Quilt Index KORA Text Entry Instructions 
7/15/2009
These instructions for Mac and PC users to ensure entering properly formatted text into the Quilt Index repository system, KORA.  

To guarantee that all text characters entered into KORA will display correctly, text must be entered in a standard format.  The standard format used in KORA is UTF-8 encoded characters.
 

Directions include steps for PC and MAC users to create a new document with proper text as well as to convert and existing Microsoft "Word" document.

Basic Instructions

To enter text correctly, either:

1) type directly into KORA using characters on the keyboard, or 
2) copy from a Unicode UTF-8 encoded, text-only document and pasted into the field. (See directions below.)
Follow the instructions for either PCs or MACs to properly create new text or convert existing text in a word processing document to a UTF-8, plain text file.  If you have problems or questions about any of these instructions, contact Mary Worrall (Worrall@msu.edu) or Justine Richardson (justine.richardson@matrix.msu.edu) .

Caution!  Please do not do any of the following:
· Do not copy and paste content directly from any Microsoft Office program (Word, Access, Excel, etc.).  For the rest of this document the Microsoft Word program will be used as an example.  You will need to change some of Word's "autoformat" settings and save the document as a .txt file.

· Therefore – for example - do not copy and paste into KORA any content from a Microsoft Word document that is saved with the extension .doc.  

· Do not be tempted to use a short-hand solution of copying and pasting text from the .doc to .txt file format.  This will not guarantee text-only content. 

· Do not simply change fonts in MS Word in hopes of eliminating certain auto-formatted punctuation marks; it won’t work. 

· Do not copy foreign language words with special characters from a website either directly into a KORA text field or into a word processed document from which to copy and paste into KORA.  Special characters must be keyed by hand into a word processing program so they can be formatted, copied, and pasted correctly in UTF-8 format.
Instructions for PC users

Microsoft Word and Notepad may be used to create compliant KORA text, with certain caveats. Notepad is a standard application found on all PCs running the Microsoft Windows platform.  It usually can be found from the “Start” menu under "All Programs" in the "Accessories" folder.  
A.  Creating new text in a Microsoft Word Unicode UTF-8, plain-text encoded document

Use these instructions to disable MS Word's automatically formatted punctuation that does not comply with UTF-8 and to create text with special characters in languages other than English.

1. Open an MS Word document, go to “Tools” menu at the top of the application, and select “AutoCorrect Options…”

2. In both the "Auto Format" and "Auto Format As You Type" tabs, you must uncheck the following two boxes in order to turn off punctuation formats that are not in compliance with UTF-8:


"Straight quotes" with "smart quotes"


Hypens (--) with em dash (--)
 
Also, you must not use MS Word to format text for such purposes as lists, headers, text styles (such as bold, italics, underline). To avoid this, you can also turn off the automatic formatting of the following features in these tabs:


tables


ordered lists


unordered lists


fractions with fraction character


ordinals with superscript


headers


text styles like bold, italics, underline

These features to format text must be coded in XHTML in KORA text fields. [See separate instructions for what XHTML code to use.]
3. Before entering text in the document, go to "File" menu at the top of the application and select "Save As".  Name your file.  In the "Save as type" drop-down menu, select the file type "Plain Text (*.txt)".  Then click "Save".   

4. A box entitled "File Conversion" will appear.  Under "Text encoding," select "Other encoding" and then select “Unicode (UTF-8)” from the options.  Then click "OK".

5. Close the document and reopen it in Word to ensure that you have the text-only version. To open the plain text (.txt) document in Word, you must first open the MS Word application.  From the "File" menu, select "Open." From the "Files of type" drop down menu select "All Files."  Locate and highlight your txt file and click "Open."), When you open the document in Word the "Text encoding" box will appear; click OK.
6. Now write/compose content and enter any special characters (e.g., letters with accents, umlauts, tildes, etc.) by going to the "Insert" menu at the top of the application and selecting "Symbols..."
7. You can now copy and paste from an MS Word .txt file into KORA text fields. 
B.  Converting an existing document in Microsoft Word into a Unicode UTF-8 plain-  

     text document

Use these two-part instructions (using both MS Word and Notepad) to undo existing automatically formatted punctuation.  Also, if the document contains special characters in languages other than English and you do not know their source, reenter them by hand.  (It is not easy to create special characters in Notepad, so do this in MS Word.) 

1. In MS Word, open the document that contains text you wish to ingest into KORA.
2. Go to "File" menu at the top of the application and select "Save As".  In the "Save as type" drop-down menu, select the file type "Plain Text (*.txt)".  Then click "Save". 

3. A box entitled "File Conversion" will appear.  Under "Text encoding," select "Other encoding" and then select “Unicode (UTF-8)” from the options.  Then click "OK".
4. Close the document and reopen it in Notepad to ensure that you have the text-only version; then      follow the next set of instructions for "Ingesting content into KORA from Notepad".
5. If you need to ensure that any existing special characters are UTF-8 compliant, reenter them by going to the "Insert" menu at the top of the application and selecting "Symbols..."  Save these updates.

