English 593

Textual Editing File Naming, Saving, and Marking Conventions

1. Each page should be saved as one file.  Name the file as follows: abbreviation of poem title, “p,” and the page number (for example fzp1 for the first page of The Four Zoas).  

2. Save each file as text only.  In Word, choose File  and Save As from the menu.  In the Save as Type box, choose Text Only.  Word will inform you that “text only” is not compatible with certain formatting; you will be asked if you want to continue to save in text only format.  Choose Yes.

3. To indicate certain types of additions, deletions, and revisions, use the following marking conventions.  The marking system allows your text to be easily converted for Web viewing.

	Type of Marking
	Marking Code
	Marking Indicates

	Italic
	<I> begins italic text

</I> ends italic text
	In-line revision

	Bold
	<B> begins bold text

</B> ends bold text
	Extra marginal text

	Italic-Underlined
	<U><I> begins italic-underlined text

</U></I> ends italic-underlined text
	In-line revision to a revision

	Bold-Underlined
	<U><B> begins bold-underlined text

</U></B> ends bold-underlined text
	Revision of extra marginal text

	Strike-Through
	<STRIKE> begins strike-through text

</STRIKE> ends strike-through text
	Scratched-out text

	Erasure
	<ERASE> begins erased portion

</ERASE> ends erased text
	Text erased by the author

	Line Break
	<BR> 
	Break between lines

	Paragraph Break
	<P> 
	Break between stanzas


4.  Although a Web browser won’t read text specially formatted in Word, you can use Word’s formatting functions to mark text, but you will have to include the marking codes as well (for example, <I>Italic text</I>.  Formatting the text in Word may help you to see where you have to insert marking codes.

