NOTES ON USING CLASSICAL TEXT EDITOR

John Kilcullen.

A free 30-day demonstration version can be downloaded from http://www.oeaw.ac.at/kvk/cte/
(1) Making a CTE file from scratch

(On editing an existing file see (2) below.)

After installation, start the program, go to menu “file”, “new”. It will open with the cursor in a text window. 

Logically the next step might be to establish a format for the document. However, this is a rather complicated task, so it is best left until you have become familiar with the program. For the time being accept whatever format happens, and modify it later. Once a format is established it can be made a template for future documents. 

(1). The basic technique is to type text into the text window (for another script, e.g. Ancient Greek, go to “keyboard”). For special characters go to “insert” menu, “character/symbol” (rounded quotation marks are on the “characters” tab, em-dash is on the “specials” tab). For bold, italic, superscript, select text, then ctrl+shift+b/i/s. Mostly the text editor behaves like Word. 

(2) When you want to make an apparatus entry, select the text that is to be the lemma for the entry, touch the key F5 (or “insert”, “apparatus reference”), and type in the variant. To return to the text window, touch ctrl+t (or “windows”, “text”). Lemmata can overlap or nest: i.e. it is possible to select for the lemma a phrase that includes words that are already (part of) a lemma for another variant. 
If you want the lemma to be something other than what the program enters automatically, then put the cursor at the end of the lemma, go to “format”, “reference”, and uncheck “visible”. The lemma will be replaced by “#”. To the right of “#” type in the lemma as you want it to appear (ending with “]” and a space).
(3). To make a notes entry, select the text to which the note is to be attached (which may already have provided a lemma for a variant), touch shift+F5 and type in the note, ctrl+t to return to the text. Occasionally ctrl+s to save. (The program gives a choice as to whether you want the notes to have lemmata or only line numbers. The former seems better, and in that case the lemma can normally be just one word, e.g. “dixit”, “Matthei”, “prius”.)

(There can be several apparatus series and several note series. The program itself treats apparatus and notes in the same way. From the text you get to the apparatus or notes by ctrl+a and ctrl+n respectively. If there are several series, a dialogue box opens with a number selected: type the number you want and touch “enter”.)

(4). To enter a crossreference into notes: Go to “options” and make sure that “synchronise always” is turned off. Enter as in (2) the note in which the crossreference is to appear, type in introductory words (e.g. “See above”), click on text window to activate it, move the cursor to the point to which crossreference is to point, then touch shift+F7 (or “Insert”, “Insert crossreference into notes”). To enter a crossreference into the apparatus, enter the apparatus item as in (1), move the cursor and touch F7.

(5). Chapter identifiers: Each chapter heading (or similar text division) must be marked as such. Type in the heading (e.g. “Capitulum 9”), select it, then “Insert”, “Chapter identifier”. (Then lines can be numbered from the beginning of the chapter, if you choose; the running header can show the chapter number.) 
(5b) Put the cursor just before the chapter number and type shift+control+enter. The effect of this is that “Capitulum” does not appear in apparatus and notes, but still does in running headers.

(6). Sections: The document can be divided into sections (e.g. if you want each new section to begin on a new page). Put the cursor where you want the section division, then “Insert”,”section”. (To format a section, put the cursor into the first line after the section division, go to “Format”, “Section”.)

(7). Running header across top of page: “Windows”,”Header and Footer”. The window that opens will be divided by dotted lines if the document is divided into sections. The top line of each division is for the header to even numbered pages, the second line (to which you move by “arrow down”, not by “enter”) is for the odd pages. To insert text that changes for each new chapter, “Insert”, “Header reference”, select an option (e.g. the second last option, “first new chapter on page”). To centre, select text and click on toolbar icon.

(8) At the end of each editing session: Go to “edit”, “update all references”. (This operation may run for a considerable time.) Then go to the beginning of the file and press shift+F9 to find any note or apparatus entry that needs to be “cleaned”, and press F9 to clean it; do this repeatedly until you get the message that nothing more needs cleaning. Save the file (ctrl+s).

