping the voice of the publication, ensuring clarity, 

accuracy, and professionalism. 
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Fill in the blank: After independence, Nigerian editors increasingly relied on ______ symbols 

and style guides. 

Short description: Image of a newsroom with editors reviewing copy. 

Plate 1.2 Nigerian editors refining articles in the post-independence era. 

 

 

 

Pilot questions 1.2 

Name the first Nigerian newspaper established during the colonial period. 

What was the primary role of editors in colonial-era newspapers? 
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How did editing standards change after independence in Nigeria? 

True or False: Post-independence editors relied only on oral corrections. 

What tools did Nigerian editors begin to use after independence? 

 

1.3 Evolution of Graphics in Nigeria 

1.3.1 Introduction of graphic design in print media 

In the early years of Nigerian newspapers, graphics were limited to basic illustrations. As 

printing technology improved, editors and designers began to incorporate more sophisticated 

layouts, which are structured arrangements of text and images, typography, which refers to the 

style and appearance of printed text, and other visual elements. These innovations enhanced 

readability and made newspapers more appealing to readers. 

Fill in the blank: Early Nigerian newspapers relied mainly on ______ illustrations before 

adopting advanced layouts. 
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Short description: Illustration of a newspaper layout with graphics. 

Figure 1.3 Early use of graphic design in Nigerian print media. 

 

 

 

1.3.2 Role of illustrations and photographs in Nigerian newspapers 

Photographs became increasingly important in Nigerian newspapers, providing visual evidence 

and enhancing storytelling. Editors had to ensure that images were properly cropped, captioned, 

and aligned with the text. Political cartoons, which are satirical illustrations commenting on 

social or political issues, also became popular, offering readers both entertainment and critique. 

Fill in the blank: Political ______ were a common form of illustration in Nigerian newspapers. 
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Short description: Image of a political cartoon in a Nigerian newspaper. 

Plate 1.3 Political cartoons as a form of graphic communication. 

 

 

 

Pilot questions 1.3 

What type of graphics did early Nigerian newspapers rely on? 

How did printing technology affect the use of graphics in Nigerian media? 

Why are photographs important in newspaper publications? 

What role did political cartoons play in Nigerian newspapers? 
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True or False: Editors were not responsible for managing photographs in newspapers. 

 

1.4 Global Perspectives on Editing and Graphics 

1.4.1 Historical milestones in editing across other countries 

Editing as a professional practice developed differently across the world, yet certain milestones 

shaped its global trajectory. In Europe, the invention of the printing press, a mechanical device 

for reproducing text and images, revolutionised communication by making books and 

newspapers widely accessible. Editors became essential in ensuring accuracy and consistency in 

printed materials. In the United States, the rise of mass media in the nineteenth and twentieth 

centuries further expanded the role of editors, who were tasked with refining content for diverse 

audiences and maintaining credibility in journalism. 

Fill in the blank: The invention of the ______ press revolutionised communication in Europe. 
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Short description: Illustration of a printing press in operation. 

Figure 1.4 Printing press as a milestone in global editing history. 

 

 

 

1.4.2 Comparative analysis of Nigerian and international practices 

While Nigerian editing practices were shaped by colonial influences and local traditions, 

international practices often evolved from technological innovations and cultural demands. For 

example, Western countries quickly adopted style manuals, which are published guides that 

standardise grammar, punctuation, and formatting, whereas Nigerian editors initially relied on 

oral corrections before gradually integrating these tools. Similarly, graphics in Western 
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newspapers advanced with photography and lithography, while Nigerian newspapers 

incorporated illustrations and photographs at a slower pace due to limited resources. 

Fill in the blank: Western countries adopted ______ manuals to standardise editing practices. 

 
Short description: Image comparing Nigerian and Western newspaper layouts. 

Plate 1.4 Comparative layouts of Nigerian and Western newspapers. 

 

 

 

Pilot questions 1.4 

What invention revolutionised communication and editing in Europe? 
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How did editors in the United States contribute to mass media growth? 

What tools did Western countries adopt to standardise editing practices? 

True or False: Nigerian editors initially relied on style manuals before oral corrections. 

Compare one difference between Nigerian and Western approaches to graphics in 

newspapers. 

 

1.5 Contemporary Trends and Challenges 

1.5.1 Digital transformation in editing and graphics 

The advent of digital technology has transformed editing and graphics globally. Editors now use 

editing software, which refers to computer applications designed to refine text and images, to 

streamline their work. Graphics have also shifted from manual illustrations to digital designs, 

making it easier to produce visually appealing layouts. In Nigeria, digital tools have enabled 

faster production of newspapers and online publications, although access to advanced technology 

remains uneven. 

Fill in the blank: Editors now rely on ______ software to refine text and images. 
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Short description: Illustration of a computer screen showing editing software. 

Figure 1.5 Digital tools transforming editing and graphics. 

 

 

1.5.2 Emerging issues and opportunities in the field 

Despite these advances, editors and graphic designers face challenges such as misinformation, 

copyright concerns, and the need for continuous training. At the same time, opportunities abound 

in areas like online journalism, multimedia storytelling, and global collaboration. Nigerian 

editors and designers are increasingly participating in international networks, learning new skills, 

and contributing to the global media landscape. 

Fill in the blank: One major challenge facing editors today is ______. 
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Short description: Image of a journalist working on a laptop with multiple media sources. 

Plate 1.5 Contemporary challenges and opportunities in editing. 

 

 

 

Pilot questions 1.5 

What role does editing software play in modern editing practices? 

How has digital technology changed the production of graphics? 

Name one challenge editors face in the digital era. 

What opportunities exist for Nigerian editors in the global media landscape? 
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True or False: Digital transformation has eliminated all challenges in editing and graphics. 

 

Series Summary 

This Series has introduced you to the historical foundations of editing and graphics, showing 

how these practices have shaped communication both in Nigeria and across the world. We began 

by examining the origins of editing and graphics, focusing on early symbols, oral traditions, and 

traditional practices such as town criers and griots. We then explored the development of editing 

in Nigeria, from colonial-era newspapers like Iwe Irohin to the post-independence adoption of 

proofreading symbols and style guides. Following that, we studied the evolution of graphics in 

Nigerian print media, highlighting the role of illustrations, photographs, and political cartoons. 

We continued by considering global perspectives, looking at milestones such as the printing 

press and comparing Nigerian practices with those in other countries. Finally, we discussed 

contemporary trends and challenges, including the impact of digital transformation and the 

opportunities and issues facing editors today. 

By completing this Series, you should now be able to define the origins of editing and graphics, 

explain the historical development of editing in Nigeria, describe the evolution of graphics in 

Nigerian print media, analyse global milestones and comparisons, and evaluate contemporary 

trends and challenges. These outcomes align directly with the Series Learning Outcomes (SLOs), 

equipping you with both historical knowledge and analytical skills that will support your 

progress in the rest of the course. 

 

Glossary of Terms 

Editing software: Computer applications designed to refine text and images for clarity, 

accuracy, and presentation. 

Griots: Traditional African storytellers and historians who preserved oral histories and acted 

as editors by ensuring consistency. 

Graphics: Visual elements such as illustrations, photographs, and designs used to 

communicate meaning. 

Political cartoons: Satirical illustrations in newspapers that comment on social or political 

issues. 

Printing press: A mechanical device invented in Europe for reproducing text and images, 

which revolutionised communication. 

Proofreading symbols: Standardised marks used by editors to indicate corrections in text. 

Style manuals: Published guides that standardise grammar, punctuation, and formatting in 

written communication. 

Symbols: Marks or signs used to represent ideas or concepts in communication. 

Town criers: Individuals in traditional Nigerian communities who refined and delivered 

messages publicly. 
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Typography: The style and appearance of printed text, including font choice, size, and 

layout. 

 

Concept Check Questions 1 

Objective questions 

The invention of the ______ press revolutionised communication in Europe. (Linked to SLO 

1.4) 

True or False: Town criers in Nigeria acted as early editors by refining and delivering 

messages. (Linked to SLO 1.1) 

Which Nigerian newspaper was the first to be established during the colonial period? (Linked 

to SLO 1.2) 

Proofreading symbols are used to indicate ______ in text. (Linked to SLO 1.2) 

Political cartoons in Nigerian newspapers served as a form of ______ communication. 

(Linked to SLO 1.3) 

Short-answer questions 

6. Define typography and explain its relevance to Nigerian print media. (Linked to SLO 1.3) 

7. Describe one difference between Nigerian and Western approaches to editing practices. 

(Linked to SLO 1.4) 

8. Identify one challenge editors face in the digital era. (Linked to SLO 1.5) 

9. Explain the role of griots in traditional African societies. (Linked to SLO 1.1) 

10. What opportunities exist for Nigerian editors in the global media landscape today? (Linked to 

SLO 1.5) 

Long-answer questions 

11. Analyse the historical development of editing in Nigeria from colonial to post-independence 

periods. (Linked to SLO 1.2) 

Basic response: Describe the emergence of Iwe Irohin during the colonial period, the role of 

editors in aligning with colonial regulations, and the adoption of proofreading symbols 

and style guides after independence. 

Value-added response: Go further by evaluating how political changes influenced editorial 

freedom, how Nigerian editors adapted international standards, and how these shifts 

shaped the credibility of Nigerian journalism. 

Evaluate the impact of digital transformation on editing and graphics, particularly in Nigeria. 

(Linked to SLO 1.5) 

Basic response: Explain how editing software and digital tools have streamlined editing and 

graphics production, making newspapers and online publications faster to produce. 

Value-added response: Extend the discussion by assessing challenges such as 

misinformation, copyright issues, and unequal access to technology, while highlighting 

opportunities in multimedia storytelling and global collaboration. 
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Answers to Concept Check Questions 1 

Printing 

True 

Iwe Irohin 

Corrections 

Graphic 

Typography refers to the style and appearance of printed text. It is relevant because it 

improves readability and enhances the visual appeal of Nigerian newspapers. 

Nigerian editors initially relied on oral corrections, while Western editors quickly adopted 

style manuals and proofreading symbols. 

Misinformation is one major challenge editors face in the digital era. 

Griots were traditional storytellers and historians who preserved oral histories and ensured 

consistency in communication. 

