
Processing Text Files for use in IVT

IVT Processing Tools

The IVT includes two editing versions of the browser to assist you in your processing. ”  You can open them from the “OpenIVT.html” file located in the IVT root directory (open it in your web browser), or you can open them directly from the “editors” subdirectory. The first method will open the viewers preset to the right size.  The first editor is the “IVT video only viewer” (filename: ivt_vid_only.html). This viewer shows you only the video, but allows you to move easily forwards and backwards in the video file, and is designed to help you in finding specific passages for double-checking or proofreading your transcript as you review it in Word, while not taking up much real estate on your screen.  

The controls are, for the most part, self-explanatory: a drop-down window allows you to choose the session you wish to see, and other controls allow you to play a video and move forwards and backwards by various increments.  One control is not so obvious:  the “rate” control allows you to play the video at a slower or faster rate.  “1” corresponds to normal speed, with anything less than “1 (e.g., “.8”) moving slower, and anything larger (e.g., “1.2”) being faster.  Negative numbers play in reverse, which is clever, but not overly helpful in most situations.  Slower is good when speech is not clear, and faster is good for proofreading in less time.

The second tool is the “IVT Synch Editor” (filename: ivt_synch_editor.html), which allows you to easily produce the index file you will need to synch the transcript and video, once both are ready.  It’s use is described further in the “Text Indexing” document.

Text Processing, Phase 1, in Word
In this implementation, Word is recommended because it allows easy smart numbering, formatting, and, on a Mac, saving to .pdf.  You can save a lot of time by saving the different products you need in the right sequence, so that you do not have to go back and make the same corrections in multiple files.  You or your project manager will need to customize the “ivt transcript” template included with the IVT files to match your project.  You can copy this file into the My Templates folder in the templates folder of your MSOffice directory so that it shows up in your Word templates menu, or you can just double click on it in the ivt/documentation/tools directory.  If you are customizing it, be sure to save it as a .dot file, then quit and reopen it before using it for a transcript.  You can then use the procedures described below (note:  there are two running headers, so if you are modifying this file, be sure to put in enough dummy text to generate a second page so that you can modify the second header).  Be sure to finalize the content of your text in Word before proceeding to the steps that generate other versions.  Be sure, as well, that you are sizing your window to establish the maximum size for your paragraphs to match the text box on your IVT viewer screen:  we recommend that you size your window to show 16 lines.  The instructions below are for the standard version of the IVT, but you may want to change that to suit your purposes, but you’ll need to adjust your procedures as necessary.  

The ivt transcript template includes two macros, ivt1 and ivt2, that will automate and simplify your processing substantially.  Downloaded macros are, of course, a security risk.  If you have downloaded the IVT from an insecure source, or wish to be cautious, you can choose not to use the macros and do the necessary tasks by hand, as described below.  We have included the text of both macros as a text file in the documentation folder if you would like to enter these macros in your own template or edit them.

For each of the steps outlined below we’ve included instructions for working with or without the macros.

Step 1

Using Macros

1. 
Open your transcript file and remove any blank paragraphs at the beginning and end of the text, as well as any titling or heading information and copy all of its contents to the clipboard:  you want to copy only the transcript text.  You can then close the original file.

2.
Open a new Word file using the ivt transcript template.  locate the cursor on the last line (the first blank line after the header information).  Open Macros (opt + f8) and double-click “ivt1” to run the first IVT macro.  It will ask you for the session number of the transcript you are working on, paste your transcript text in from the clipboard, and format it.

Please note that the ivt transcript template has a very specific titling format, with a single paragraph for the centered title and date (with a line break between its two lines, put there by a shift+enter), and an additional left-justified paragraph that is now set for you to record the interviewer’s name.  

You can modify this template .dot file and change these any way you want, but if you change the number of header paragraphs from 2 to any other number, you will have to modify the macro in order for it to work properly.  Here’s how you do this:

1.
Open the template .dot file in whatever directory you placed it and make your changes.

2.
With that file still open and on screen, open the macro screen (option+f8), select ivt1 and click on the edit button.  That will bring up the macro editor.  Find the ivt1 macro and find this text:

Set origRange = ActiveDocument.Content

    With origRange

          .MoveStart Unit:=wdParagraph, Count:=2

    End With

3.
Then change the “Count:” entry to the number of paragraphs in your customized header.  

4.
You will also need to change the similar entry at the start of the ivt2 macro, which should follow the text of the ivt1 macro in the macro editor.  When you locate this entry, change the “Count:” entry to one less than the number of intro paragraphs (when you get the template, it is set to “1”).

5.
At the end of the ivt2 macro, you’ll also find some lines that insert “<br />” at the end of the first two lines (the title) in the file.  If you change the number of lines in the title, adjust this to match the number of lines in the title.  You are adding this text to the end of all but the last line of the title.  For a three line title, you are adding it to the first two lines (the default as it is now set).

6.
Click the save button, and then the word “W” logo button to return to Word.  Then save the .dot file.  When you select this template to create a new file, it will have your changes included. 

