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Introduction

Thank you for using NoteStripper for Microsoft Word!

NoteStripper provides a variety of tools for working with notes. Using NoteStripper, you can:

1. Strip Word’s embedded, automatically numbered footnotes or endnotes to the bottom of a document (or section) as numbered text, replacing the note reference numbers in the text with superscript numbers. (This is especially useful if you need to import a document with notes into a typesetting program, such as QuarkXPress or PageMaker, without losing character formatting, such as italic.) You can also strip them inline with any typesetting codes you specify for use in such programs as Ventura or Kytek’s fXT Quark XTension.

2. Strip text notes at the bottom of a document into embedded footnotes or endnotes.

3. Strip embedded footnotes or endnotes into parenthetical text.

4. Strip parenthetical text into embedded footnotes or endnotes.

NoteStripper also includes various utilities to make working with notes easier.

This version of NoteStripper (3.00) includes several enhancements and fixes over previous versions:

1. The ability to strip notes to or from the ends of sections.

2. The ability to include tags around notes and to strip them inline for use in such typesetting programs as Corel Ventura, TeX, and fXT, with great flexibility in specifying tags and placement.

3. The ability to turn inline, tagged notes into embedded notes.

4. The use of Footnote Reference and Endnote Reference character styles (rather than just superscript) to format note numbers when stripping notes to text.

5. The addition of two new note formats: (1) tag, number, tag (for better number alignment), and (2) en space, number, en space (for traditional typographical alignment).

6. The true deletion of notes that were deleted during editing with Revision Tracking on, which a bug in Word otherwise prevents from being deleted.

7. The preservation of numbers that begin the text of a note (“1999 was a good year . . . ). In previous versions, these were seen as part of the note number being stripped and were thus deleted.

I strongly recommend that you try NoteStripper several times on a variety of test documents until you understand fully how it works and what it can do. Also, before running NoteStripper at any time, be sure to back up your documents. That way, you’ll have something to go back to if you’re not satisfied with the results.

By using NoteStripper, you accept the terms of agreement found at the end of this document. The first time you run NoteStripper, the terms of agreement will appear on your screen. Please read them carefully. If you accept the terms, you will be able to use the program. If not, you will not be able to use it.

Macros and Templates

NoteStripper is basically a collection of macros in a template (named Stripper.dot). You don’t use this template as you would an ordinary template by attaching it to a document. If you try to do that, you’ll run into problems. Instead, you “add” it to Microsoft Word as a global template or add-in (see installation instructions below).

Because the template contains macros, some virus-checking programs or even Word itself may warn you that the template could contain Word viruses. Please rest assured that it does not. Our macros have been carefully checked and tested to make sure they are safe and usable. To ensure your security, you should download the program directly from our Web site at www.editorium.com.

Please do not rename any of the NoteStripper macros, copy them to another template, or remove them from the NoteStripper template. NoteStripper uses these macros in combination and will not work properly if they have been copied to another template or renamed, or if some of the macros are no longer present.

Installing NoteStripper

To install the program:

1. Unzip (or unstuff) the program files so that they’re all together in a single folder or on your desktop. (If you need software to unzip or unstuff the program, you can download it from www.winzip.com or www.aladdinsys.com.) You cannot install the program by just opening the zip file and double-clicking one of the files.

2. After the files are unzipped, open the file named “Install NoteStripper.dot” in Microsoft Word by clicking File > Open, selecting the file, and clicking the Open button. Do not open the file by double-clicking it outside of Microsoft Word. If you do, you’ll run into problems later.

3. If Word asks if you want to “enable macros” when opening the file, your answer should be yes. Otherwise, the program won’t work. If Word tells you that the macros have been disabled, you’ll need to change your macro security settings and then restart Word before installing. Please see the “Troubleshooting” section at the end of this document for more information.

4. Double-click the large button that says “Double-Click here to Install.” This will install NoteStripper as a global template or add-in, which simply means that the program will be saved to Word’s Startup folder and will thus be available any time you start Word.

5. Restart Word to activate the program and display the NoteStripper menu at the top of your Word window. In Word 2007, the menu will be displayed under Word’s “Add-ins” menu.

If that doesn’t  work, you can install the program manually. With Microsoft Word closed:

1.
On your computer desktop, double-click My Computer. (On a Macintosh, open your hard drive. Then continue with step 5, below.)

2.
At the top of the window that opens, you’ll see a “Tools” menu. Click that, and then click “Folder Options.”

3.
Click the “View” tab and make sure that “Show hidden files and folders” is selected. Then click the OK button.

4.
Back in the window for “My Computer,” double-click your local hard drive, probably “C.”

5.
Open the folders named, consecutively within each other, Documents and Settings > [your name] > Application Data > Microsoft > Word > Startup. (On a Macintosh, open Applications > Microsoft Office > Office > Startup > Word.)