Nigerian editors today have opportunities in online journalism, multimedia storytelling, and 

international collaboration. 

Colonial editors worked under restrictions, focusing on compliance with colonial regulations. 

After independence, editors adopted proofreading symbols and style guides, shaping 

professional standards. Outstanding learners may add how political shifts influenced 

editorial freedom and credibility. 

Digital tools streamlined editing and graphics production. Outstanding learners may add that 

challenges such as misinformation and copyright issues persist, but opportunities exist in 

global collaboration and multimedia journalism. 

 

Answers to Pilot Questions 1 

Part 1.1 

Mesopotamia 

Griots 

They refined and delivered messages to communities. 

Cave paintings conveyed ideas and stories visually. 

False 

Part 1.2 

Iwe Irohin 

Selecting stories and ensuring compliance with colonial regulations. 
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Adoption of proofreading symbols and style guides. 

False 

Proofreading symbols and style guides 

Part 1.3 

Basic illustrations 

Printing technology enabled more advanced layouts and typography. 

They provide visual evidence and enhance storytelling. 

They offered commentary on social and political issues. 

False 

Part 1.4 

Printing press 

They refined content for diverse audiences and maintained credibility. 

Style manuals 

False 

Western newspapers advanced faster with photography and lithography, while Nigerian 

newspapers adopted graphics more slowly. 

Part 1.5 

Editing software streamlines text and image refinement. 

Graphics shifted from manual illustrations to digital designs. 

Misinformation 

Opportunities in online journalism and global collaboration. 

False 

 

References and Attributions [Series 1] 

This section provides references and attributions for the instructional content, illustrations, and 

open educational resources (OERs) suggested in Series 1: History of Editing and Graphics in 

Nigeria and Beyond. The entries are presented in a clear and consistent manner, following APA 

style. 

 

Textual references 

Omu, F. I. A. (1978). Press and politics in Nigeria, 1880–1937. Longman. 
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Dare, O., & Uyo, A. O. (1996). Journalism in Nigeria: Issues and perspectives. Nigerian 

Union of Journalists. 

McLuhan, M. (1962). The Gutenberg Galaxy: The making of typographic man. University of 

Toronto Press. 

Briggs, A., & Burke, P. (2010). A social history of the media: From Gutenberg to the 

Internet. Polity Press. 

 

Illustration references and attributions 

Figure 1.1 Cave paintings as precursors to graphic communication 

Suggested AI prompt: “Generate a simple illustration of ancient cave paintings 

showing animals and human figures.” 

Suggested OER search string: “OER cave paintings illustration.” 

Plate 1.1 Town crier as an early editor in Nigerian society 

Suggested AI prompt: “Generate an illustration of a traditional Nigerian town crier 

holding a gong in a village setting.” 

Suggested OER search string: “OER Nigerian town crier image.” 

Figure 1.2 Colonial-era newspapers as the foundation of editing in Nigeria 

Suggested AI prompt: “Generate a black-and-white sketch of an old Nigerian 

newspaper front page with text columns.” 

Suggested OER search string: “OER Nigerian colonial newspaper front page.” 

Plate 1.2 Nigerian editors refining articles in the post-independence era 

Suggested AI prompt: “Generate an illustration of a Nigerian newsroom with editors 

reviewing printed pages.” 

Suggested OER search string: “OER newsroom editors Nigeria image.” 

Figure 1.3 Early use of graphic design in Nigerian print media 

Suggested AI prompt: “Generate a sample newspaper page layout with text columns, 

headlines, and simple graphics.” 

Suggested OER search string: “OER newspaper layout illustration.” 

Plate 1.3 Political cartoons as a form of graphic communication 

Suggested AI prompt: “Generate a sketch of a Nigerian political cartoon showing a 

humorous commentary on governance.” 

Suggested OER search string: “OER Nigerian political cartoon image.” 

Figure 1.4 Printing press as a milestone in global editing history 
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Suggested AI prompt: “Generate a detailed sketch of a traditional printing press with 

workers operating it.” 

Suggested OER search string: “OER printing press illustration.” 

Plate 1.4 Comparative layouts of Nigerian and Western newspapers 

Suggested AI prompt: “Generate a side-by-side illustration of a Nigerian newspaper 

layout and a Western newspaper layout highlighting differences in graphics.” 

Suggested OER search string: “OER Nigerian vs Western newspaper layout 

comparison.” 

Figure 1.5 Digital tools transforming editing and graphics 

Suggested AI prompt: “Generate an illustration of a computer screen with text editing 

and photo editing software open side by side.” 

Suggested OER search string: “OER editing software illustration.” 

Plate 1.5 Contemporary challenges and opportunities in editing 

Suggested AI prompt: “Generate an illustration of a journalist editing content on a 

laptop with multiple media sources around them.” 

Suggested OER search string: “OER journalist editing laptop image.” 
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Series 2: Art and Methods of Graphic Editing 

Series Outline 

Part 2.1 Fundamentals of Graphic Editing 

2.1.1 Definition and scope of graphic editing 

2.1.2 Principles of clarity, accuracy, and aesthetics 

Part 2.2 Tools and Techniques of Graphic Editing 

2.2.1 Manual tools and traditional methods 

2.2.2 Digital tools and software applications 

Part 2.3 Processes in Graphic Editing 

2.3.1 Planning and organising visual content 

2.3.2 Editing workflow: from draft to final output 

Part 2.4 Methods of Graphic Editing in Media 

2.4.1 Editing for newspapers and magazines 

2.4.2 Editing for digital and online platforms 

Part 2.5 Ethical and Professional Considerations in Graphic Editing 

2.5.1 Accuracy, fairness, and representation 

2.5.2 Copyright and intellectual property issues 

 

Introduction 

Graphic editing is one of the most important aspects of modern communication. It involves 

refining visual elements so that they convey meaning clearly, accurately, and attractively. 

Whether in print or digital media, the art and methods of graphic editing determine how 

effectively information reaches its audience. By studying this Series, you will gain insight into 

the principles, tools, and processes that underpin professional graphic editing. 

The aim of this Series is to equip you with knowledge of the art and methods of graphic editing, 

enabling you to apply appropriate tools, techniques, and ethical considerations in both traditional 

and digital media contexts. 

We shall commence this Series by exploring the fundamentals of graphic editing, including its 

definition, scope, and guiding principles. Next, we will examine the tools and techniques used in 
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graphic editing, ranging from manual methods to digital software applications. Following that, 

we will study the processes involved in graphic editing, focusing on planning, organising, and 

workflow. We will then move on to methods of graphic editing in media, considering both print 

and digital platforms. Finally, we will conclude with ethical and professional considerations, 

addressing issues of accuracy, fairness, and copyright. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 2.1 define the scope and principles of graphic editing, 

SLO 2.2 demonstrate the use of manual and digital tools for graphic editing, 

SLO 2.3 explain the processes involved in planning and organising visual content, 

SLO 2.4 apply methods of graphic editing to print and digital media, 

SLO 2.5 evaluate ethical and professional considerations in graphic editing. 

 

2.1 Fundamentals of Graphic Editing 

2.1.1 Definition and scope of graphic editing 

Graphic editing refers to the process of refining, adjusting, and preparing visual elements such as 

images, illustrations, and layouts so that they communicate meaning clearly and effectively. The 

scope of graphic editing covers both traditional print media and modern digital platforms. It 

ensures that graphics are not only visually appealing but also accurate and appropriate for the 

intended audience. 

For example, when preparing a newspaper page, editors must decide how photographs are 

cropped, how captions are written, and how layouts are balanced. These decisions fall within the 

scope of graphic editing. 

Fill in the blank: Graphic editing involves refining ______ so that they communicate meaning 

clearly and effectively. 

 

2.1.2 Principles of clarity, accuracy, and aesthetics 

The art of graphic editing is guided by three key principles: 

Clarity: Graphics must be easy to interpret. A cluttered or confusing design reduces the 

effectiveness of communication. 

Accuracy: Visuals should represent information truthfully. Misleading images or poorly 

edited graphics can distort meaning. 

Aesthetics: Graphics should be visually pleasing. Good use of colour, proportion, and 

balance enhances the appeal of the message. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

These principles work together to ensure that graphics serve their purpose in communication. For 

instance, a photograph in a newspaper must be cropped to highlight the most relevant detail, 

while maintaining accuracy and visual appeal. 

Fill in the blank: The three guiding principles of graphic editing are clarity, ______, and 

aesthetics. 

Short description: Illustration showing clarity, accuracy, and aesthetics in graphic editing. 

Figure 2.1 Principles guiding graphic editing. 

 

 

 

Pilot questions 2.1 
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Define graphic editing in your own words. 

What is the scope of graphic editing in media? 

List the three guiding principles of graphic editing. 

True or False: A cluttered design enhances clarity in communication. 

Why is accuracy important in graphic editing? 

2.2 Tools and Techniques of Graphic Editing 

2.2.1 Manual tools and traditional methods 

Before the rise of digital technology, editors relied on manual tools, which are physical 

instruments used to adjust and refine graphics. These included rulers, scissors, adhesives, and 

light tables for cropping and arranging photographs. Traditional methods also involved hand-

drawn illustrations and lettering, which required precision and artistic skill. Although slower and 

less flexible than digital methods, these tools laid the foundation for modern graphic editing 

practices. 

Fill in the blank: Before digital technology, editors used ______ tools such as rulers and scissors 

to refine graphics. 

 

2.2.2 Digital tools and software applications 

Today, editors primarily use digital tools, which are computer-based applications designed to 

edit and enhance graphics. Popular software such as Adobe Photoshop and CorelDRAW allow 

editors to crop, resize, adjust colours, and apply filters with ease. These tools also support 

advanced functions like layering, typography adjustments, and integration with publishing 

platforms. Digital tools have made editing faster, more accurate, and more versatile, enabling 

editors to produce professional outputs for both print and online media. 

Fill in the blank: Modern editors rely on digital tools such as ______ to crop, resize, and enhance 

graphics. 
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Short description: Illustration of a computer screen showing digital editing software. 

Figure 2.2 Digital tools for graphic editing. 

 

 

 

Pilot questions 2.2 

What are manual tools in graphic editing? 

Give two examples of traditional methods used before digital technology. 

