
Top eight essential tools for writing and editing 
(and five of them are FREE!) 

8. GINGER (Free!)
Ginger is a free extension for the Chrome web browser (coming soon for other 
browsers). Ginger checks everything you type while in the browser, and it’s 
comprehensive - checking everything from spelling to grammar errors and 
sentence construction. Anytime I type an email, write a blog post, or create a 
social media post, Ginger is there, making sure I don’t sound like a moron.  

7. THESAURUS.COM (Free!)
I am blown away by how few writers use a thesaurus! Thesaurus.com is 
completely free, and the interface is beautiful. Each entry is color-coded. 
Synonyms that are closest to that word’s definition are highlighted in a dark 
orange, and as relevant words slowly depart from the meaning of the original 
word, they are highlighted in increasingly lighter shades of orange. I use 
thesaurus.com every single day, even when I’m just typing an email, because 
words communicate who you are. If you’re using the same 20 adjectives and 
adverbs over and over again, what does that communicate to your reader? 

6. ASANA (Free!)
I am constantly looking for ways to manage tasks, but I recently stumbled upon 
Asana. It’s free and phenomenally powerful! The checklist is intuitive, and you 
can have separate folders for projects that have in-depth to-do lists. Works well 
with David Allen’s Getting Things Done system. Also syncs perfectly with Harvest, 
which is up next on my tools list. 

5. HARVEST (Free trial, $12/month)
Harvest is the ultimate time-tracking tool. In addition to tracking time for my 
clients’ projects, of course, but I also track time for my personal and business 
tasks. When I write a blog, I start a timer. When I pay bills and manage the 
checking account, I start a timer. When I check email, I start a timer. At the end 
of the day, I can run a report of how much time I tracked and toward what 
projects. Check out this post on the PRE blog for more details about how you can 
use Harvest to track time to boost your productivity. 

http://www.paperravenediting.com/
http://www.gingersoftware.com/grammarcheck#.UuB2GGTnZ68
http://thesaurus.com/
https://asana.com/
http://www.getharvest.com/


4. DROPBOX (Free! Upgradable, if you love it.) 
Seriously, everyone should have a dropbox account. Everyone. It’s a cloud 
storage system. When you sign up for a free account, Dropbox will give you a 
folder on their server that holds 2.5 gigs of data.  
 
I use my Dropbox folder to share documents with clients. Rather than emailing 
large documents back and forth, I share a portion of my Dropbox folder with my 
client, and we can both access the same document from anywhere in the world.  
 
I also increased my Dropbox storage capacity so I could back-up of all my data. 
When I’m traveling, I want to know that I could access my financial records or 
client databases from anywhere that has an internet connection or a cell phone 
signal. Dropbox has fantastic security, and I can easily share documents with 
clients while keeping my personal data completely secure.  
 

3. EVERNOTE (Free! Upgradable, if you love it.) 
Evernote is my digital brain for all of my notes. I used to keep folders with lots of 
different word documents stuffed inside. When I made notes about traveling to 
NYC, I’d have one Word doc with restaurants, a different one with sights, another 
one for hotels. All of those would be in a folder (“NYC”), inside another folder 
(“Travel”), inside another folder (“Personal”). It was a Russian doll of folders! 
 
Evernote replaces that system with an elegant leanness. In one program, I can 
keep all of my random notes, organized by topic, and completely searchable. 
Instead of clicking through nested folders and waiting for Word docs to open, I 
can scan through Evernote or run a search. Evernote is the future of note storage. 
 

2. SCRIVENER (Free trial, one-time $45)  
I know many writers only write in Microsoft Word, but (I’ll be honest) I hate 
Microsoft Word. It’s so slow and bulky, and click between open documents is 
such a pain.  
 
Scrivener is like a word processor on awesome steroids, built for large writing 
projects. If you’re working on an article or a book, you can have each 
segment/chapter in its own text chunk. You move each chunk of text around 
effortlessly and look at the chunks of texts as a list on a side panel or as note 
cards on virtual corkboard, however your brain works best.  
 
The interface also allows you to store research notes, right there next to the 
writing. Instead of clicking through nested folders of notes and PDFS (you know I 
hate nested folders!), all of your research is listed neatly in the side panel. The 
research area can hold text, pictures, websites, even audio files. Qualitative 
researchers rejoice! 
 

https://db.tt/zOFNH3wM
https://evernote.com/
http://www.literatureandlatte.com/scrivener.php


1. WORD TRACK CHANGES (Part of the Microsoft Office Suite)  
 
Okay, so I’ve just admitted that I hate Microsoft Word, but when it comes to 
making collaborative changes on a document with an author, there’s no better 
tool out there than Word Track Changes (believe me, I’ve looked).  
 
When you have a document open, if you click, “Tools,” “Track Changes” > 
“Highlight Changes,” a dialogue box will open. Check the box that says, “Track 
changes while editing.” From that moment on, you can edit the document. When 
you add a comma, delete a phrase, or replace a word, Track Changes will 
indicate the change with either a black, vertical line on the left-hand side or a 
comment bubble on the right-hand side. You can make comments with the 
“Insert” “New Comment” option. 
 
Then, you send the document back to the author, and when she opens it up, 
she’ll be able to see all of the changes you suggested and either accept or reject 
the changes. I’ll admit that Microsoft Track Changes is the backbone of my 
editing business, and it’s really essential for effective collaboration on a 
document. 
 
 
BUT, as you know, the tools are only good if you use them! Just pick one, and 
figure out how to use it. Email me, if you need any help. I’m always here.  
 

Let’s get writing.  
 
Morgan 
 
morgan@paperravenediting.com 

http://office.microsoft.com/en-us/word-help/track-changes-while-you-edit-HA001218690.aspx
mailto:morgan@paperravenediting.com