6.
Put the file named “Stripper.dot” into the Startup folder (on a Macintosh, into the Startup > Word folder).

7.
Restart Microsoft Word.

Uninstalling NoteStripper

To uninstall the program:

1. Open the file named “Install NoteStripper.dot” in Microsoft Word by clicking File > Open, selecting the template, and clicking the Open button. Do not open the file by double-clicking it outside of Microsoft Word. If you do, you’ll run into problems later.

2. If Word asks if you want to “enable macros” when opening the file, your answer should be yes. Otherwise, the program won’t work. If Word tells you that the macros have been disabled, you’ll need to change your macro security settings in order to use the program. Please see the “Troubleshooting” section of this documentation for more information.

3. Double-click the large button that says “Double-Click here to Uninstall.”

If necessary, you can remove the template manually from Word’s Startup folder:

1.
On your computer desktop, double-click My Computer. (On a Macintosh, open your hard drive. Then continue with step 5, below.)
2.
At the top of the window that opens, you’ll see a “Tools” menu. Click that, and then click “Folder Options.”
3.
Click the “View” tab and make sure that “Show hidden files and folders” is selected. Then click the OK button.

4.
Back in the window for “My Computer,” double-click your local hard drive, probably “C.”
5.
Open the folders named, consecutively within each other, Documents and Settings > [your name] > Application Data > Microsoft > Word > Startup. (On a Macintosh, open Applications > Microsoft Office > Office > Startup > Word.)
6.
Remove the file named “Stripper.dot.”
7.
Restart Microsoft Word.

Stripping Notes to Text

You may know that it is possible to turn embedded notes into text simply by saving a document in text format. A disadvantage of doing so is that all character formatting is lost. Because notes typically contain lots of book titles in italic, this is a serious problem—thus the need for a program that will strip embedded notes to text while leaving their formatting intact.

NOTE: If you’ve used Word’s Revision Tracking feature in your documents, you’ve probably noticed that Word has a bug that prevents it from actually deleting notes when Revision Tracking is turned on. The notes are marked as deleted in your document text, but if you open the notes pane and look, they’re still in there. NoteStripper will actually delete such notes before proceeding. If it didn’t, these semi-deleted notes would cause problems. NoteStripper will, however, leave your other tracked revisions intact.

To strip notes to text, click the NoteStripper menu at the top of your Word screen. Then click “Notes to Text.”

NoteStripper will ask which documents you would like it to work on:

1. The active document.

2. All open documents.

3. All documents in a folder.

Choose the option that fits your needs.

Stripping All Documents in a Folder

If you need to strip notes from all documents in a folder, first copy them to a working folder called something like “Copy.” That will leave your original documents intact in case you need something to go back to. Also, make sure only the documents you want to strip are in the Copy folder. Then you won’t inadvertently strip, say, some press-ready documents that you have spent many hours editing and formatting. Show all files to be sure.

In addition, make sure none of the documents is protected or read only. NoteStripper strips your documents and then saves them. If the documents are protected or read only, NoteStripper will not work. You may also run into problems if your files need to be converted into Microsoft Word from a different word-processing format. Please make sure all of your files are in Microsoft Word format before running the program.

If you select the option to strip all the documents in a folder, NoteStripper presents a dialog box that allows you to select the folder to which you have copied the documents to be stripped (leaving your original documents safe in their original folder). After you have carefully selected the Copy folder (don’t get the wrong one!), click the OK button or press ENTER to continue.

NoteStripper strips out notes in order from the beginning to the end of a document. That means if all of your chapters are in one section in a long document, the notes will be stripped and numbered consecutively throughout the document and not within each individual chapter. If you want your notes to be numbered starting with 1 in each chapter, you’ll need to separate your chapters with section breaks or put each chapter into an individual document.

NoteStripper Options

After letting you choose the documents you want to work on, NoteStripper presents you with certain options about how it will run.
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Notes to Strip

The first option lets you choose the type of note to strip:

1. Footnotes.

2. Endnotes.

3. Both footnotes and endnotes. Most of the time, this is the option you’ll want to use.

If you choose both footnotes and endnotes, NoteStripper will convert your endnotes to footnotes and then strip all of the notes together. If you try to strip footnotes first and then strip endnotes later, you’ll end up with duplicate note numbers in your document, which you don’t want. I’ve included the option to strip footnotes or endnotes separately, however, for the day when, for some reason, you need to do so. If I know publishing, that day will come sometime.

To Location

The second item lets you specify the location where you want the notes to go. You can place them in these locations:

1. End of document or section. If your document doesn’t have sections, this option will correctly strip notes to the end of your document. Otherwise, it will strip them to the ends of the sections containing the notes.

2. End of document only. This option strips notes only to the end of the document and not to the ends of sections. If your document has sections and you’re planning to re-embed the notes later, don’t use this option. If you’re going to get rid of section breaks later, and you really do want all notes at the end of the document, this is the option to use.