Name one popular digital tool used in graphic editing today. 

True or False: Manual tools are faster and more versatile than digital tools. 
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What advanced functions do digital tools provide beyond cropping and resizing? 

 

2.3 Processes in Graphic Editing 

2.3.1 Planning and organising visual content 

Effective graphic editing begins with planning, which involves deciding what visual elements 

are needed and how they will support the message. Editors must organise content by selecting 

appropriate images, arranging layouts, and ensuring that visuals align with the text. This stage 

requires careful consideration of audience needs and the purpose of the publication. 

Fill in the blank: Effective graphic editing begins with ______, which involves deciding what 

visual elements are needed. 

 

2.3.2 Editing workflow: from draft to final output 

The editing workflow refers to the sequence of steps followed to refine graphics from their 

initial draft to the final version. This typically includes importing images, cropping and adjusting 

them, applying corrections, and integrating them into layouts. Editors then review the work for 

clarity, accuracy, and aesthetics before publication. A well-structured workflow ensures 

efficiency and consistency across projects. 

Fill in the blank: The editing ______ refers to the sequence of steps followed to refine graphics 

from draft to final version. 
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Short description: Diagram showing stages of the editing workflow. 

Figure 2.3 Workflow in graphic editing. 

 

 

 

Pilot questions 2.3 

What is the first stage of effective graphic editing? 

Why is planning important in organising visual content? 

Define editing workflow in graphic editing. 

List two steps in the editing workflow. 
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True or False: Reviewing graphics for clarity and accuracy is unnecessary once they are 

integrated into layouts. 

 

2.4 Methods of Graphic Editing in Media 

2.4.1 Editing for newspapers and magazines 

Graphic editing in print media such as newspapers and magazines focuses on ensuring that 

visuals complement the written text. Editors must decide how photographs are cropped, how 

captions are written, and how layouts are balanced. The goal is to make the publication visually 

appealing while maintaining clarity and accuracy. For example, a front-page photograph must 

highlight the most newsworthy aspect of a story without distorting its meaning. 

Fill in the blank: In newspapers, editors must ensure that photographs are ______ to highlight the 

most relevant detail. 

 

2.4.2 Editing for digital and online platforms 

Digital platforms require different methods of graphic editing compared to print. Online 

publications often use interactive graphics, animations, and multimedia elements. Editors must 

optimise images for fast loading, ensure compatibility across devices, and maintain accessibility 

standards. Unlike print, digital editing allows for real-time updates, meaning editors must be 

prepared to adjust visuals quickly as stories develop. 

Fill in the blank: Online publications require editors to optimise images for ______ loading and 

device compatibility. 
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Short description: Illustration comparing print and digital graphic editing. 

Figure 2.4 Methods of graphic editing in print and digital media. 

 

 

 

Pilot questions 2.4 

What is the main goal of graphic editing in newspapers and magazines? 

Why must editors crop photographs carefully in print media? 

Name one feature of graphic editing unique to digital platforms. 

True or False: Digital editing allows for real-time updates. 
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What must editors optimise images for in online publications? 

 

2.5 Ethical and Professional Considerations in Graphic Editing 

2.5.1 Accuracy, fairness, and representation 

Editors have a responsibility to ensure that graphics represent information truthfully and fairly. 

Misleading images or manipulations can distort meaning and damage credibility. For example, 

cropping a photograph to exclude important details may misrepresent the context of a story. 

Ethical graphic editing requires sensitivity to issues of representation, especially when dealing 

with vulnerable groups or sensitive topics. 

Fill in the blank: Cropping a photograph to exclude important details may ______ the context of 

a story. 

 

2.5.2 Copyright and intellectual property issues 

Graphic editors must also respect copyright, which is the legal right that protects creators of 

original works, and intellectual property, which refers to ownership of creative ideas and 

outputs. Using images without permission or proper attribution can lead to legal consequences 

and ethical breaches. Professional editors therefore ensure that all graphics are either original, 

licensed, or sourced from open educational resources (OERs). 

Fill in the blank: Using images without permission or attribution can lead to ______ 

consequences. 
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Short description: Image symbolising ethics in graphic editing. 

Plate 2.5 Ethical considerations in graphic editing. 

 

 

 

Pilot questions 2.5 

Why is accuracy important in graphic editing? 

What ethical issue arises when a photograph is cropped unfairly? 

Define copyright in the context of graphic editing. 

True or False: Editors can use any image freely without attribution. 
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What are two ways editors can avoid copyright violations? 

 

Series Summary 

This Series has guided you through the art and methods of graphic editing, showing how visuals 

are refined to communicate meaning effectively. We began by defining graphic editing and its 

scope, followed by the principles of clarity, accuracy, and aesthetics. We then examined the tools 

and techniques, comparing traditional manual methods with modern digital applications. Moving 

forward, we studied the processes involved in planning, organising, and managing workflows 

from draft to final output. We continued by exploring methods of graphic editing in media, 

contrasting approaches in newspapers and magazines with those used in digital platforms. 

Finally, we addressed ethical and professional considerations, including accuracy, fairness, and 

copyright issues. 

By completing this Series, you should now be able to define the scope and principles of graphic 

editing, demonstrate the use of manual and digital tools, explain the processes of planning and 

workflow, apply editing methods to both print and digital media, and evaluate ethical and 

professional considerations. These achievements directly align with the Series Learning 

Outcomes (SLOs), ensuring you are well-prepared to apply graphic editing skills in practical and 

professional contexts. 

 

Glossary of Terms 

Accuracy: The principle of ensuring that graphics represent information truthfully without 

distortion. 

Aesthetics: The visual appeal of graphics, achieved through balance, proportion, and 

effective use of colour. 

Clarity: The ease with which graphics can be interpreted and understood by the audience. 

Copyright: The legal right protecting creators of original works, including images and 

graphics. 

Digital tools: Computer-based applications such as Photoshop or CorelDRAW used to edit 

and enhance graphics. 

Editing workflow: The sequence of steps followed to refine graphics from draft to final 

output. 

Graphic editing: The process of refining, adjusting, and preparing visual elements to 

communicate meaning effectively. 

Intellectual property: Ownership rights over creative ideas and outputs, including graphics 

and designs. 

Manual tools: Physical instruments such as rulers, scissors, and adhesives used in traditional 

graphic editing. 
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Style manuals: Guides that standardise grammar, punctuation, and formatting, often applied 

in editing contexts. 

Typography: The style and appearance of printed text, including font choice, size, and 

layout. 

 

Concept Check Questions [Series 2] 

Objective questions 

Graphic editing involves refining ______ to communicate meaning clearly and effectively. 

(Linked to SLO 2.1) 

True or False: Manual tools such as rulers and scissors are faster and more versatile than 

digital tools. (Linked to SLO 2.2) 

The three guiding principles of graphic editing are clarity, accuracy, and ______. (Linked to 

SLO 2.1) 

Which Nigerian media format requires editors to crop photographs carefully to highlight the 

most relevant detail? (Linked to SLO 2.4) 

Using images without permission or attribution can lead to ______ consequences. (Linked to 

SLO 2.5) 

Short-answer questions 

6. Define editing workflow and explain its importance in graphic editing. (Linked to SLO 2.3) 

7. Describe one difference between editing for print media and editing for digital platforms. 

(Linked to SLO 2.4) 

8. Identify one ethical issue that arises when a photograph is cropped unfairly. (Linked to SLO 

2.5) 

9. Explain why planning is important in organising visual content. (Linked to SLO 2.3) 

10. Name one digital tool commonly used in graphic editing today and state its function. (Linked 

to SLO 2.2) 

Long-answer questions 

11. Analyse the processes involved in graphic editing, from planning to final output. (Linked to 

SLO 2.3) 

Basic response: Describe the stages of planning, organising, importing, cropping, adjusting, 

integrating, and reviewing graphics. 

Value-added response: Extend the analysis by evaluating how workflow efficiency impacts 

deadlines, consistency, and collaboration in professional media environments. 

Evaluate the ethical and professional considerations in graphic editing. (Linked to SLO 2.5) 

Basic response: Explain the importance of accuracy, fairness, representation, and respect for 

copyright. 
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Value-added response: Go further by discussing real-world implications such as public 

trust, legal consequences, and the role of open educational resources (OERs) in 

promoting ethical practice. 

 

Answers to Concept Check Questions [Series 2] 

Visual elements (images, illustrations, layouts) 

False 

Aesthetics 

Newspapers 

Legal 

Editing workflow is the sequence of steps followed to refine graphics from draft to final 

version. It ensures efficiency and consistency. 

Print media requires fixed layouts and careful cropping, while digital platforms demand 

optimisation for fast loading and device compatibility. 

Misrepresentation of the context of a story. 

Planning ensures that visuals align with the text, meet audience needs, and support the 

purpose of the publication. 

Adobe Photoshop – used for cropping, resizing, colour adjustment, and layering. 

Basic: Planning, organising, importing, cropping, adjusting, integrating, and reviewing. 

Value-added: Workflow efficiency ensures deadlines are met, consistency is maintained, 

and collaboration is effective. 

Basic: Accuracy, fairness, representation, and copyright respect. Value-added: Ethical 

practice builds public trust, avoids legal issues, and OERs provide safe alternatives for 

sourcing graphics. 

 

Answers to Pilot Questions [Series 2] 

Part 2.1 

Graphic editing is the process of refining visual elements to communicate meaning 

effectively. 

It covers both traditional print and modern digital platforms. 

Clarity, accuracy, and aesthetics. 

False 

Accuracy ensures visuals represent information truthfully. 

Part 2.2 
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Physical instruments used to refine graphics. 

Hand-drawn illustrations and lettering. 

Adobe Photoshop (or CorelDRAW). 

False 

Layering, typography adjustments, integration with publishing platforms. 

Part 2.3 

Planning 

It ensures visuals align with the text and audience needs. 

The sequence of steps from draft to final output. 

Importing images and cropping/adjusting them. 

False 

Part 2.4 

To make publications visually appealing while maintaining clarity and accuracy. 

To highlight the most newsworthy aspect without distortion. 

Interactive graphics or multimedia elements. 

True 

Fast loading and device compatibility. 

Part 2.5 

It ensures visuals represent information truthfully. 

Misrepresentation of the story’s context. 

