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PREPARING TEXT FOR THE TYPESETTER  

General Points  

My preference for electronic text submission is a document created in MS Word. If I have to, I can 
open such files easily in Word, and they load smoothly into the typesetting software without losing any 
formatting. WordPerfect files or files created by any other word-processor are sometimes problematic 
and I usually wind up having to convert them first to MS Word files with conversion software. 
Formatting can change or disappear in this operation.  

Among any new software packages you acquire, be sure you have the latest version of Adobe 
Acrobat Reader (currently 7.0, but be sure to choose the version compatible with your system). It 
comes free with other software, especially web software, and can be downloaded free of charge from 
the Adobe web site ( http://www.adobe.com ). You will need it to open PDF files that I will generate 
as proof pages. A PDF document opened in Reader can be printed in hard copy or viewed on the 
screen; on screen, Reader’s zoom feature will allow you to magnify images of manuscript pages for a 
closer view of difficult handwriting. If someone else is paying for the software, you might want to ask 
for the latest version of Adobe Acrobat, which contains Reader but also allows you to mark up PDF 
files for transmission back to me. Some software packages also come with a basic version of Adobe 
PhotoShop, a free picture-viewing (and altering) program. It would enable you to enlarge digital 
images, either those you acquire directly or those I send you. You may already have such software 
resident on your hard drive. Double-clicking on an image should open the file with such software, so 
you can explore its capabilities. 

From the point of view of my role as the typesetter, here is my preferred way of receiving your 
volume. Everything should be ordered into three streams (each discussed below in more detail):  

A. your prose, including front matter, census, introduction, procedures, any introductory 
material on the half-titles for specific transcriptions, introductions to appendixes, etc.;  

B. your notes to the introduction and the transcriptions, and lists of variants; and  

C. transcriptions.  
Some awkwardness may arise from working in this format, as opposed to the more usual one that 

employs a single stream with imbedded notes, because of your having to shift between files to deal with 
what belongs on a given page. This should not present a serious problem in the front matter, and if you 
use MS Word, automatic footnoting at page foot or as end notes will transfer successfully to the 
typesetting software, and so is acceptable. However, the streaming method for everything else in the 
volume does make my typesetting go very smoothly and with the fewest possible errors. If you choose 
the streaming method, you can make the files you work with manageable by subdividing the streams 
into smaller units, and matching up each transcription file with its appropriate note file with filenames 
that link the two. You can, of course, have both files open at once on your screen to make crossing back 
and forth easier. If you decide that placing notes at the foot of each transcription page is better for you, 
set the notes off with a solid or broken rule, and use the “Insert/page break” command to force the 
creation of the next page. Do NOT keep hitting paragraph return until MS Word jumps to a new page. I 
only have to remove all those empty paragraphs when I typeset. 
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A) Your Prose  

For all text use Times font in a size that’s easy on your eyes on the screen (12 pt). If you don’t have 
Times, use a similar proportional font like Times New Roman. The advantage of using Times, the one I 
will use for the book, is that spacing will remain more or less the same as in your Word file after I’ve 
set it up in type. With other fonts, though least with Times New Roman, the differing character width 
will create differing spacing on a line when I change to Times. Whatever type size you select, use it 
consistently throughout, including notes and superscript or subscript text. For superscripts (smaller 
raised footnote numbers, for example2) use the superscript icon in the Formatting Pallette (or the 
correct keyboard shortcut for this action). Be sure to turn the function off before typing further or 
hitting return for a new paragraph. 

Each prose paragraph should be indented, not with a tab or spaces, but with a paragraph setting (done 
through the Format menu or with the ruler at the top of the window). Lines or paragraphs of quoted 
material should be set off by one blank line (i.e. empty paragraph) before and one after. Such quotations 
should be set flush left; I will indent them to Cornell specifications when I typeset them. Footnote 
numbers should be in superscript (not within parentheses) and should not be “linked” to the text of the 
matching notes as Word and other processors allow you to do. Tables or lists should be treated as 
quoted material. For tables use one tab between each column.  

Each section header (roman numerals or sub-titles, for example) should be centered with two empty 
paragraphs before and another blank paragraph after it.  

Editorial policy at Cornell University Press stipulates American as opposed to British spelling, and 
any words with British spelling that get past me they will change! Merriam-Webster is their authority. 
They feel just as strongly about American as opposed to British punctuation. Their bible in all matters 
of style is The Chicago Manual of Style (14th

 
ed.; Chicago: University of Chicago Press, 1993) for the 

form of citations, grammatical usages, and so on. The 14th edition is the one I have; there is now a 
15th, but even an older edition, if you can find one, will not vary significantly. Among particular CUP 
preferences are the following:  

a. They will ask that dates be expressed in the format “February 20, 2002” everywhere except 
within text quoted from another source. This is true of main text, parenthetical references in 
the main text, and notes.  

b. Periods and commas, but not semicolons, should be placed within double quotation marks, 
even if they are not part of the actual quotation. An exception is made in notes to 
transcriptions where the quotation marks enclose only what Yeats has actually written.  

c. Single quotation marks for emphasis in your own prose will be removed or changed to italics.  

d. They will also ask that abbreviations that you establish (for different editions, for example) 
be expanded in the main text, though not in footnotes or within parenthetical references.  

e. This rule also applies to use of “pp.” or “p.” and “ll.” and “l.” in references to page numbers 
and line numbers that are not contained in parentheses.  

f. Scholarly abbreviations beyond the more common few will not likely be acceptable even in 
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references in parentheses and in footnotes; and these few, like “ibid.” are not usually 
italicized.  

g. Digit ranges are always expressed in full: pp. (or ll.) 257-258 not 257-58 or 257-8, unless 
they are part of quoted passages.  

h. Numbers as modifiers, as in “twenty-page typescript,” are expressed in words in your prose 
(including footnotes where the note is discursive rather than a brief mention). However, other 
hyphenated word combinations should be used sparingly. British usage is more generous in 
this respect; if in doubt, check The Chicago Manual of Style. 