3. Inline before reference number.

4. Inline after reference number.

“Why,” you might ask, “would I want to place my notes inline?” You may need such an option if you’re stripping notes to text so you can import them into certain typesetting programs. Corel Ventura, for example, needs to have notes inline. Kytek’s fXT XTension for QuarkXPress also works best if notes are stripped inline before the reference number. For more information, consult the documentation for your typesetting program.

There are two last options here: “Number by section” and “Include carriage returns.”

Number by Section. If you select “Number by section,” NoteStripper will restart note numbering at 1 for each section rather than numbering notes consecutively.

Include Carriage Returns. If you’re stripping notes to the end of the document, you’ll almost always want to include carriage returns. In fact, if you choose the option to strip notes to the end of the document or the ends of sections, the option to include carriage returns is automatically checked, even if you previously unchecked it for some other option. If you want it off, you can turn it off, but you’ll have to work at it. Someday you’ll thank me for making it hard. If this option is checked and you’re stripping notes to the end of the document, NoteStripper will simply include the carriage return that came at the end of each note—thus preserving the paragraph style of the note (such as Footnote Text). If you’re stripping notes inline, NoteStripper will still include that carriage return, but it will also insert an additional carriage return at the beginning of each note. If you need to customize this further (such as including a carriage return at the beginning but not at the end of an inline note), turn this option off and include carriage return codes with your notes as explained below under “Codes.”

Note Number Format

The third item lets you choose the style of note numbering to use in the extracted notes:

1. A number followed by a period and a space.

2. A number followed by a period and a tab.

3. A superscript number followed by a space. (“Superscript” here actually means the Footnote Reference or Endnote Reference character style, however it’s formatted.)

4. A superscript number. (“Superscript” here actually means the Footnote Reference or Endnote Reference character style, however it’s formatted.)

5. A number preceded by a tab and followed by a period and a tab. (This option makes it possible to align note numbers on the tabs.) NOTE: If you’re planning to re-embed your notes later (see “Stripping Text to Notes,” below), don’t use this option. Instead, use option 1, 2, 3, or 4.

6. A number preceded by an en space and followed by a period and an en space (the traditional typographical way of setting note numbers in a list). If you have less than ten notes, no en space will be added. If you have ten or more notes, the appropriate number of en spaces will be added to align all of your note numbers properly. NOTE: If you’re planning to re-embed your notes later (see “Stripping Text to Notes,” below), don’t use this option. Instead, use option 1, 2, 3, or 4.

Other numbering options, such as letters, Roman numerals, and special characters, are not available.

Codes

If you like, you can add typesetting codes to your notes so they can be imported into programs like Corel Ventura, fXT, and TeX. Your options are:

1. Include codes. Instructs NoteStripper to include codes. It also makes available the other coding options below.

2. Hide codes. Hides the codes around the notes so that if you’re adding other typesetting codes, the note codes won’t get in the way. For example, the Editorium’s QuarkConverter program can insert a Quark XPress tag that will prevent a hyphenation break on the last word in a paragraph. This tag would not work properly, however, if it was inserted in the middle of a note code. So NoteStripper gives you the option to hide these codes in case you have other processing to do that might affect them. It hides them simply by formatting them with Word’s Hidden formatting (Format > Font > Hidden).

3. Omit reference number. Some typesetting programs, such as Corel Ventura, don’t need a reference number included with note coding. This option allows you to leave it out.

4. Omit note number. Some typesetting programs, such as Corel Ventura, don’t need a note number included with note coding. This option allows you to leave it out.

Under these options are text boxes where you can insert the codes you need to include with your notes. You can include:

1. Codes before the reference number.

2. Codes after the reference number.

3. Codes before the note.

4. Codes after the note.

To include the codes you need, type them into the appropriate boxes. You can also leave a box or boxes blank. You can include a paragraph code and a counter code (as defined by NoteStripper) in each box. (You cannot use the paragraph code in the document itself, or NoteStripper will convert it into a carriage return.)

The paragraph code is:

||p||

This code tells NoteStripper to insert a carriage return at the point where you include the code.

The counter code is:

||c||

NoteStripper will insert an incremented number at the point you insert one of these codes, starting with 1 and ending with the number of your last note (for the document or section, depending on your settings). For example, if you have 15 notes, the counter would start with 1 and end with 15. Here’s an example of the codes needed before and after an inline note with Kytek’s fXT XTension for QuarkXPress, showing the counter code in use: 

[[FR f||c|| M=20p]]

[[E f||c||]]

In the document itself, NoteStripper would enter the following actual codes for note 7 (for example):

[[FR f7 M=20p]]

[[E f7]]

After you’ve set your options and entered any codes you need, click “OK” to have NoteStripper strip out the notes. If there are lots of them, it may take awhile, so please be patient. When NoteStripper is finished, it will let you know.

Please note that NoteStripper turns off marking of revisions while it works.