The legal right protecting creators of original works. 

False 

Use licensed images or source from OERs. 

References and Attributions [Series 2]  

This section provides references and attributions for the instructional content, illustrations, and 

open educational resources (OERs) suggested in Series 2: Art and Methods of Graphic 

Editing. Entries are presented in APA style for clarity and consistency.  

Textual references  

Adobe. (n.d.). Adobe Photoshop user guide.  

Briggs, A., & Burke, P. (2010). A social history of the media: From Gutenberg to the 

Internet. Polity Press.  
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Corel. (n.d.). CorelDRAW graphics suite.  

Dare, O., & Uyo, A. O. (1996). Journalism in Nigeria: Issues and perspectives. Nigerian 

Union of Journalists.  

Omu, F. I. A. (1978). Press and politics in Nigeria, 1880–1937. Longman.  

Illustration references and attributions  

Figure 2.1 Principles guiding graphic editing  

AI prompt: “Generate a simple infographic showing clarity, accuracy, and aesthetics as 

three overlapping circles.”  

Suggested OER search string: “OER infographic clarity accuracy aesthetics.”  

Figure 2.2 Digital tools for graphic editing  

AI prompt: “Generate an illustration of a computer screen with photo editing software open, 

showing cropping and colour adjustment tools.”  

Suggested OER search string: “OER digital editing software illustration.”  

Figure 2.3 Workflow in graphic editing  

AI prompt: “Generate a simple flowchart showing stages of graphic editing: import, crop, 

adjust, integrate, review, publish.”  

Suggested OER search string: “OER graphic editing workflow diagram.”  

Figure 2.4 Methods of graphic editing in print and digital media  

AI prompt: “Generate a side-by-side illustration showing a newspaper layout and a digital 

news website layout.”  

Suggested OER search string: “OER print vs digital media layout illustration.”  

Plate 2.5 Ethical considerations in graphic editing  

AI prompt: “Generate an illustration of a balance scale with ‘accuracy’ on one side and 

‘fairness’ on the other.”  

Suggested OER search string: “OER ethics in media illustration.”  
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Course code: MCM 202 

Course title: Editing and Graphics of Communication 

Course credit load: 

 

Series 3: Editing Symbols and Proofreader’s Marks 

Series Outline for  

Part 3.1 Introduction to Editing Symbols and Proofreader’s Marks 

3.1.1 Definition and purpose 

3.1.2 Historical development and relevance 

Part 3.2 Common Editing Symbols 

3.2.1 Symbols for text corrections (spelling, punctuation, grammar) 

3.2.2 Symbols for formatting (capitalisation, spacing, alignment) 

Part 3.3 Proofreader’s Marks in Practice 

3.3.1 Marks for insertion, deletion, and substitution 

3.3.2 Marks for transposition and repetition 

Part 3.4 Application in Print and Digital Media 

3.4.1 Use in traditional print editing 

3.4.2 Adaptation in digital editing software 

Part 3.5 Professional Standards and Best Practices 

3.5.1 Consistency and clarity in using marks 

3.5.2 Training and global standards 

Introduction 

Editing symbols and proofreader’s marks are the universal language of editors. They provide a 

quick and standardised way to indicate corrections, ensuring that text is refined for clarity, 

accuracy, and consistency. These marks are essential in both traditional print and modern digital 

contexts, as they help editors communicate changes efficiently without rewriting entire passages. 

The aim of this Series is to introduce you to the most common editing symbols and proofreader’s 

marks, explain their functions, and show how they are applied in practice. You will also learn 

how these marks have evolved historically, how they are used in both print and digital media, 

and the professional standards that guide their application. 

We will begin by defining editing symbols and proofreader’s marks, including their purpose and 

historical development. Next, we will examine common editing symbols for text corrections and 

formatting. We will then explore proofreader’s marks in practice, focusing on insertion, deletion, 
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substitution, transposition, and repetition. Following that, we will study their application in both 

print and digital media. Finally, we will conclude with professional standards and best practices, 

highlighting the importance of consistency and global training. 

 

Series Learning Outcomes 

By the end of this Series, you should be able to: 

SLO 3.1 define editing symbols and proofreader’s marks and explain their purpose. 

SLO 3.2 identify and use common editing symbols for text corrections and formatting. 

SLO 3.3 demonstrate the application of proofreader’s marks in practice. 

SLO 3.4 analyse the use of editing symbols in both print and digital media. 

SLO 3.5 evaluate professional standards and best practices in applying editing symbols. 

 

3.1 Introduction to Editing Symbols and Proofreader’s Marks 

3.1.1 Definition and purpose 

Editing symbols and proofreader’s marks are standardised notations used by editors to 

indicate corrections in written text. Their purpose is to make communication between the editor 

and the writer efficient, clear, and consistent. Instead of rewriting entire sections, editors use 

these marks to show where changes are needed, such as correcting spelling, punctuation, or 

formatting. 

Fill in the blank: Editing symbols and proofreader’s marks are ______ notations used to indicate 

corrections in text. 

 

3.1.2 Historical development and relevance 

Proofreader’s marks have been in use since the early days of printing, when editors needed a 

quick way to communicate corrections to typesetters. Over time, these marks became 

standardised across publishing houses and educational institutions. Today, they remain relevant 

in both print and digital contexts, although digital tools often incorporate automated versions of 

these marks. 

Fill in the blank: Proofreader’s marks became standardised across ______ houses and 

educational institutions. 
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Short description: Illustration of a sample page with proofreader’s marks. 

Figure 3.1 Example of proofreader’s marks on a manuscript. 

 

 

 

Pilot questions 3.1 

Define editing symbols and proofreader’s marks. 

What is their main purpose in editing? 

Where did proofreader’s marks originate historically? 

True or False: Proofreader’s marks are no longer relevant in digital contexts. 
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Why were proofreader’s marks important in early printing? 

 

3.2 Common Editing Symbols 

3.2.1 Symbols for text corrections (spelling, punctuation, grammar) 

Editors use specific symbols to correct errors in spelling, punctuation, and grammar. For 

example: 

A caret (^) indicates insertion of a missing word or letter. 

A line through a word indicates deletion. 

A circle around punctuation indicates correction or replacement. 

These symbols help ensure that text is grammatically correct and easy to read. 

Fill in the blank: A caret (^) is used to indicate ______ of a missing word or letter. 

 

3.2.2 Symbols for formatting (capitalisation, spacing, alignment) 

Formatting symbols guide the presentation of text. Examples include: 

Three lines under a letter to indicate capitalisation. 

A hash (#) to indicate space should be inserted. 

Parallel lines to indicate alignment adjustments. 

These marks ensure consistency in style and layout, which is crucial for professional 

publications. 

Fill in the blank: Three lines under a letter indicate that it should be ______. 
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Short description: Illustration of common proofreading symbols for text and formatting. 

Figure 3.2 Common proofreading symbols used in editing. 

 

 

 

Pilot questions 3.2 

What symbol is used to indicate insertion of a missing word? 

How do editors mark a word for deletion? 

What does three lines under a letter signify? 

True or False: A hash (#) symbol indicates deletion. 
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Why are formatting symbols important in editing? 

 

3.3 Proofreader’s Marks in Practice 

3.3.1 Marks for insertion, deletion, and substitution 

Proofreader’s marks are practical tools for showing specific corrections. 

Insertion: A caret (^) is placed where a missing word, letter, or punctuation should be added. 

Deletion: A line is drawn through the word or phrase to be removed. 

Substitution: The incorrect word or punctuation is circled, with the correct version written in 

the margin. 

These marks allow editors to communicate changes quickly without rewriting entire passages. 

Fill in the blank: A line drawn through a word indicates that it should be ______. 

 

3.3.2 Marks for transposition and repetition 

Other marks help editors refine text flow and avoid redundancy. 

Transposition: A curved line or “tr” mark indicates that two letters, words, or phrases should 

be swapped. 

Repetition: A mark such as “stet” tells the typesetter or writer to ignore a previous correction 

and leave the text as it is. 

These marks are especially useful in long manuscripts where errors in order or duplication may 

occur. 

Fill in the blank: The mark “stet” means the editor wants the text to ______ unchanged. 
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Short description: Illustration of insertion, deletion, substitution, and transposition marks. 

Figure 3.3 Proofreader’s marks in practice. 

 

 

 

Pilot questions 3.3 

What mark is used to indicate insertion? 

How do editors show that a word should be deleted? 

What does “stet” mean in proofreading? 

True or False: Transposition marks indicate that text should be repeated. 
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Why are substitution marks important in editing? 

 

3.4 Application in Print and Digital Media 

3.4.1 Use in traditional print editing 

In print editing, proofreader’s marks are written directly on manuscripts or galley proofs. Editors 

use these marks to guide typesetters in making corrections before final printing. This method 

ensures that errors are caught early and that the final publication is accurate and professional. 

Fill in the blank: In print editing, proofreader’s marks are written directly on ______ or galley 

proofs. 

 

3.4.2 Adaptation in digital editing software 

Digital platforms have adapted proofreader’s marks into automated tools. For example, word 

processors highlight errors with underlines or colour codes, while editing software allows 

comments and tracked changes. Although the symbols may look different, the principle remains 

the same: to communicate corrections clearly and efficiently. 

Fill in the blank: In digital editing, errors are often highlighted with ______ or colour codes. 
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Short description: Illustration comparing proofreader’s marks in print and digital contexts. 

Figure 3.4 Proofreader’s marks in print and digital editing. 

 

 

Pilot questions 3.4 

Where are proofreader’s marks written in traditional print editing? 

How do digital platforms highlight errors? 

Name one advantage of using proofreader’s marks in print editing. 

True or False: Digital editing tools have completely replaced proofreader’s marks. 
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Why is adaptation of proofreading marks important in digital contexts? 

 

3.5 Professional Standards and Best Practices 

3.5.1 Consistency and clarity in using marks 

Professional editors must use proofreading marks consistently so that writers and typesetters can 

interpret corrections without confusion. Inconsistent use of symbols can lead to errors in the final 

publication. Clarity is equally important: marks should be neat, legible, and placed precisely 

where corrections are required. This ensures that communication between editor and writer 

remains efficient and accurate. 

Fill in the blank: Proofreading marks must be used ______ to avoid confusion and errors. 