(9). Print: To preview, “File”, “Print preview”; “esc” to leave preview. To print, ctrl+p. Or, to make a PDF, go to “file” “make PDF”.
The rest of this section is superseded. To produce a Postscript or PDF file you will first need to install a postscript printer (have your Windows installation CD handy; go to Windows “Start”, “Settings”, “Printers”, “Add printer”, go through the dialogues, choose any manufacturer, e.g. “HP”, and select a printer with PostScript in its name, e.g. “HP Laser Jet 4/4M PostScript”. It doesn’t matter that you don’t have the physical printer.) 

To print “to file” using postscript printer: ctrl+p, drop down the printer name list to the postscript printer, check box “print to file”, click “OK”. Give filename a “.ps” extension. This .ps file can be converted to a PDF file using Acrobat Distiller (included in Acrobat Writer – not free); or try http://www.pdf995.com/. With Acrobat Writer installed, in Windows Explorer double click on a file with a “.ps” extension and Distiller will produce a PDF file.

(2) Editing an existing file

Your first experience of CTE may be the editing of a text someone else has worked on.

Find the file in Windows Explorer and double click; it should open in CTE.

(10) Go to the “options” menu and click on “synchronise always” if it has a tick beside it. (Unticking this unsynchronises the windows, so that you can move the cursor in one window without affecting the others – necessary for entering cross references.)

Spend a few minutes familiarizing yourself with the several windows. “Ctrl t” takes you to the text window, “ctrl n” to the notes window, “ctrl a” to the apparatus window. (If there are several notes or apparatus windows type the appropriate number and press “enter”: “ctrl n 2 enter” takes you to the second notes series.)

(11) Move the cursor to the part of the text where you want to edit. Press F6 to synchronise the windows (temporarily – this will not re-activate “synchronise always”). This will bring to the screen the corresponding part of the apparatus and notes windows.

(12) Text in the text window can be amended as in Word.

(13) In the Notes and Apparatus windows, some text (namely the lemma) is highlighted in pink. To delete an entry in notes or apparatus, delete the pink text by highlighting it (mouse or ctrl+shift+arrow) and then pressing ctrl+delete (this removes the link between text and note); the rest of the entry can be deleted (or moved into another note) as in Word. To amend an entry, amend the non-pink text as in Word. The pink text reflects the content of the text window, and cannot be amended directly; it will change when the text changes. If you want to link the note to a different lemma, delete the pink text (as above), select a different segment of text in the text window, and make a new note (as in (2) or (3) above). Each note or apparatus entry should end with a line end, and only one: on the screen the next pink text should appear at the beginning of the next line

The other operations in editing an existing file are the same as in making a file from  scratch. Note that macros can be recorded and played from the “options” menu.

(3) Format of the document

When you do “print preview” or print, you may not be satisfied with the format. 

(14). To establish the format of a new document, go to menu “Format”, “Document”. Use F1 to get help on the document format dialogue box. (For suggested values, see Appendix 1 below.)

(15). To reformat an existing document, you need to go through the “Format”, “Document” process in (14), but you must then in part repeat the formatting for text, apparatus and notes, as follows.

(16). To reformat the text, select the whole text (put the cursor at the top of the file, then ctrl+shift+end). Then “format”, “font”, and choose the font you want. (Another method for setting font values is to use the drop down font menu on the tool bar. Click on the correct entry even if it already appears in the window.)

(17) With the whole text selected, go to “format”, “paragraph”, and insert appropriate values (e.g. as in Appendix 1). You also need to format the contents on the inner margin of the text, which includes the line numbering of the text: to do this, still in the “format”, “paragraph” box, click on the button “inner margin” and insert appropriate values; then click on the “font” button on the inner margin box and insert appropriate values; “OK”, “OK”, “OK”.

(18). To reformat apparatus, ctrl+a to put the cursor into the apparatus window, select the whole content of the window, go to “format”, “paragraph”, and insert appropriate values (as in Appendix 1). There will be no need to format the inner margin. 