Stripping Text to Notes

Stripping text to notes means transforming text notes at the end of a section or document into “embedded” Word footnotes or endnotes—the kind you get by clicking the “Insert” menu, clicking “Footnote,” and clicking the other note options you want to use. Embedded notes are easy to edit because they automatically renumber—you don’t have to change note numbers by hand if you delete notes or add them. In addition, if you have a mass of typed notes that are misnumbered, stripping text notes to embedded ones numbers the notes consecutively as they should be.

Definitions

To keep things clear, here are definitions for several terms that are used often in the instructions that follow:

Body text: The main text of your document.
Note reference: A superscript character in body text that refers to a note.

Note: A footnote or endnote.

Note number: The number at the beginning of a note. (Not to be confused with a note reference.)

Note text: The text of a footnote or endnote.
Here is a sample “document” that contains all of these elements:

This is body text, followed by a note reference.1
1. This is a note. It begins with a note number and contains note text.

Rules for Stripping Text to Notes

Before stripping text notes to embedded notes, you must make sure your document follows certain rules:

1. It must have the same number of notes and note references. If the number of notes and references appears to be different, the program will tell you, and you’ll have to fix the problem before the program will run. The problem may be that some of your note references are formatted as raised rather than superscript, so NoteStripper doesn’t see them as references. Or, you may have a space or tab in front of some of your notes. If so, NoteStripper won’t see them as notes and so won’t count them. Another possibility is that whoever typed the note numbers (not references) sometimes used ells for ones. If a note has more than one paragraph, and one of those additional paragraphs starts with a number [“1999 was a good year . . .”], NoteStripper will see it as a note number, which will also mess up your count, so you’ll need to edit such paragraphs so they don’t begin with a number. If your document has sections, it must have the same number of notes and note references within each section, which is why it may not be a good idea to strip notes to text to the end of the document only and not to the ends of sections (see “To Location” under “Stripping Notes to Text,” above).

2. Note references must be formatted as superscript, either directly or with a character style, or with the Footnote Reference or Endnote reference character style. If they’re formatted not as one of those but as raised text (or something else), the program won’t work. If you need to, you can use Word to find raised formatting and replace it with superscript formatting before using the program. (Note references don’t have to be numbers; they can also be letters or other characters. They cannot, however, be embedded note reference numbers, which are not actually numbers but are rather a special code.)

3. If you tell the program to find note numbers formatted as superscript (see “How to Strip Text to Notes,” below), nothing but note references must be formatted as superscript in your document’s body text. This is because the program sees any other superscript body text (as  in “1st” or “2nd” or “3rd” or “4th”) as a note reference. Your note numbers, however, can be superscript without causing any problems. Watch out for spaces that have been formatted as superscript—but you can search for these, just as you can ordinals. If you tell the program to find note numbers formatted as Footnote Reference or Endnote reference character styles (see “How to Strip Text to Notes,” below), then you don’t have to worry about this.

4. Note references must be positioned in your text where you want the embedded notes to be. In other words, the embedded notes will be placed where the note references initially appear.

5. The notes must be the last thing in the document or section of the document. They must follow the body text at the end of a section or document, and they can’t have other text following them within a section or at the end of a document. If they do, the program will see that text as part of the last note.

6. Each note must begin with a note number, include some note text, and end with a carriage return. A note cannot begin with a space, tab, or other non-numerical character. Numbers only! Otherwise, NoteStripper has no way to recognize a note as a note. (You can search for problem notes with the code string ^p^w^# using Word’s Find feature. This will find any number preceded by a tab or space preceded by a carriage return.) A single note may, of course, include more than one paragraph.

7. Note numbers must be composed of numbers: 1, 2, 3, 4, 5, 6, 7, 8, 9, and 0. Letters and other characters will not work because the program sees them as note text, not as part of a note number. (Note: Previous versions of NoteStripper saw an initial number following a note number [“3. 1999 was a good year . . .”] as part of the note number and stripped it out. This problem is now fixed.)

Fortunately, most reasonably formatted documents already follow these rules. That means you may not have to do anything to your document before stripping text to notes. However, it doesn’t hurt to look over a document and make sure that the rules have been followed. (And be sure to back up your document before running the program in case you don’t get the results you wanted.)

You should also know that note numbers can be followed by a period and a space (or a tab), but they don’t have to be. Note numbers can have any formatting, including superscript, and they can have any number of digits. Also, you can have as many notes as you want. Finally, your document can include notes that are already embedded. The new notes will be stripped in with the existing notes where they belong.

Here is an example of a document that would work properly:

This is body text.1 This is body2 text. This is body text.3
1. This is note text.

2. This is note text.

3. This is note text.

Here’s another example, using superscript note numbers:

This is body text.1 This is body2 text. This is body text.3
1This is note text.

2This is note text.

3This is note text.

And believe it or not, this example would also work just fine because it follows the rules above, however strange it may look:

This is body text.54 This is bodyabc text. This is body text.2
33. This is note text.

4500
This is note text.

8This is note text.

In each of these cases, after stripping text to notes, you’d get a document that had the notes embedded and automatically renumbered. The document would look like this (with the notes embedded, of course):

This is body text.1 This is body2 text. This is body text.3
1 This is note text.