 

3.5.2 Training and global standards 

Editors are often trained to use internationally recognised proofreading marks, which ensures 

uniformity across publishing houses and educational institutions. Global standards help editors 

collaborate across borders and maintain professionalism. In digital contexts, training also 

includes learning how to use tracked changes and comment features effectively. Continuous 

professional development ensures editors remain competent in both traditional and modern 

practices. 

Fill in the blank: Internationally recognised proofreading marks ensure ______ across publishing 

houses. 
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Short description: Illustration symbolising professional standards in editing. 

Plate 3.5 Professional standards and best practices in proofreading. 

 

 

 

Pilot questions 3.5 

Why is consistency important when using proofreading marks? 

What does clarity in proofreading marks mean? 

Why are global standards in proofreading marks necessary? 

True or False: Editors do not need training to use proofreading marks effectively. 
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Name one digital tool feature that supports professional proofreading practices. 

 

Series Summary 

This Series has introduced you to editing symbols and proofreader’s marks, which serve as the 

universal shorthand for editors. We began by defining these marks and explaining their purpose, 

before tracing their historical development and continued relevance in both print and digital 

contexts. We then explored common editing symbols for text corrections and formatting, 

followed by practical applications such as insertion, deletion, substitution, transposition, and 

repetition. Next, we examined how these marks are applied in traditional print editing and how 

they have been adapted into digital platforms. Finally, we discussed professional standards and 

best practices, emphasising consistency, clarity, and the importance of training in global 

standards. 

By completing this Series, you should now be able to define editing symbols and proofreader’s 

marks, identify and use common symbols, demonstrate their application in practice, analyse their 

use in print and digital media, and evaluate professional standards. These achievements align 

directly with the Series Learning Outcomes (SLOs), equipping you with practical skills and 

professional awareness for effective editing. 

 

Glossary of Terms 

Caret (^): A proofreading mark used to indicate insertion of a missing word, letter, or 

punctuation. 

Clarity: The principle of ensuring that proofreading marks are neat, legible, and easy to 

interpret. 

Consistency: The practice of using proofreading marks uniformly to avoid confusion and 

errors. 

Copyright: The legal right protecting creators of original works, including edited texts and 

graphics. 

Deletion mark: A line drawn through a word or phrase to indicate removal. 

Formatting symbols: Marks used to adjust presentation, such as capitalisation, spacing, and 

alignment. 

Proofreader’s marks: Standardised notations used by editors to indicate corrections in text. 

Substitution mark: A circle around incorrect text with the correct version written in the 

margin. 

Stet: A proofreading mark meaning “let it stand,” used to cancel a correction and retain the 

original text. 

Transposition mark: A curved line or “tr” symbol indicating that two letters, words, or 

phrases should be swapped. 
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Concept Check Questions [Series 3] 

Objective questions 

Editing symbols and proofreader’s marks are ______ notations used to indicate corrections in 

text. (Linked to SLO 3.1) 

True or False: A caret (^) is used to indicate deletion. (Linked to SLO 3.2) 

The mark “stet” means the editor wants the text to ______ unchanged. (Linked to SLO 3.3) 

In print editing, proofreader’s marks are written directly on ______ or galley proofs. (Linked 

to SLO 3.4) 

Internationally recognised proofreading marks ensure ______ across publishing houses. 

(Linked to SLO 3.5) 

Short-answer questions 

6. Define proofreader’s marks and explain their purpose. (Linked to SLO 3.1) 

7. Identify two common proofreading symbols used for text corrections. (Linked to SLO 3.2) 

8. Explain the difference between substitution and transposition marks. (Linked to SLO 3.3) 

9. Describe one way proofreading marks are adapted in digital editing software. (Linked to SLO 

3.4) 

10. Why is consistency important in using proofreading marks? (Linked to SLO 3.5) 

Long-answer questions 

11. Analyse the historical development and relevance of proofreader’s marks. (Linked to SLO 

3.1) 

Basic response: Describe their origin in early printing and their continued use in modern 

contexts. 

Value-added response: Extend the analysis by evaluating how digital tools have 

transformed their application while retaining their core purpose. 

Evaluate professional standards and best practices in proofreading. (Linked to SLO 3.5) 

Basic response: Explain the importance of consistency, clarity, and training in proofreading 

marks. 

Value-added response: Discuss how global standards and continuous professional 

development enhance collaboration and maintain credibility in publishing. 

 

Answers to Concept Check Questions [Series 3] 

Standardised 

False 

Remain 

Manuscripts 
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Uniformity 

Proofreader’s marks are standardised notations used to indicate corrections in text. Their 

purpose is to ensure efficient communication between editor and writer. 

Caret (^) for insertion, line through text for deletion. 

Substitution marks replace incorrect text with the correct version, while transposition marks 

indicate swapping of letters, words, or phrases. 

Digital software uses tracked changes, comments, or colour-coded highlights to replicate 

proofreading marks. 

Consistency ensures that corrections are interpreted correctly and prevents errors in the final 

publication. 

Basic: Proofreader’s marks originated in early printing to guide typesetters and remain 

relevant today. Value-added: Digital tools have automated many functions but still rely 

on the principles of clarity and efficiency established by traditional marks. 

Basic: Professional standards emphasise consistency, clarity, and training. Value-added: 

Global standards and continuous training ensure collaboration across borders and uphold 

credibility in publishing. 

 

Answers to Pilot Questions [Series 3] 

Part 3.1 

Editing symbols and proofreader’s marks are standardised notations used to indicate 

corrections. 

Their purpose is to make communication between editor and writer efficient and clear. 

They originated in early printing. 

False 

They allowed editors to communicate corrections quickly to typesetters. 

Part 3.2 

Caret (^) 

A line through the word 

Capitalisation 

False 

They ensure consistency in style and layout. 

Part 3.3 

Caret (^) 
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A line through the word or phrase 

“Stet” means leave the text unchanged. 

False 

They ensure incorrect text is replaced with the correct version. 

Part 3.4 

Manuscripts or galley proofs 

Underlines or colour codes 

Errors are caught early before printing 

False 

They ensure corrections are communicated clearly in digital contexts. 

Part 3.5 

To avoid confusion and errors 

Marks must be neat, legible, and precise 

They ensure uniformity across publishing houses 

False 

Tracked changes and comment features 

 

 

 

References and Attributions [Series 3] 

This section provides references and attributions for the instructional content, illustrations, and 

open educational resources (OERs) suggested in Series 3: Editing Symbols and Proofreader’s 

Marks. Entries are presented in APA style for clarity and consistency. 

Textual references 

Butcher, J. (2016). Copy-editing: The Cambridge handbook. Cambridge University Press. 

Einsohn, A., & Schwartz, M. (2019). The copyeditor’s handbook: A guide for book 

publishing and corporate communications. University of California Press. 

New Hart’s Rules. (2014). The Oxford style guide. Oxford University Press. 

Chicago Manual of Style. (2017). The Chicago manual of style (17th ed.). University of 

Chicago Press. 

Illustration references and attributions 

Figure 3.1 Example of proofreader’s marks on a manuscript 
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AI prompt: “Generate a simple illustration of a manuscript page with proofreader’s 

marks such as deletion, insertion, and substitution.” 

Suggested OER search string: “OER proofreader’s marks sample page.” 

Figure 3.2 Common proofreading symbols used in editing 

AI prompt: “Generate a chart showing proofreading symbols for insertion, deletion, 

capitalisation, and spacing.” 

Suggested OER search string: “OER proofreading symbols chart.” 

Figure 3.3 Proofreader’s marks in practice 

AI prompt: “Generate a chart showing proofreading marks for insertion (^), deletion 

(line through text), substitution (circle with correction), and transposition (curved 

arrow).” 

Suggested OER search string: “OER proofreading marks chart.” 

Figure 3.4 Proofreader’s marks in print and digital editing 

AI prompt: “Generate a side-by-side illustration showing a manuscript with 

handwritten proofreading marks and a digital document with tracked changes.” 

Suggested OER search string: “OER print vs digital proofreading marks illustration.” 

Plate 3.5 Professional standards and best practices in proofreading 

AI prompt: “Generate an illustration of a professional editor reviewing a manuscript 

with clear proofreading marks.” 

Suggested OER search string: “OER professional proofreading standards 

illustration.” 
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Series 4: Photographic Editing for Newspaper Publication 

Series Outline 

4.1 Fundamentals of Photographic Editing in Newspapers 

4.1.1 Definition and scope 

4.1.2 Importance of photographic editing in journalism 

4.2 Techniques of Photographic Editing 

4.2.1 Cropping and resizing 

4.2.2 Colour correction and tonal adjustments 

4.3 Ethical Considerations in Photographic Editing 

4.3.1 Truthfulness and accuracy 

4.3.2 Avoiding manipulation and bias 

4.4 Photographic Editing Workflow in Newsrooms 

4.4.1 Selection of photographs 

4.4.2 Integration into newspaper layouts 

4.5 Challenges and Opportunities in Photographic Editing 

4.5.1 Technological advancements 

4.5.2 Balancing speed and quality 

 

Introduction 

Photographs are powerful tools in journalism, often conveying messages more vividly than 

words. However, raw images are rarely published without editing. Photographic editing ensures 

that images are clear, accurate, and suitable for newspaper publication. It involves technical 

adjustments, ethical considerations, and professional standards that safeguard credibility. 

The aim of this Series is to equip you with knowledge of photographic editing for newspapers, 

focusing on techniques, ethics, workflows, and challenges. 

We will begin by defining photographic editing and its importance in journalism. Next, we will 

explore techniques such as cropping, resizing, and colour correction. We will then examine 

ethical considerations, including truthfulness and avoiding manipulation. Following that, we will 

study the workflow in newsrooms, from photo selection to integration into layouts. Finally, we 
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will discuss challenges and opportunities, particularly those arising from technological 

advancements. 

 

Series Learning Outcomes 

By the end of this Series, you should be able to: 

SLO 4.1 define photographic editing and explain its importance in journalism. 

SLO 4.2 demonstrate techniques such as cropping, resizing, and colour correction. 

SLO 4.3 evaluate ethical considerations in photographic editing. 

SLO 4.4 analyse the workflow of photographic editing in newspaper production. 