(19). While the cursor is in the apparatus, go to “format”, “notes/apparatus settings” and enter suitable values (see Appendix 1).

(20). Repeat (18) and (19) for notes (to get to notes, ctrl+n).

(21). Format changes will not take effect until you update the references. Go to “edit”, “update all references”. To see effect, go to “file”, “print preview”.

(22). Make a template: When you have got the format as you want it, “File”, “Save as template”, choose a suitable name. In future, to open a new file based on this template, go to menu “File”, “New from template”. 

Note that text pasted in from another application by way of the clipboard will keep its own format, whatever the format of your template. CTE will also import Word files with footnotes in Critical Text Editor format (see below, Appendix 2, on importing), but again the imported material will not automatically conform to the format set by the template. Pasted in or imported material needs to be reformatted as described above.

(23). Group Sigla: CTE provides the possibility of automatically inserting sigla for families as well as for individual manuscripts. “Format”, “Sigla”,”new” (whereupon “X” will appear in two windows), in the “Edit siglum” window type in the siglum you want to use (which will override the “X” when you “apply”), and in the “Manuscripts” window type in a number or numbers; click “Apply” and close. A siglum can stand for one MS or for a group or sub-group of several MSS; if for several, then type into the “Manuscripts” window the numbers representing the individual members, separated by commas.

Use this method to define a set of sigla such that the sigla for groups and subgroups come before the sigla for their members. (Sigla can be reordered – select the siglum, then click the “up” or “down” button.) 

In the “apparatus” window, instead of sigla type in a number (or numbers separated by commas), e.g. “1, 2, 3, 4” (or use “Insert”, “Sigla”, shortcut F3). After editing is complete or has reached a stage, “Edit”, “Sigla”, “Build all” – the numbers will then be replaced by the sigla. The program will pick out the groups even when the numbers occur out of order. To reverse the build (e.g. preliminary to defining a different grouping), “Edit”, “Sigla”, “Solve all”.

See “Help”, “Features”, “Sigla and Manuscripts”.

To convert existing entries to CET sigla, replace existing siglum (e.g. We) with a number (e.g. 1), replace all (match case), then Edit, sigla, build all. Existing sigla for which no numbers have been substituted will remain in their existing form. (Problem: Anything that includes a number, “passage 1”, “part 1” etc., will become a siglum.) Substitute number without space or comma, to preserve “Pam” etc.
APPENDIX 1: Format

Eliminate all extra spaces, i.e. use only one “enter” to mark a paragraph, and let the formatting establish the appropriate distance between paragraphs. (Though there may be some places where you want to use an extra space to mark a section within a chapter.)

Search in the text to each chapter heading (e.g. to “Capitulum”), select it, go to “Insert”, select “chapter identifier”. Go to “format”, “paragraph”, and check “Keep with next”. Put the cursor just before the chapter number and type shift+control+enter. 

The values suggested below produce an approximation to the format of William Ockham, Opera Politica, vol. 4. (Where there is an item in the dialogue box for which no value is suggested below, accept the default value.)

Go to: “Format” Menu, “Document Format”
Page tab

Vertical Position

Top 2.32

Bottom 20.20

Header 1.40

Footer 20.20

Mirror: Even pages

Page number:

X: 13.40, +-0.00 Y: 1.40

align Outer margin

Font: Times New Roman 10

Line numbers: Inner margin chapter, outer margin none
Every 5 lines

Leave unchecked “Page line numbers in notes”; next box, “1,2…”
Margin separator: |

Templates tab:

In the drop down window select “Text”
Click on “Paragraph” button

From Margin 2.0

Bounding width 11.40

Align: Justified

Left 0.00

Right 11.40

Indent 0.50

Line Spacing 13.0 pt

Space before 0.0

Below 6.0

Check widow, orphan 

Still in the “paragraph” dialogue box, click on “Font” button: 

Times New Roman 10

OK

[back in the “paragraph” dialogue box]

Click on “Inner margin” button.