2 This is note text.

3 This is note text.

How to Strip Text to Notes

To strip text to notes, follow these steps:

1. Open the document in which you want to strip text to notes.

2. Place your cursor at the beginning of the notes, either at the end of a section or the end of your document. (This is so important that the program will ask you if you have done it. If you haven’t, but you say you have, the program will see any paragraph beginning with a number [like this paragraph] as a note and report that you have unmatched notes and note references.)

3. Click the NoteStripper menu at the top of your Word screen.

4. Click “Text to Notes.”

5. Answer the questions that appear on your screen.

The following dialog will be displayed:
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Select the options you want to use. You can have the program look for note references formatted as superscript, Footnote Reference character style, or Endnote Reference character style. Which one you choose, of course, depends on how the note references are actually formatted in your document. Usually, they will simply be superscript, and even if they’re formatted with one of the character styles, they are still likely to be superscript. Let’s say, however, that they’re formatted with one of the character styles, and you tell the program to find note references formatted with that style. Then your document can contain superscript text other than note references without warning you that note references and note numbers don’t match. Please note, too, that NoteStripper’s Notes to Text feature (see above) does format note references in the character styles and not just as superscript.

After the program runs, your typed notes will be embedded as automatically renumbering Word notes. Then, if you like, you can use Word’s note options to change numbering schemes, formatting, and so on. See your Word documentation for more information.

Stripping Delimited Text to Notes

On occasion, you may encounter documents with notes included as inline text in some kind of delimiters, <<like this.>> You can use NoteStripper to turn such notes into true embedded footnotes or endnotes. Tagged text from typesetting programs—Ventura, for example—often includes delimited notes, as do many public-domain texts available on the Internet. To use this feature:

1. Click the NoteStripper menu.

2. Click “Delimited Text to Notes.”

3. Specify the documents you want to use.

3. In the dialog box, enter the beginning and ending delimiters used with your inline notes. You can use Word’s standard Find codes in these boxes if you need to. For example, you can use ^p to specify a carriage return and ^t to specify a tab.
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4. Select footnotes or endnotes.

5. If your document contains more than one section, you can tell the program to restart numbering at 1 in each section. If you don’t select this option, notes will be numbered consecutively throughout the document.

6. Click the “OK” button.

Stripping Notes to Parenthetical Citations

In some documents you may decide that source citations should appear in parentheses rather than in footnotes or endnotes. In that case, you can use NoteStripper to strip out Word’s embedded notes and place the note text in parentheses where the note references used to be. You can do this with footnotes, endnotes, or both.

To do so:

1. Click the NoteStripper menu at the top of your Word screen.

2. Click “Notes to Parenthetical Text.”

3. Answer the questions on your screen.

Your notes will be converted into parenthetical citations.

After the program is finished, you may want to go through your document to see if some of the citations should be in brackets rather than in parentheses. This would be true if the program placed a parenthetical citation at the end of text that is already in parentheses, or if your notes already contained publication information in parentheses. I’ve provided a program to help you solve this problem. To run the program, click “Check for Nested Parentheses” under the NoteStripper menu. The program will identify the first nested parentheses it sees. Then it will stop so you can fix them. To find more nested parentheses, run the program again. For ease of use, this program is also available from the NoteStripper button bar.

Stripping Parenthetical Citations into Notes

In some documents you may decide that source citations should appear in footnotes or endnotes rather than in parentheses in the document’s body text. In that case, you can use NoteStripper to strip out the parenthetical citations and turn them into Word’s embedded, automatically renumbering footnotes or endnotes.

To do so:

1. Click the NoteStripper menu at the top of your Word screen.

2. Click “Parenthetical Text to Notes.”

The program will ask you to choose the type of notes you want to convert:

1. Footnotes.

2. Endnotes.

Click the option you want, then click “OK.”

Next, the program will ask you to choose the type of entries you want to convert:

1. All entries.

2. Individual entries.

Click the option you want, then click “OK.”

If you select “Individual entries,” the program will find each occurrence of parenthetical text and present you with several options:
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1. Convert the current entry.

2. Go to the next entry, leaving the current entry untouched.

3. Undo the previous conversion.

4. Convert all remaining entries from the cursor position to the end of the document.

5. Cancel the program at the current cursor position.

Converting entries individually takes longer than having the program do them all automatically, but it allows you to preserve parenthetical text that should not be turned into a note. If you’re certain that everything in parentheses should be turned into a note, click “All entries.”

If you have only a few places where parentheses should be preserved, and you know where they are, you could manually change them into something like three “at” signs: @@@. Then you could have NoteStripper automatically convert the other parenthetical citations. Finally, you could go back and change all occurrences of three “at” signs into the proper parentheses.