SLO 4.5 assess challenges and opportunities in photographic editing for newspapers. 

 

4.1 Fundamentals of Photographic Editing in Newspapers 

4.1.1 Definition and scope 

Photographic editing refers to the process of refining and preparing photographs for publication 

in newspapers. It involves technical adjustments such as cropping, resizing, and colour 

correction, as well as ethical considerations to ensure accuracy and fairness. The scope of 

photographic editing covers both the technical and professional aspects of preparing images that 

support journalistic storytelling. 

Fill in the blank: Photographic editing involves refining and preparing ______ for publication in 

newspapers. 

 

4.1.2 Importance of photographic editing in journalism 

Photographs are often the first element that captures a reader’s attention. Effective editing 

ensures that images are clear, relevant, and aligned with the story. Poorly edited photographs can 

mislead readers or reduce the credibility of the publication. Therefore, photographic editing plays 

a vital role in maintaining journalistic standards and enhancing audience engagement. 

Fill in the blank: Effective photographic editing ensures that images are clear, relevant, and 

aligned with the ______. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

 
Short description: Illustration showing a newspaper front page with a well-edited photograph. 

Figure 4.1 Importance of photographic editing in journalism. 

 

 

 

Pilot questions 4.1 

Define photographic editing in the context of newspapers. 

What is the scope of photographic editing? 

Why is photographic editing important in journalism? 

True or False: Poorly edited photographs can reduce the credibility of a publication. 
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What role do photographs play in attracting readers? 

 

4.2 Techniques of Photographic Editing 

4.2.1 Cropping and resizing 

Cropping involves removing unnecessary parts of a photograph to highlight the most relevant 

detail. Resizing adjusts the dimensions of the image to fit the newspaper layout. Both techniques 

ensure that photographs are visually effective and proportionate to the text they accompany. 

Fill in the blank: Cropping removes unnecessary parts of a photograph to highlight the most 

______ detail. 

 

4.2.2 Colour correction and tonal adjustments 

Colour correction ensures that photographs appear natural and consistent across the newspaper. 

Tonal adjustments involve modifying brightness, contrast, and sharpness to improve clarity. 

These techniques help maintain professional standards and ensure that images are visually 

appealing without distorting reality. 

Fill in the blank: Tonal adjustments involve modifying brightness, contrast, and ______ to 

improve clarity. 
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Short description: Illustration showing cropping and colour correction of a photograph. 

Figure 4.2 Techniques of photographic editing. 

 

 

 

Pilot questions 4.2 

What is cropping in photographic editing? 

Why is resizing important in newspaper layouts? 

What does colour correction achieve in photographs? 

True or False: Tonal adjustments distort reality in photographs. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

Name two tonal adjustments commonly applied in photographic editing. 

 

4.3 Ethical Considerations in Photographic Editing 

4.3.1 Truthfulness and accuracy 

Photographic editing must preserve the truth of the image. Editors are expected to ensure that 

photographs represent events accurately without altering their meaning. Adjustments such as 

cropping or colour correction are acceptable when they improve clarity, but manipulation that 

changes the context or misleads the audience is unethical. 

Fill in the blank: Photographic editing must preserve the ______ of the image. 

 

4.3.2 Avoiding manipulation and bias 

Manipulation occurs when photographs are altered to misrepresent reality, such as removing or 

adding elements. Bias can also be introduced if editors choose images that unfairly favour one 

perspective. Ethical photographic editing requires editors to avoid these practices, ensuring 

fairness and credibility in journalism. 

Fill in the blank: Ethical photographic editing requires editors to avoid ______ and bias. 
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Short description: Illustration showing acceptable vs. unacceptable photo editing. 

Figure 4.3 Ethical considerations in photographic editing. 

 

 

 

Pilot questions 4.3 

Why must photographic editing preserve truthfulness? 

What is manipulation in photographic editing? 

How can bias be introduced through photo selection? 

True or False: Cropping to improve clarity is always unethical. 
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Why is fairness important in photographic editing? 

 

4.4 Photographic Editing Workflow in Newsrooms 

4.4.1 Selection of photographs 

The workflow begins with selecting photographs that best represent the news story. Editors 

consider relevance, clarity, and emotional impact. They must also ensure that chosen images are 

appropriate for the audience and align with journalistic standards. 

Fill in the blank: The workflow begins with selecting photographs that best represent the ______. 

 

4.4.2 Integration into newspaper layouts 

Once edited, photographs are integrated into newspaper layouts. Editors decide placement, size, 

and captions to ensure that images complement the text. This stage requires collaboration 

between photo editors, layout designers, and journalists to produce a coherent and visually 

appealing publication. 

Fill in the blank: Integration involves deciding placement, size, and ______ to ensure images 

complement the text. 
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Short description: Illustration of a newsroom workflow showing photo selection and layout 

integration. 

Figure 4.4 Photographic editing workflow in newsrooms. 

 

 

 

Pilot questions 4.4 

What is the first stage in the photographic editing workflow? 

Why is photo selection important in journalism? 

What decisions are made during integration into layouts? 
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True or False: Captions are unnecessary in newspaper photo layouts. 

Who collaborates in the integration stage of photographic editing? 

 

4.5 Challenges and Opportunities in Photographic Editing 

4.5.1 Technological advancements 

Modern technology has transformed photographic editing in newsrooms. Software tools such as 

Adobe Photoshop and Lightroom allow editors to make rapid adjustments with precision. 

Artificial intelligence (AI) tools can now automate colour correction, cropping, and even image 

enhancement. These advancements save time and improve efficiency, but they also raise 

concerns about over-editing and the risk of manipulation. 

Fill in the blank: Modern technology has transformed photographic editing by introducing 

______ tools that automate adjustments. 

 

4.5.2 Balancing speed and quality 

Newsrooms often face the challenge of publishing stories quickly while maintaining high 

standards of photographic quality. Editors must balance speed with accuracy, ensuring that 

images are clear and truthful without compromising journalistic integrity. The opportunity lies in 

using technology to streamline workflows while adhering to ethical standards. 

Fill in the blank: Editors must balance speed with ______ to maintain credibility in photographic 

editing. 
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Short description: Illustration showing the balance between speed and quality in photo editing. 

Figure 4.5 Challenges and opportunities in photographic editing. 

 

 

 

Pilot questions 4.5 

How has modern technology transformed photographic editing? 

Name one AI tool function in photographic editing. 

What challenge do newsrooms face when publishing stories quickly? 

True or False: Over-editing can risk manipulation of photographs. 
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Why is balancing speed and quality important in photographic editing? 

 

Series Summary 

This Series has explored the role of photographic editing in newspaper publication. We began by 

defining photographic editing and explaining its scope, highlighting its importance in journalism 

as a tool for clarity, accuracy, and audience engagement. We then examined techniques such as 

cropping, resizing, colour correction, and tonal adjustments, which ensure that photographs are 

visually effective and professionally presented. Next, we addressed ethical considerations, 

emphasising truthfulness, accuracy, and the need to avoid manipulation and bias. We studied the 

workflow in newsrooms, from photo selection to integration into layouts, showing how editors 

collaborate with journalists and designers. Finally, we discussed challenges and opportunities, 

focusing on technological advancements and the balance between speed and quality. 

By completing this Series, you should now be able to define photographic editing, demonstrate 

editing techniques, evaluate ethical considerations, analyse newsroom workflows, and assess 

challenges and opportunities. These achievements align with the Series Learning Outcomes 

(SLOs), preparing you to apply photographic editing skills in professional journalism contexts. 

 

Glossary of Terms 

Cropping: Removing unnecessary parts of a photograph to highlight the most relevant detail. 

Resizing: Adjusting the dimensions of a photograph to fit newspaper layouts. 

Colour correction: Adjusting colours to ensure photographs appear natural and consistent. 

Tonal adjustments: Modifying brightness, contrast, and sharpness to improve clarity. 

Manipulation: Altering a photograph in a way that misrepresents reality. 

Bias: The unfair selection or editing of photographs to favour one perspective. 

Workflow: The sequence of steps in photographic editing, from selection to layout 

integration. 

Caption: Text accompanying a photograph that explains or contextualises the image. 

AI tools: Software applications that automate aspects of photographic editing, such as 

cropping or colour correction. 

Integrity: Upholding truthfulness and fairness in photographic editing to maintain 

credibility. 

 

Concept Check Questions [Series 4] 

Objective questions 

Photographic editing involves refining and preparing ______ for publication in newspapers. 

(Linked to SLO 4.1) 
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True or False: Cropping removes unnecessary parts of a photograph to highlight relevant 

detail. (Linked to SLO 4.2) 

Photographic editing must preserve the ______ of the image. (Linked to SLO 4.3) 

The workflow begins with selecting photographs that best represent the ______. (Linked to 

SLO 4.4) 

Editors must balance speed with ______ to maintain credibility. (Linked to SLO 4.5) 

Short-answer questions 

6. Define photographic editing and explain its importance in journalism. (Linked to SLO 4.1) 

7. Identify two techniques of photographic editing and their functions. (Linked to SLO 4.2) 

8. Explain why manipulation and bias are unethical in photographic editing. (Linked to SLO 4.3) 

9. Describe the role of captions in integrating photographs into newspaper layouts. (Linked to 

SLO 4.4) 

10. Name one technological advancement that has transformed photographic editing. (Linked to 

SLO 4.5) 

Long-answer questions 

11. Analyse the techniques of photographic editing and their impact on newspaper publication. 

(Linked to SLO 4.2) 

Basic response: Describe cropping, resizing, colour correction, and tonal adjustments. 

Value-added response: Extend the analysis by evaluating how these techniques influence 

reader perception and credibility in journalism. 

Evaluate the challenges and opportunities in photographic editing for newspapers. (Linked to 

SLO 4.5) 

Basic response: Explain the role of technology and the need to balance speed and quality. 

Value-added response: Discuss how AI tools streamline workflows while raising ethical 

concerns, and how editors can maintain integrity in fast-paced newsrooms. 

 

Answers to Concept Check Questions [Series 4] 

Photographs 

True 

Truthfulness 

News story 

Quality 

Photographic editing is the process of refining and preparing photographs for publication. It 

ensures clarity, accuracy, and alignment with journalistic standards. 