Without Macros

1.
Open a new file using the ivt transcript template and paste the transcript into the body section.  Select all the paragraphs of transcript text and then open the Formatting Palette and click on the “Transcript Text” style (they may already be formatted this way when you paste in the text, but check to be sure).  Then, with all of the paragraphs still selected, open the “Bullets and Numbering” menu from the “Format” menu.  You'll see one of the styles already selected.  Don't change that, but do click on the “Customize” button.  On the new menu, select level "1" and then, in the “Start At” box, select the number of the session on which you are working.  Then click “OK” until you return to the text.

2.
Go through the transcript and remove any blank paragraphs.  Then update the running heads to reflect the session number of the transcript you are editing.

Step 2

1.
Save this file now to the same directory as the source file.  Use the “Save As” command and name it in a way that identifies its content clearly, followed by M1, to show that it is the output of the first macro. Then divide the transcript into paragraphs with a maximum of 16 lines (or, if you have modified the IVT, your new maximum page length).  Each paragraph should automatically begin with an index marker in brackets (if not, you’ll fix it in step 4).  When there is a speaker heading, separate it from the following text by two hard line breaks (shift+return, twice).  Do not use a simple < return>, as that will result in a new page in the final transcript.  When you have completed your paging of the entire transcript, be sure that your document ends on the last line of text (remove all empty paragraphs and do not hit enter at the end of the last text line and create an empty line).

2.
Complete the title information at the beginning of the transcript and adjust the running headers as necessary if you have not already done so.  

3.
Save this file again before proceeding, and then do another “Save As” and save it changing the M1 to M2 before going on.
Step 3

Using Macros

1.
Open Macros (opt + f8) and double-click “ivt2” to run the second IVT macro.  It will complete the formatting of your transcript text, save it, complete additional formatting of a different, txt version for further processing, and then re-open the Word version. If you would like to make a .pdf version of your transcript for distribution or download as a text file, go to the next step.  The text-only file created by the macro will be in the same folder as your Word file:  you will open it to complete the text processing in Text Wrangler as described below. 

2.
If you would like to make a .pdf version, you can now page through the file and check that no orphaned headings or speaker introductions appear at the bottom of a page.  If any do, insert a page break before them to consolidate them with their following text on the next page.  Then, on a Mac, save this file as a .pdf file by choosing "Print," and then "Save as .pdf" on the "Print" menu.  Now close this file without saving it.

Without Macros

1.
Choose “Replace” from the edit menu.  In the “Find what” field, enter the code for the paragraph mark (^p) and in the “Replace with” field, enter the code for the paragraph mark followed by a line feed (^p^l).  Choose Replace All.  Close the “Find” window. 

2.
Save the Word file.  If you would like to make a .pdf version of your transcript for distribution or download as a text file, you can now page through the file and check that no orphaned headings or speaker introductions appear at the bottom of a page.  If any do, insert a page break before them to consolidate them with their following text on the next page.  Then, on a Mac, save this file as a .pdf file by choosing "Print," and then "Save as .pdf" on the "Print" menu.  Now close this file without saving it.  

3.
Re-open the .doc file.  If you made a mistake and saved this file with page breaks in it from the last step, go through and remove the page breaks. Select all the transcript text, including the paragraph immediately preceding the first numbered paragraph.  Open “Find and Replace.”  In the “Find what” field, enter the code for two line breaks (^l^l) (note: this is a carat followed by the lowercase letter “L”).  In the “Replace with” field, enter the HTML code for two line breaks (<br /><br />).  Choose “Replace All.”

4. 
Choose “Save as” and save as a text-only (.txt) file.  Close the .doc file again, without saving it in case you need to go back and use it again for anything.  Open the .txt  file in Text Wrangler for further processing.

Text Processing, Phase 2, in Text Wrangler

Text Wrangler is the recommended tool for processing in this stage because it is free, very easy to use, and extremely powerful, especially in the GREP searches that make this phase of processing a breeze (think about the poor people who prepared our first files before we figured out the GREP searches!).

There are two methods to then proceed.  The first is to use an Apple script you’ll find located in the documentation directory.  It is called ivt tr processing.scpt (there are other .scpt files, but they are for updating older projects, so ignore them).  Copy it to this directory located in your home directory:  
library/application/textwrangler/scripts

Step 1

Open the text-only file in your transcripts directory that was produced by the previous steps  in TextWrangler.  Go to the end of this file and check to see if Word has left any running footer text at the very bottom of your file, and delete it if it has.  Also delete any blank lines or paragraphs at the end.

Step 2

Using the Script

Open the text-only file in your transcripts directory that was produced by the previous steps  in TextWrangler and select this script from the “scripts” menu.  This script will even replace the “xx” in your session header with the appropriate session number, even if you modify the header to suit your project (within reason, of course).  

Without the Script

1.
Open the text-only file saved from Word in Text Wrangler.  You may want to open “text options” on the “Edit” menu to turn on soft text wrapping to make the file more readable.