From Margin 0.80

Bounding width 0.80

Align outer margin
Left 0.00

Right 0.80
Line spacing 13.0

Space above: 0

Below 6.0 pt

Still in “inner margin” dialogue box click “Font”
Times New Roman 8 
OK, 
Back in “inner margin” box

Show line numbers: Chapter

Print every 5

OK, 

[back on the “paragraph” ]

“outer margin”
From 16.00

Bounding Width 2.00

Left 0.00

Right 2.00

Indent 0.00

Align: inner margin

Line spacing 13.0

Space above 0.0

Below 0.00

Show line numbers: none
Print every: blank

OK, OK

Back on templates

In the drop down window select “Header & Footer”
Based on: Text

Click on “Paragraph”
Click on “Font” button: Times New Roman 9

OK, OK

[back on “templates” tab]

In the drop down window select “Notes1”
Based on Text

Click on “Paragraph”
Align left [non-justified footnotes have less white space]

Line spacing 10.00

space below 0.0

Click on “Font” 

Times New Roman 8

OK OK

[back on “templates” tab]

In the drop down window select “Apparatus 1”
Based on Notes1

In the drop down window select “Apparatus 2”
Based on Notes1

[this completes “templates tab”]

Notes tab

Footnotes Order Apparatus 1, Notes 1, Notes 2.
Print note: at bottom of page

If spacing 5.00

Above Text Min 1.00

Above notes Min 0.25

Between notes min 0.40

Break if Free 3.00

Between Chapter and line: .

OK

Back in the text, go to the apparatus window (ctrl+a)

Go to menu “format” “Notes/Apparatus Settings”
Style Tab

Input style: Text reference

Use: Chapters

Show: Chapter, Line

Options Tab

Check “Para on Page Break”
Fonts:

Text references 8

Line numbers Times New Roman 8 Bold

Footnote numbers Times New Roman 8 Bold (not superscript)
Indices Times New Roman 5, superscript
Strings tab

Bracket ]

Between references ^s^=|^#^=
Between lines: ^=

After line numbers ^s^=

Sections
See section (6) above. To prevent line numbers from being shown in this section (e.g. in a preface or introduction), select all the paragraphs in the section, so to “format”, “paragraph”, “inner margin”, “show line numbers” “none”, then the same for “outer margin”.
Running Headers

See section (7) above.

APPENDIX 2: IMPORTING FROM CET

The developer of CTE has included provision for importing “CET style” Word files (i.e. with variants and references as footnotes in the format described in http://homepage.ruhr-uni-bochum.de/Bernt.Karasch/cet/cetwysia.htm). (CTE will also export files into that format; go to “file”, “export”.) 

If your file has already been processed in CET and exists as a text tile with CET coding, it cannot be imported in that form directly into CTE. First it needs to be converted into a “CET style” Word document. This can be done by my VBA procedure “cet2Wd”, contained in the Word template ReconstrWit.dot, which can be downloaded from http://www.humanities.mq.edu.au/Ockham/DialArchive.html. (For the output of this procedure see “Output of cet2Wd”, linked to Archive.html. The footnotes in the file produced by cet2Wd are not numbered in order from the top of the file, but each footnote has a unique number, and that is enough.) So the process of translation would be: run cet2Wd on the CET-coded file and import the output into CTE.  

Before importing, “Options”, “Preferences”, “RTF import”. Check the box “CET-style document”. 

In the drop-down menu in “Footnotes to” box, click on “notes1”, and in the “New value” box type “z”.

Similarly change value for “notes2” to “b” and “apparatus1” to “a”.

This should not need to be done again after the first time.

Import: “File”, “Import”, double click on file name. (If the file is a long one, the computer may seem to freeze. Leave it for some considerable time.)

Format the imported file: Format, Number of notes/apparatus, “number of notes” 2, “number of apparatus” 1. 

Go to “Windows”, “Header & footer” and delete any numbers left here by Word (it may leave Document numbers).

Go through the text and insert chapter identifiers, sections, headers, etc., as above. Correct formatting if necessary, as above. Extra items can be added to apparatus and notes, as above.
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