Cropping removes irrelevant parts of an image; colour correction ensures natural and 

consistent appearance. 
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Manipulation misrepresents reality, while bias unfairly favours one perspective, both 

undermining credibility. 

Captions provide context and explanation, ensuring readers understand the relevance of the 

photograph. 

AI tools that automate cropping, colour correction, and enhancement. 

Basic: Techniques include cropping, resizing, colour correction, and tonal adjustments. 

Value-added: These techniques influence how readers interpret stories and trust the 

publication. 

Basic: Technology improves efficiency but editors must balance speed and quality. Value-

added: AI tools streamline workflows but raise ethical concerns; integrity must be 

maintained in fast-paced journalism. 

 

Answers to Pilot Questions [Series 4] 

Part 4.1 

Photographic editing is refining and preparing photographs for publication. 

It covers technical adjustments and ethical considerations. 

It ensures clarity, accuracy, and audience engagement. 

True 

Photographs attract readers’ attention and support storytelling. 

Part 4.2 

Cropping removes unnecessary parts of a photo. 

Resizing ensures images fit layouts proportionately. 

Colour correction makes photos appear natural and consistent. 

False 

Brightness and contrast. 

Part 4.3 

To ensure images represent events accurately. 

Altering a photo to misrepresent reality. 

By selecting images that unfairly favour one side. 

False 

Fairness maintains credibility and trust. 

Part 4.4 
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Photo selection. 

It ensures relevance, clarity, and appropriateness. 

Placement, size, and captions. 

False 

Photo editors, layout designers, and journalists. 

Part 4.5 

By introducing advanced software and AI tools. 

Automated colour correction or cropping. 

Publishing quickly while maintaining quality. 

True 

It ensures credibility and journalistic integrity. 

References and Attributions [Series 4] 

This section provides references and attributions for the instructional content, illustrations, and 

open educational resources (OERs) suggested in Series 4: Photographic Editing for 

Newspaper Publication. Entries are presented in APA style for clarity and consistency. 

 

Textual references 

Kobre, K. (2012). Photojournalism: The professionals’ approach (6th ed.). Focal Press. 

Lester, P. M. (2015). Visual communication: Images with messages (6th ed.). Cengage 

Learning. 

Newton, J. H. (2001). The burden of visual truth: The role of photojournalism in mediating 

reality. Routledge. 

Bissell, K. L., & Hays, H. (2011). Now you see it, now you don’t: The ethics of 

photojournalism in the digital age. Journalism Studies, 12(3), 287–298. 

 

Illustration references and attributions 

Figure 4.1 Importance of photographic editing in journalism 

AI prompt: “Generate an illustration of a newspaper front page with a clear, cropped 

photograph supporting the headline.” 

Suggested OER search string: “OER newspaper photograph editing illustration.” 

Figure 4.2 Techniques of photographic editing 

AI prompt: “Generate a side-by-side illustration showing an original photograph and 

its cropped, colour-corrected version for newspaper use.” 
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Suggested OER search string: “OER photo editing techniques illustration.” 

Figure 4.3 Ethical considerations in photographic editing 

AI prompt: “Generate a side-by-side illustration showing a photo with minor colour 

correction versus one manipulated to misrepresent reality.” 

Suggested OER search string: “OER ethics in photo editing illustration.” 

Figure 4.4 Photographic editing workflow in newsrooms 

AI prompt: “Generate a flowchart showing photo selection, editing, and integration 

into newspaper layouts.” 

Suggested OER search string: “OER newsroom photo editing workflow diagram.” 

Figure 4.5 Challenges and opportunities in photographic editing 

AI prompt: “Generate an illustration of a scale balancing speed on one side and 

quality on the other, symbolising challenges in photo editing.” 

Suggested OER search string: “OER speed vs quality photo editing illustration.” 
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Series 5: Practical Application of Editing Software 

Series Outline 

Part 5.1 Introduction to Editing Software 

5.1.1 Definition and scope 

5.1.2 Importance in modern editing 

Part 5.2 Basic Functions of Editing Software 

5.2.1 Text editing tools (spell check, grammar check) 

5.2.2 Graphic editing tools (cropping, resizing, colour adjustment) 

Part 5.3 Advanced Features of Editing Software 

5.3.1 Layering and typography adjustments 

5.3.2 Integration with publishing platforms 

Part 5.4 Practical Workflow Using Editing Software 

5.4.1 Importing and organising files 

5.4.2 Applying edits and exporting final versions 

Part 5.5 Challenges and Opportunities in Using Editing Software 

5.5.1 Technical limitations and learning curves 

5.5.2 Opportunities for efficiency and collaboration 

 

Introduction 

Editing software has revolutionised the way editors refine text and graphics. Unlike manual 

methods, software tools provide speed, precision, and flexibility, making them indispensable in 

modern publishing. From simple spell checks to advanced graphic manipulation, editing 

software supports the production of professional-quality materials across print and digital 

platforms. 

The aim of this Series is to equip you with practical knowledge of editing software, focusing on 

basic functions, advanced features, workflows, and challenges. 

We will begin by defining editing software and explaining its importance. Next, we will explore 

basic functions such as text and graphic editing tools. We will then examine advanced features, 

including layering and integration with publishing platforms. Following that, we will study 
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practical workflows, from importing files to exporting final versions. Finally, we will discuss 

challenges and opportunities, highlighting technical limitations and the potential for efficiency 

and collaboration. 

 

Series Learning Outcomes 

By the end of this Series, you should be able to: 

SLO 5.1 define editing software and explain its importance in modern editing. 

SLO 5.2 demonstrate basic functions of editing software for text and graphics. 

SLO 5.3 apply advanced features such as layering and typography adjustments. 

SLO 5.4 analyse practical workflows using editing software. 

SLO 5.5 evaluate challenges and opportunities in using editing software. 

 

5.1 Introduction to Editing Software 

5.1.1 Definition and scope 

Editing software refers to digital tools used to refine text, images, and layouts for publication. 

These tools range from simple word processors with spell-check features to advanced 

applications for graphic design and multimedia editing. The scope of editing software includes 

both text-based corrections and visual adjustments, making it essential for modern publishing. 

Fill in the blank: Editing software refers to digital tools used to refine ______, images, and 

layouts for publication. 

 

5.1.2 Importance in modern editing 

Editing software has transformed the publishing industry by providing speed, accuracy, and 

flexibility. It allows editors to make corrections instantly, collaborate remotely, and produce 

professional-quality materials. Without editing software, the process would be slower, more 

error-prone, and less adaptable to digital platforms. 

Fill in the blank: Editing software provides speed, accuracy, and ______ in modern publishing. 

[Insert figure here] 

Short description: Illustration showing a computer screen with text and image editing software 

open. 

Caption: Figure 5.1 Importance of editing software in modern publishing. 

AI prompt suggestion: “Generate an illustration of a computer screen showing both text editing 

and image editing software side by side.” 

Search string: “OER editing software illustration” 

 

Pilot questions 5.1 

Define editing software in the context of publishing. 
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What is the scope of editing software? 

Why is editing software important in modern editing? 

True or False: Editing software slows down the publishing process. 

Name one advantage of editing software in collaboration. 

 

5.2 Basic Functions of Editing Software 

5.2.1 Text editing tools (spell check, grammar check) 

Text editing tools help ensure accuracy and readability. Spell check identifies and corrects 

spelling errors, while grammar check highlights issues with sentence structure, punctuation, and 

word usage. These tools improve clarity and reduce mistakes, making text more professional and 

reader-friendly. 

Fill in the blank: Spell check identifies and corrects ______ errors in text. 

 

5.2.2 Graphic editing tools (cropping, resizing, colour adjustment) 

Graphic editing tools refine images for publication. Cropping removes unnecessary parts of an 

image, resizing adjusts dimensions to fit layouts, and colour adjustment ensures consistency and 

clarity. These tools help maintain visual appeal and align images with the overall design of the 

publication. 

Fill in the blank: Cropping removes unnecessary parts of an image to highlight the most ______ 

detail. 

[Insert figure here] 

Short description: Illustration showing text editing (spell check) and graphic editing (cropping 

and colour adjustment). 

Caption: Figure 5.2 Basic functions of editing software. 

AI prompt suggestion: “Generate a split-screen illustration showing spell check corrections on 

text and cropping adjustments on an image.” 

Search string: “OER text and graphic editing tools illustration” 

 

Pilot questions 5.2 

What does spell check do in editing software? 

How does grammar check improve text quality? 

What is cropping used for in graphic editing? 

True or False: Resizing adjusts the colour of an image. 

Name two graphic editing tools commonly used in publishing. 
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5.3 Advanced Features of Editing Software 

5.3.1 Layering and typography adjustments 

Layering allows editors to work with multiple elements (text, images, graphics) independently 

within the same project. This feature makes it easier to adjust or reposition components without 

affecting the entire layout. Typography adjustments involve refining fonts, sizes, spacing, and 

alignment to ensure readability and aesthetic appeal. Together, these features provide flexibility 

and precision in design. 

Fill in the blank: Layering allows editors to work with multiple ______ independently within the 

same project. 

 

5.3.2 Integration with publishing platforms 

Modern editing software often integrates directly with publishing platforms, enabling seamless 

transfer of content from editing to distribution. For example, text and images can be exported 

into formats compatible with print or digital media. This integration reduces errors, saves time, 

and ensures consistency across platforms. 

Fill in the blank: Integration with publishing platforms ensures seamless transfer of content from 

editing to ______. 

[Insert figure here] 

Short description: Illustration showing text and image layers in editing software with typography 

adjustments. 

Caption: Figure 5.3 Advanced features of editing software. 

AI prompt suggestion: “Generate an illustration showing editing software with multiple layers 

(text, image, graphics) and typography adjustments.” 

Search string: “OER editing software layering typography illustration” 

 

Pilot questions 5.3 

What is layering in editing software? 

Why are typography adjustments important? 

How does integration with publishing platforms benefit editors? 

True or False: Layering affects all elements in a project simultaneously. 

Name one advantage of typography adjustments in publishing. 

 

5.4 Practical Workflow Using Editing Software 

5.4.1 Importing and organising files 

The workflow begins with importing files such as text documents, images, and graphics into the 

editing software. Editors then organise these files into folders or layers to maintain structure and 
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efficiency. Proper organisation ensures that projects remain manageable and that edits can be 

applied systematically. 