Transposing Reference Numbers and Punctuation

After you’ve stripped parenthetical text to notes, you may find that you’ll need to transpose reference numbers and punctuation, depending on the format of your original parenthetical text. For example, if you’ve formatted parenthetical text the way it appears after this sentence, you’ll have no problem. (Lyon, Using NoteStripper, p. 10.) This parenthetical note is self-contained because the preceding sentence and the note itself both end with a period. The note text will convert perfectly into an embedded note because it ends with a period, and the reference number will appear to the right of the sentence’s period, where it belongs, like this.1
However, if you’ve formatted parenthetical text the way it appears after this sentence, you’ll have problems (Lyon, Using NoteStripper, p. 10). The text of the note will be embedded without a final period because the text inside the parentheses has no period. In addition, the reference number will appear to the left of the sentence’s period, like this1. (I’m tempted here to go off on a diatribe about other reasons why this form of citation is wrongheaded, but I’ll try to resist.)

As part of NoteStripper, I’ve supplied a program to help you fix this problem. The program transposes each reference number with the punctuation that follows it. Depending on how your notes are punctuated, however, the program may not fix them perfectly. After running the macro, you’ll need to look at your notes to make sure they’re formatted and punctuated to your liking. If your notes had no terminal punctuation inside their parentheses, you’ll have to add it after they’re embedded. Sorry, but this is too complicated for a program to handle automatically.

To transpose notes and punctuation:

1. Click the NoteStripper menu at the top of your Word screen.

2. Click “Transpose Notes and Punctuation.”

The program will ask you to choose which punctuation you would like to include. Your options are:
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1. Periods.

2. Commas.

3. Semicolons.

4. Colons.

5. Question marks.

6. Exclamation marks.

7. Closing parentheses.

8. Closing brackets.

9. Closing braces.

10. Closing angle brackets.

Select as many of these as you’d like. The program will transpose only the notes that are followed by the punctuation you have selected.

Next, the program will ask which notes you’d like to transpose:

1. All notes.

2. Individual notes.

If you choose all notes, the program will run automatically, without your intervention.

If you choose individual notes, the program will stop at each instance of a note followed by the punctuation you specified and ask if you want to transpose. You can:

1. Transpose the note and punctuation.

2. Go to the next instance of a note with punctuation, leaving the current instance untouched.

3. Undo the previous transposition.

4. Transpose all remaining instances from the cursor position to the end of the document.

5. Cancel the program at the current cursor position.

Turning Open-Style Parenthetical Notes into Closed Ones

You can use NoteStripper to turn open-style parenthetical notes into closed ones. To do so:

1. Strip the parenthetical notes into embedded notes.

2. Transpose the embedded notes and punctuation as needed.

3. Add terminal punctuation to the embedded notes as needed.

4. Strip the embedded notes into parenthetical text.

Converting Notes

Buried deep in Microsoft Word’s Insert menu are three commands that allow you to convert footnotes to endnotes and vice versa. You can convert notes in selected text or in an entire document. I’ve included these commands on NoteStripper’s menu and button bar for easy access. They include:

1. Convert Footnotes. This command converts footnotes to endnotes.

2. Convert Endnotes. This command converts endnotes to footnotes.

3. Swap Notes. This command converts footnotes to endnotes and endnotes to footnotes.

4. Convert Notes. This command converts selected notes to either footnotes or endnotes.

Using NoteStripper’s Toolbar

NoteStripper includes a toolbar with buttons that activate all of NoteStripper’s functions. The toolbar includes several other handy features for working with notes, including buttons to take you to the next or previous footnote or endnote. You can turn the toolbar on or off as you would any other toolbar in Word:

1. Under the View menu, choose Toolbars.

2. Check or uncheck the box next to the NoteStripper toolbar.

3. Click “OK.”

To see what each button does, use your mouse to point at the button. Then wait a few seconds. A description of the button’s function will appear in a “tool tip” box near your cursor, and a more complete description will appear in the status bar at the bottom of your Microsoft Word window.

Registering NoteStripper

If you like NoteStripper and plan to continue using it, you should purchase a license to do so. If you don’t, your copy of the program is for evaluation purposes only, and it will stop working after 45 days or 1,000 uses, whichever comes first. After you purchase a license to use the program, we’ll send you a password that will unlock the program to run without limitation on time or use.

The terms of your license prohibit you from giving your program password to someone else or using it on someone else’s computer. However, you may use the password on up to three of your own computers. For example, you could install NoteStripper and use your password on your computer at work, your computer at home, and your laptop. However, you may run the program on only one of your computers at a time. If you need to run the program on more than one computer at a time (for example, for use by a family member or employee), you must purchase another license and get another password for the program. This is the honest and legal thing to do. Besides that, we’re a small company and need your support. Thanks for your cooperation.

Here are the prices for a program license, but these are subject to change without notice:

1 user: $29.95

2-10 users: $19.95

11-49 users: $18.95

50+ users: $17.95

Getting a Password

Here’s how to purchase a program license so you can get your password:

1. Click the NoteStripper menu item at the top of your Word window.

2. Click the “Register NoteStripper” menu item.

You’ll be presented with two options:

1. Get a password for this computer.

2. Enter the password for this computer.

Click option 1, “Get a password for this computer.” Then click “OK.”