B) Transcription Notes, Footnotes, and Apparatus Criticus  

1. Use the standard font size (12pt) that you have chosen for stream (A). I will reduce it later.  

2. Use a note paragraph with a first line indent created with the paragraph format command, not 
with spaces or a tab.  

3. If the note paragraph begins with a line number or with a verbal tag (eg. composed or found in) 
that identifies the note, always insert three spaces after the number or verbal tag.  

4. The footnote number (as in notes to your introduction) should be superscript and flush against 
the first word of the note.  

5. When the entry for a given line lists more than one variant, a single space separates each variant 
and its manuscript designator from the preceding one. A second entry for the same line (that is, a 
variant for a different word or phrase in the line) should be set off by five spaces. Use any 
published volume in the Yeats series from Mays and Parrish, New Poems, onward as a guide. 
Earlier volumes may vary in their practice somewhat. 

C) Transcriptions  

1. The standard base line paragraph should be as follows, flush left, single-spaced, formatted in 
Times or Times New Roman:  
             <tab>1<tab>Line of base text 
             <tab>2<tab>Second line, etc. 

2. Revision lines should be in the same font and font size. The standard revision line should look 
like this:  
             <tab><tab>Line of revision text.  

3. Times and Times New Roman are proportional fonts (unlike Courier, say, every letter of which 
occupies the same amount of space). This attribute will affect your placement of text on the 
page. Please use only space-bar spaces (after the required initial tabs) to line up the revision 
entries with the base line. Avoid using tabs except for the first two in each line. You can provide 
me with hard copy, on which you have marked positioning in pencil, as a guide, but I will also 
have the images to compare with the transcription to get the position right.  

4. Do not attempt to represent graphic features, like large brackets (for lengthy multi-line 
deletions), arrows, circles, etc. MS Word and other processors offer graphic features that can 
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approximate what you want to represent. However, in the conversion to typesetting software, 
these features disappear or, worse, are changed to something not wanted. Just draw them by 
hand on the hard copy or supply an "NB" note describing the needed graphic. Again, I’ll have 
the images to sort this out.  

5. Use formatted strike-outs in your text where appropriate for letters, words, line, or groups of 
same that have been deleted. Use formatted bold and italic type, where you want these features 
to appear in the transcriptions.  

6. To show an overwriting do the following:  
            <tab><tab><spaces needed for position of revision>           word  
            <tab>1<tab>The line of base text in which the overwritten{term appears  

Don’t worry if vertical alignment isn’t perfect. I can be much more precise once the text is typeset; and I 
will stretch the brace to include the word above.  

In MS Word you can display the “hidden” formatting symbols by clicking on the paragraph icon [ ¶ ] 
in the primary icon bar at the top of the window. This will allow you to see how to achieve the effect 
you want with your keystrokes. When this icon is pressed (showing darker appearance than when not 
pressed), in a light-grey shade tabs will be indicated with an arrow, spaces with a dot, paragraphs with ¶, 
the paragraph symbol.  

1. Yeats’s peculiar deletion symbol is not available in Times font. Use an italic “d” or the Greek 
“∂” and I will replace it with the graphic symbol.  

2. Where you want a caret to appear in a line, use the SHIFT/6 key combination to produce “^”; 
but don’t try to place it exactly below the line. I will do that in graphic mode when I typeset 

3. Include the manuscript identifier (“[NLI 30,547, 30r]” is an example) within the (C) stream at 
the head of each page of transcription.  

Hints for Organizing a Working Copy 

These suggestions derive from my experience working with several editors of published volumes over 
the last five years.  
 

1. Consider treating all Yeats’s prose related to the play in appendixes rather in the main stream of 
transcriptions. Your volume is in the sub-series of plays and, in general, tangential prose 
materials have often been omitted entirely, included in the introductory essay, or treated in 
streamlined fashion (no elaborate notes or collations) in an appendix. Stage designs, programs 
for a performance, photographs of stage and cast all belong in an appendix or set of appendixes. 

2. Treat late printed materials, annotated proofs, and the like in collations that are suspended from 
the appropriate transcription of a fair copy manuscript or typescript that you transcribe. 

3. Collect Xeroxes to begin with so that your trips to libraries can be as efficient (and brief) as 
possible. 

4. As a rule, it seems most practical to create one file for the transcription of a single manuscript, 
using “insert page break” commands to force a new page to correspond to each new page of 
manuscript. 
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5. Build a mock up of the enlarging enterprise as you go along in a large three-ring folder with 
plastic envelopes to hold the pages, so that Xeroxes on the LH pages face transcriptions on the 
right, and keep replacing the RH pages as you improve your transcriptions. Adopting this 
strategy may argue for keeping everything together that belongs on a transcription page in a 
single file, and even whether in a single file or in separate files, the material for one manuscript 
page may run over to two typed pages. Simply stack the typed sheets one behind the other in the 
plastic sleeve on the RH side. 

6. Send me samples early on to allow me to provide feedback about formatting and other details of 
presentation. 

 
 