Ingesting content into KORA from Notepad

1. In Notepad, open the Unicode UTF-8 plain-text file that you converted from MS Word (above).

2. Go to the "File" menu and select "Save As" to do this.  From the "Encoding" drop-down menu, select "UTF-8".  Then click “Save”.

3. Close the document and reopen it in Notepad to be sure you have the text-only version. 

4. You must now find and replace all instances of certain MS Word auto-formatted punctuation marks that do not convert into UTF-8 text-only.  To do this, follow these steps:

a. From the “Edit” menu at the top of the application select “Replace”.  A “Find” and “Replace” window will appear.

b. On the “Find” line, copy and paste a curly quotation mark (opening mark) from somewhere in your text.  On the “Replace” line, type in a quotation mark.

c. Click “Replace All”.

d. Repeat these steps for the following problematic punctuation marks:

i. Curly double quotations – “example” (both opening and closing marks)

ii. Curly single quotations – ‘example’ (both opening and closing marks)

iii. Curly apostrophes – here’s an example (These should be replaced with the single quotation mark, already entered in step ii. above.)

iv. M-dash that results from double hyphens.  Replace the M-dash with 2 hyphens (dashes) in a row.

5. Save these updates.

6. Now you can copy and paste text from Notepad into KORA text fields. 

Instructions for MAC Users
TextEdit is a standard application found on all MACs; it usually can be found in the Applications folder.
A.  Creating new text in a plain-text, UTF-8 encoded document using TextEdit
1. Open TextEdit, go to the "File" menu and select "Save As".  Name the file.  From the "Plain Text Encoding" drop-down menu, select "Unicode (UTF-8)".  Click "Save".
2. Close the document and reopen it in TextEdit to ensure that you have the text-only UTF-8 compliant version of the file.
3. Enter text.  Enter any special characters (e.g., letters with accents, umlauts, tildes, etc.) by going to the "Insert" menu at the top of the application and selecting "Symbol..."  Save all updates.
4. You can now copy and paste from TextEdit into KORA text fields. 

B.  Converting an existing document in Microsoft Word into a plain-text document

MS Word files on a MAC cannot be converted into a UTF-8 encoded document directly.  We recommend converting files to a plain-text (i.e., text-only) document and then using TextEdit to make the text UTF-8 compliant.  If the document contains special characters in languages other than English and you do not know their source, reenter them by hand in TextEdit.  

1. In MS Word, open the document you wish to ingest into KORA.

2. Go to the "File" menu at the top of the application and select "Save As".  Name the file.  From the "Format" drop-down menu, select the file type as "Plain Text (*txt)".  Then click "Save".

3. Close the document and reopen it in TextEdit; then follow the next instructions for "Converting a plain-text document into a Unicode UTF-8 encoded document using Text Edit".
Converting a plain-text document into a Unicode UTF-8 encoded document using TextEdit
1. In TextEdit, go to the "File" menu at the top of the application and select "Open".

2. Find and select the text-only file you converted from Microsoft Word (above).  Click "Open".

3. Go to the "File" menu and select "Save As”.  Select "Unicode (UTF-8)" from the "Plain Text Encoding" drop-down list.  Click "Save".

4. Close the document and reopen it in TextEdit to ensure that you have the text-only UTF-8 compliant version of the file.

5. You must now find and replace certain MS Word auto-formatted punctuation marks that do not convert into UTF-8 text-only.  To do this, follow these steps:

a. From the “Edit” menu at the top of the application select “Find.”  A “Find” and “Replace” window will appear.
b. On the “Find” line, copy and paste an opening quotation mark from somewhere in your text.  On the “Replace” line, type in a quotation mark.
c. Click “Replace All”.
d. Repeat these steps for the following problematic punctuation marks:

i. Curly double quotations – “example” (both opening and closing marks)

ii. Curly single quotations – ‘example’ (both opening and closing marks)

iii. Curly apostrophes – here’s an example (These should be replaced with the single quotation mark, already entered in step ii. above.)

iv. M-dash that results from double hyphens.  Replace the M-dash with 2 hyphens (dashes) in a row.

6. If you need to ensure that any existing special characters are UTF-8 compliant, reenter them by going to the "Edit" menu at the top of the application and selecting "Special Characters..."
7. Save these updates.

8. Now you can copy and paste from TextEdit into KORA text fields. 

� UTF-8 is a standard way of encoding characters for storage and streaming.  For more information about UTF-8, see the Unicode Homepage (� HYPERLINK "http://unicode.org" ��http://unicode.org�) or UTF-8 Sampler (� HYPERLINK "http://www.columbia.edu/kermit/utf8.html" ��http://www.columbia.edu/kermit/utf8.html�).
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