You’ll be presented with two more options:

1. Register on the Internet (at www.editorium.com).

2. Register by mail.

Click the option that meets your needs and follow the instructions on your screen. Registering on the Internet offers some distinct advantages:

1. You’ll receive your password automatically by return email as soon as your payment is processed. If you’re paying by credit card, you’ll receive your password almost immediately. Just check your email as soon as your online registration is complete.

2. You can make your payment in several different forms: credit card, check, or money order. If you don’t pay with a credit card, however, you won’t receive your password until after we receive your payment.

3. You can make your payment in several different ways: on our secure online order form, by fax, or over the phone.

If you’re interested in using a purchase order, please let us know by emailing sales@editorium.com.

If you don’t have access to the Internet, you can still register by postal mail. In that case, we’ll send your password by email (if you have it) or postal mail after we receive your check or money order and your registration form. If you’re registering by mail, the program will create a registration form in Microsoft Word. Please fill out the form, using your cursor keys to move from item to item. Then print the form and mail it to the address at the top of the form.

Using Your Password

Once you’ve received your password from the Editorium, you’ll need to enter it into the NoteStripper program. To do so:

1. Click the “NoteStripper” menu item at the top of the Word screen.

2. Click the “Register” menu item.

3. Click “Enter the password for this computer.” Then click “OK.”

The password entry box will appear on your screen. Carefully type the password into the box labeled “Enter your password.”

If you have a valid password and type it correctly, the program will tell you that your registration was successful. After that, the program will run without limitation on time or use.

Thanks for your support!

Troubleshooting

Problem: When you try to open the file to install the program, Microsoft Word tells you that “The macros in this project are disabled . . .”

Solution: Microsoft Word’s macro virus protection is enabled or set to a high level of security. To change this:

In Word 2007 (PC):

1. Click the round Office button at the upper left of your Word window.

2. Click “Word Options”.

3. Click the “Trust Center” button on the left.

4. Click the “Trust Center Settings” button on the right.

5. Select “Enable all macros,” which you should change back to your previous setting after the installation is finished.

6. Click the OK button.

7. Click the next OK button to close the Word Options dialog.

In Word 2004 (Macintosh):

1. Click the “Word” menu.

2. Click “Preferences.” 

3. Click “Security.”

4. Uncheck “Warn before opening a file that contains macros.”

5. Click the OK button.

In Word 2002/XP or 2003 (PC):

1. Click the “Tools” menu.

2. Click “Options.”

3. Click the “Security” tab.

4. Click the “Macro Security” button (on the lower right).

5. Click the “Security Level” tab if it’s not already active.

6. Set your security level to medium and click the OK button.

7. Click the next OK button to close the Options dialog.

In Word 2001 (Macintosh):

1. Click the “Edit” menu.

2. Click “Preferences.”

3. Click the “General” tab if it’s not already active.

4. Uncheck “Macro virus protection.”

5. Click the OK button.

In Word 2000 (PC):

1. Click the “Tools” menu.

2. Click “Macro.”

3. Click “Security.”

4. Click the “Security Level” tab if it’s not already active.

5. Set your security level to medium and click the OK button.

In Word 98 (Macintosh):

1. Click the “Tools” menu.

2. Click “Preferences.”

3. Click the “General” tab.

4. Uncheck the box labeled “Macro virus protection.”

5. Click the “OK” button.

In Word 97 (PC):

1. Click the “Tools” menu.

2. Click “Options”.

3. Click the “General” tab.

4. Uncheck the box labeled “Macro virus protection.”

5. Click the “OK” button.

After installing the program, you may want to reset your security settings to their previous state. If you don’t (in Word 2000 through 2003 on PC), any time you open a document or template that includes macros, Word will give you the choice of whether to disable or enable macros. If the document or template isn’t supposed to have macros in it, you should click the “Disable Macros” button, because the macros could be a virus. If the document or template is supposed to have macros and comes from a source you know is reliable, click the “Enable Macros” button so you can run the macros.

In other versions of Word, you don’t have these options. Macro virus protection is either on or off. Before turning it off permanently you may want to read more about it in Word’s Help file or check with your system administrator.

If you need more help, please send an email message to support@editorium.com.

Problem: You try to run the latest version of NoteStripper, but the program seems identical to the old version.

Solution: You have two versions of NoteStripper installed, this one and an earlier one. Or, you also have Editor’s ToolKit Plus installed, which includes an earlier version of NoteStripper. Remove the old version of NoteStripper (from Word’s Templates and/or Startup folder), and the new version will work as it should. If you also have Editor’s ToolKit Plus, just turn it off while running this version of NoteStripper.

Problem: NoteStripper won’t strip out your notes.

Solution: Your documents may not contain any actual notes. You can tell by opening them and clicking the View menu. When you do, is the Footnotes menu unavailable? If so, no notes.