Fill in the blank: The workflow begins with importing files such as text documents, images, and 

______ into the editing software. 

 

5.4.2 Applying edits and exporting final versions 

Once files are organised, editors apply necessary edits—text corrections, image adjustments, and 

layout refinements. The final step is exporting the project into the required format (e.g., PDF for 

print, HTML for web). Exporting ensures that the edited content is ready for publication and 

distribution. 

Fill in the blank: The final step in the workflow is ______ the project into the required format for 

publication. 

[Insert figure here] 

Short description: Illustration showing workflow steps: importing files, editing, and exporting. 

Caption: Figure 5.4 Practical workflow using editing software. 

AI prompt suggestion: “Generate a flowchart showing importing files, applying edits, and 

exporting final versions in editing software.” 

Search string: “OER editing software workflow diagram” 

 

Pilot questions 5.4 

What is the first step in the editing workflow? 

Why is file organisation important in editing software? 

What types of edits are applied during the workflow? 

True or False: Exporting is optional in editing workflows. 

Name one format commonly used for exporting final versions. 

 

5.5 Challenges and Opportunities in Using Editing Software 

5.5.1 Technical limitations and learning curves 

While editing software offers powerful tools, it also presents challenges. Technical limitations 

may include compatibility issues, high system requirements, or restricted features in free 

versions. Additionally, editors often face steep learning curves when mastering advanced 

functions such as layering, typography, or integration with publishing platforms. Training and 

practice are essential to overcome these barriers. 

Fill in the blank: Editors often face steep ______ curves when mastering advanced functions in 

editing software. 

 

5.5.2 Opportunities for efficiency and collaboration 
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Despite challenges, editing software provides significant opportunities. It streamlines workflows, 

reduces errors, and enhances collaboration by allowing multiple users to work on the same 

project remotely. Cloud-based platforms further improve accessibility, enabling editors to share 

files and updates in real time. These opportunities make editing software indispensable in 

modern publishing. 

Fill in the blank: Cloud-based platforms improve accessibility by enabling editors to share files 

and updates in ______ time. 

[Insert figure here] 

Short description: Illustration showing challenges (learning curve, technical issues) versus 

opportunities (efficiency, collaboration). 

Caption: Figure 5.5 Challenges and opportunities in using editing software. 

AI prompt suggestion: “Generate an illustration showing a split screen: one side with a steep 

learning curve and technical issues, the other side with teamwork and efficient workflows using 

editing software.” 

Search string: “OER editing software challenges opportunities illustration” 

 

Pilot questions 5.5 

What are two technical limitations of editing software? 

Why do editors face learning curves when using advanced features? 

How does editing software improve collaboration? 

True or False: Cloud-based platforms reduce accessibility in editing. 

Why is editing software considered indispensable in modern publishing? 

 

Series Summary 

This Series has explored the practical application of editing software in publishing. We began 

by defining editing software and explaining its scope, highlighting its importance in modern 

editing for speed, accuracy, and flexibility. We then examined basic functions such as text 

editing tools (spell check, grammar check) and graphic editing tools (cropping, resizing, colour 

adjustment). Next, we studied advanced features including layering, typography adjustments, and 

integration with publishing platforms. We followed this with a practical workflow, covering 

importing files, applying edits, and exporting final versions. Finally, we discussed challenges and 

opportunities, focusing on technical limitations, learning curves, and the potential for efficiency 

and collaboration through cloud-based platforms. 

By completing this Series, you should now be able to define editing software, demonstrate basic 

functions, apply advanced features, analyse practical workflows, and evaluate challenges and 

opportunities. These achievements align with the Series Learning Outcomes (SLOs), equipping 

you with practical skills for professional editing in both print and digital contexts. 

 

Glossary of Terms 
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Editing software: Digital tools used to refine text, images, and layouts for publication. 

Spell check: A tool that identifies and corrects spelling errors in text. 

Grammar check: A tool that highlights issues with sentence structure, punctuation, and 

word usage. 

Cropping: Removing unnecessary parts of an image to highlight relevant detail. 

Resizing: Adjusting the dimensions of an image to fit layouts. 

Colour adjustment: Modifying colours to ensure consistency and clarity. 

Layering: Working with multiple elements (text, images, graphics) independently within the 

same project. 

Typography adjustments: Refining fonts, sizes, spacing, and alignment for readability and 

design. 

Integration: Seamless transfer of content from editing software to publishing platforms. 

Workflow: The sequence of steps in editing, from importing files to exporting final versions. 

Exporting: Saving the final edited project into a format suitable for publication (e.g., PDF, 

HTML). 

Learning curve: The time and effort required to master advanced features of editing 

software. 

Cloud-based platforms: Online tools that enable collaboration and real-time sharing of files. 

 

Concept Check Questions [Series 5] 

Objective questions 

Editing software refers to digital tools used to refine ______, images, and layouts for 

publication. (Linked to SLO 5.1) 

True or False: Spell check identifies and corrects grammar errors. (Linked to SLO 5.2) 

Layering allows editors to work with multiple ______ independently within the same project. 

(Linked to SLO 5.3) 

The workflow begins with importing files such as text documents, images, and ______. 

(Linked to SLO 5.4) 

Cloud-based platforms improve accessibility by enabling editors to share files and updates in 

______ time. (Linked to SLO 5.5) 

Short-answer questions 

6. Define editing software and explain its importance in modern publishing. (Linked to SLO 5.1) 

7. Identify two basic functions of editing software and their uses. (Linked to SLO 5.2) 

8. Explain the role of typography adjustments in editing software. (Linked to SLO 5.3) 
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9. Describe the final step in the editing workflow. (Linked to SLO 5.4) 

10. Name one opportunity editing software provides for collaboration. (Linked to SLO 5.5) 

Long-answer questions 

11. Analyse the advanced features of editing software and their impact on publishing. (Linked to 

SLO 5.3) 

Basic response: Describe layering, typography adjustments, and integration with publishing 

platforms. 

Value-added response: Extend the analysis by evaluating how these features improve 

design flexibility, readability, and efficiency in professional publishing. 

Evaluate the challenges and opportunities in using editing software. (Linked to SLO 5.5) 

Basic response: Explain technical limitations and learning curves. 

Value-added response: Discuss how cloud-based platforms enhance collaboration while 

editors must balance efficiency with mastering complex tools. 

 

Answers to Concept Check Questions [Series 5] 

Text 

False 

Elements 

Graphics 

Real 

Editing software are digital tools used to refine text, images, and layouts. They are important 

because they provide speed, accuracy, and flexibility in publishing. 

Spell check corrects spelling errors; cropping removes irrelevant parts of an image. 

Typography adjustments refine fonts, sizes, spacing, and alignment to improve readability 

and design. 

Exporting the project into the required format for publication. 

Cloud-based platforms allow multiple editors to collaborate remotely in real time. 

Basic: Advanced features include layering, typography adjustments, and integration with 

publishing platforms. Value-added: These features improve design flexibility, readability, 

and efficiency, ensuring professional-quality outputs. 

Basic: Challenges include technical limitations and steep learning curves. Value-added: 

Opportunities include streamlined workflows and enhanced collaboration through cloud-

based platforms, though editors must balance efficiency with mastering complex tools. 

 

Answers to Pilot Questions [Series 5] 
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Part 5.1 

Editing software are digital tools used to refine text, images, and layouts. 

It covers both text-based corrections and visual adjustments. 

It provides speed, accuracy, and flexibility. 

False 

It allows editors to collaborate remotely. 

Part 5.2 

Spell check identifies and corrects spelling errors. 

Grammar check improves sentence structure and punctuation. 

Cropping removes unnecessary parts of an image. 

False 

Cropping and colour adjustment. 

Part 5.3 

Layering is working with multiple elements independently. 

Typography adjustments improve readability and design. 

Integration ensures seamless transfer of content to publishing platforms. 

False 

It enhances clarity and professional appeal. 

Part 5.4 

Importing files. 

It keeps projects organised and manageable. 

Text corrections, image adjustments, and layout refinements. 

False 

PDF or HTML. 

Part 5.5 

Compatibility issues and high system requirements. 

Because advanced functions require training and practice. 

By enabling multiple users to work on the same project remotely. 

False 

It streamlines workflows and enhances collaboration. 
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References and Attributions [Series 5] 

This section provides references and attributions for the instructional content, illustrations, and 

open educational resources (OERs) suggested in Series 5: Practical Application of Editing 

Software. Entries are presented in APA style for clarity and consistency. 

Textual references 

Adobe Systems. (2023). Adobe Photoshop User Guide. Adobe Inc. 

Microsoft Corporation. (2023). Microsoft Word and Publisher Help Documentation. 

Microsoft. 

Williams, R. (2015). The Non-Designer’s Design Book (4th ed.). Peachpit Press. 

Ambrose, G., & Harris, P. (2011). The Fundamentals of Graphic Design. AVA Publishing. 

Illustration references and attributions 

Figure 5.1 Importance of editing software in modern publishing 

AI prompt: “Generate an illustration of a computer screen showing both text editing 

and image editing software side by side.” 

Suggested OER search string: “OER editing software illustration.” 

Figure 5.2 Basic functions of editing software 

AI prompt: “Generate a split-screen illustration showing spell check corrections on 

text and cropping adjustments on an image.” 

Suggested OER search string: “OER text and graphic editing tools illustration.” 

Figure 5.3 Advanced features of editing software 

AI prompt: “Generate an illustration showing editing software with multiple layers 

(text, image, graphics) and typography adjustments.” 

Suggested OER search string: “OER editing software layering typography 

illustration.” 

Figure 5.4 Practical workflow using editing software 

AI prompt: “Generate a flowchart showing importing files, applying edits, and 

exporting final versions in editing software.” 

Suggested OER search string: “OER editing software workflow diagram.” 

Figure 5.5 Challenges and opportunities in using editing software 

AI prompt: “Generate an illustration showing a split screen: one side with a steep 

learning curve and technical issues, the other side with teamwork and efficient 

workflows using editing software.” 

Suggested OER search string: “OER editing software challenges opportunities 

illustration.” 
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