3.
Locate the cursor at the top of the file, then open the “Find” menu (CMD+F).  Be sure to check the “Use GREP” box.  In the “Search For” box, enter the following (we recommend you copy and paste for accuracy):

\[(\d+)\.(\d+)\]

In the “Replace With” box, enter
</td></tr>\r\r<tr style="display:none;" id="\1,\2"><td class="pagetext"><a href="javascript:returnFind(\1,\2);">\[\1,\2\]<br /></a>\r
Then click on “Replace All.”  You should get a confirmation box showing the number of replacements equal to the number of numbered paragraphs in your document.  Each paragraph (except the first and last) should now be formatted as a table row and table cell (<tr><td>...</td></tr>), and preceded by a header that includes an href Javascript command that includes bracketed paragraph marker text (e.g., <a href=”javascript:returnFind(1,1);”>[1,1]<br /></a>).
4.
Complete the file by adding in the following headers and footers.

Header (simply copy and paste at the top of the file):

<a name="sessionxx"></a>

<table id="Tsessionxx" style="display:none;">

    <tr>

      <td class=pagetext><a name="xx,0"></a>&nbsp;<br />


  <hr />      

<p style="font-size:14px; font-weight:bold;">

Be sure to change the “xx” in “sessionxx” “Tsessionxx” and “name=”xx,0”” with the number of the session you are working on (you can use Find and Replace to do this if you like).  You also need to add some additional markup to your heading text that follows this insert (at least one closing </p> tag, but either other <p></p> or <br /> tags to separate the lines).

Footer (simply copy and paste after the last numbered paragraph at the end of the file (if Word left a document footer at the bottom of  your file, just delete it):

</td></tr></table>

Step 3

1.
This file is now complete.  It formats a single HTML table that includes the text for one session, plus the Javascript commands used by the IVT.  This file is NOT, however, usable by itself.  It is an intermediate step.  Save it now, but give it a name ending with the extension “.html”.   The IVT text.html file now uses Unicode-8 encoding, but even so, when you attempt this save, you may get a pop-up telling you that the file contains “unmappable characters.”  

By saving your Word file as a text-only file, you have removed all smart quotes and other characters that won’t display correctly in HTML, but when you go to save your file as an HTML file, TextWrangler may identify other “unmappable” characters. Text Wrangler does have a “straighten smart quotes feature,” and you can try it, but it doesn’t find everything. If you have residual smart apostrophes or single quotes, elipses (…) etc., you will need to search and replace them by hand (for ellipsis replace “. . .” with “.&nbsp;.&nbsp;.”).  Text Wrangler will give you line numbers for the offending characters, and you can set your TextWrangler preferences to show a line number bar on any (or every) file that makes finding things easy.

2.
When you have successfully saved this file as HTML, you are ready to copy its contents into the text.html  file used by the IVT.  Select its entire contents (cmd + a) and copy them to the clipboard (cmd + c), then go on to the next step.  Once you have successfully copied the contents of this file into the text.html file, you no longer need either it or the text-only file with which you began, and they can be deleted.
Assembling the Final Text and Search Text Files

The IVT uses dynamic HTML that displays your formatted transcripts differently for in the viewer text window and the pop-up search menu.  This is great because it saves space, but also because you only need to prepare one file, and any changes you need to make in your text only need to be made once.  You’ll find a skeleton version of the text.html file  in the pages subdirectory.  It contains the necessary header and footer and a short demonstration sample text.  Both are clearly marked.  Be sure not to delete or modify either the header and footer unless you actually intend to, and be sure to remove the sample text when you are inserting your own.  

Assembling this file is simply a matter of inserting the text you have generated for each session in the proper order in the body section of this file. As you are building your project, you can assemble the text.html file a bit at a time by beginning with even one session file, and then pasting in additional files as they are ready.  Just be careful to paste each new files in the right place.  Here is the procedure:

1.
Open the text.html file in TextWrangler, locate the cursor at the place in which this sequence should appear (after the header and before the footer and in the proper sequence with other sessions you may have already entered)), and paste in the text from the file you prepared from the procedures described above.  Save the file.

2.
For the file for your session to work properly in the viewer, you must, finally, complete an entry in the “sessionIndex” array in the “arrays.js” file in the “js” folder of the IVT.  Open the “arrays.js” file in TextWrangler and locate the “sessionIndex” array. and complete the entry for the session.  The note preceding the array in the file has the information, but, in short, the entry for each session has this form:

[session number, file name, total number of pages, session title],

Do not forget the comma following the bracket, unless it is the last entry in the whole array, in which case there is no comma, but there is a following closing parenthesis and semicolon.  Each time you add an entry, you must also change the last number in the first line of this array to reflect the total number of sessions now in service.  If you open your session in the IVT editor and your session does not appear in the drop-down menu, or the pages do not update past the first page, it is because you have not updated this array.

Note on File locations

For IVT to function properly, the final files you have made here must be in the proper subdirectories to function.  The file structure of the program is, of course, critical.  You can replace text in the program files as you like to include new content or modify the appearance of the viewer, but be sure to make your modifications one at a time and test them.  Javascript is annoyingly sensitive to the slightest miscue in your source files, and debugging can be quite a pain.  Always back up so that you can retrace your steps.

Your other transcript files, the Word .doc file and the .pdf file, if you made one, may be located anywhere you like, but should be kept separate from the IVT and its directories as they are not used by the IVT program.
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