Another possibility might be that you’ve chosen to strip out footnotes but your documents contain only endnotes, or vice versa. If you’re not sure what you’ve got, tell NoteStripper to strip “Both footnotes and endnotes” in the Notes to Text dialog.

Problem: NoteStripper has been running for hours while stripping notes to text in just a few short documents.

Solution: Press the Escape key to stop the program. Look at the cursor position in the open document to see if you can figure out what may be causing the problem. If you can, fix the problem before running NoteStripper again. Also, check the documents after the problem document to see if they have the same problem.

You’ll especially want to make sure the embedded notes in the original file have been entered correctly. Some people actually do such weird things as open the notes panel, delete the automatic note numbers, and manually type the note numbers with periods and spaces, or they’ll type a heading like “Notes” above the first note, or even headings throughout the notes, such as “Notes to Chapter 10.” I’ve also seen such beauties as automatic note references for which the note numbers and text have been manually typed at the bottom of the document, leaving the notes panel empty.

The Notes to Text program operates on the premise that your documents contain automatic note references and that the notes panel contains automatic note numbers followed by note text—nothing more, nothing less. If your notes have been meddled with so that they’re no longer standard Microsoft Word notes, you can’t expect NoteStripper to work correctly. If you don’t understand how Word’s notes are supposed to work, I urge you read about them in your Word documentation. You may also need to educate your clients about this subject.
Problem: You get weird error messages while stripping notes to text, and your notes are all garbled and strange when the program quits.

Solution: See the solution to the problem above.

Problem: Microsoft Word crashes at some point when you’re using stripping notes to text in all open documents or all documents in a folder.

Solution: Some of your documents may be corrupt. You can identify a document that caused the crash by reading its name in the bar at the top of the Word window when the program crashes. If possible, open the document, copy all of its text, and paste the text into a new document.

Problem: You’re stripping text notes to embedded notes, but NoteStripper tells you that the number of your notes and references don’t match. Nevertheless, when you count the references and notes manually, they do match. What’s going on?

Solution: Some of your note references may be formatted as raised rather than superscript. If so, NoteStripper doesn’t see them as references and so doesn’t count them. Or, you may have a space or tab in front of some of your notes. If so, NoteStripper doesn’t see them as notes and so doesn’t count them. Another possibility is that whoever typed the note numbers (not references) sometimes used ells for ones. In any of these cases, you’ll need to find the offending references or notes and fix them before proceeding with NoteStripper.

Any Questions?

We hope you find NoteStripper to be immensely useful. If you have any questions or comments, please let us know.

support@editorium.com

www.editorium.com

The Editorium provides word-processing tools for editors, writers, and other publishing professionals. If you like NoteStripper, you may be interested in these other products from the Editorium:

Editor’s ToolKit Plus includes Editor’s ToolKit, FileCleaner, NoteStripper, and QuarkConverter.

Editor’s ToolKit provides a variety of powerful tools for editing with Microsoft Word.

FileCleaner cleans up common typographical and editorial problems in electronic manuscripts.

QuarkConverter converts Word documents into XPressTag files that can be imported into QuarkXPress.

MegaReplacer finds and replaces multiple words, phrases, and even styles in multiple documents.

You can download fully functioning evaluation copies of these programs free of charge from the Editorium’s site on the World Wide Web at www.editorium.com.

This documentation and the NoteStripper software are copyright © 1996, 1999, 2001 by the Editorium. All rights are reserved. NoteStripper, Editor’s ToolKit, FileCleaner, QuarkConverter, and Editorium are trademarks of the Editorium.

All trademarks mentioned in this documentation or the program are acknowledged as trademarks of their owners.

Terms of Agreement

By using NoteStripper, you agree to these terms:

LICENSE AGREEMENT

The NoteStripper software and its documentation (collectively the Software) are protected by the United States copyright laws and international treaties and are owned solely and entirely by the Editorium.

You (the licensee) may run the Software on up to three computers (but only on one at a time) during its evaluation period and (if you purchase a license to do so) after that. You may not copy or sell the Software for commercial gain.

You may freely transfer copies of the Software to others for evaluation. You may NOT let someone else use your password for the Software or rent or lease your license to run it, but you may transfer the license to someone else who accepts this agreement.

You may not modify, reverse engineer, decompile, disassemble, unencrypt, or create derivative works from the Software. You may not use the Software in any manner that infringes the intellectual property or other rights of another party.

DISCLAIMER OF WARRANTY AND LIABILITY

The Editorium disclaims all warranties on the Software, expressed or implied, including but not limited to warranties of merchantability and fitness for any particular application, use, or purpose. You use it at your own risk.
Under no circumstances, including its own negligence, shall the Editorium or its suppliers be liable for any special, incidental, or consequential damages or loss that result from the use of, or the inability to use, the Software.

This agreement shall be construed, interpreted, and governed by the laws of the State of Utah in the United States of America.

