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Introduction

The goal of thistutorial isto explain precisely how you can complete all of your debate
research electronically. Hopefully, after reading these instructions and practicing them,
you will no longer need to produce files using scissors, tape, blocking paper, pens, etc.
Instead, you will be mainly using a computer, printer, and scanner.

Reasons to Switch

If you already sold on the idea of producing debate files electronically, skip the “reasons
to switch” and “frequently asked questions’. Although it may help to browse through the
“reasons to switch”, since you might learn some benefits that you hadn’t thought about it.

For those who are not convinced...
The advantages to producing files electronically are so numerous and so strong, that to
argue against is like arguing against Lexis-Nexis, because you simply “prefer” newspaper

clippings or that Lexis-Nexisistoo complicated.

When doing research some people will download lexis and html articles, tag and cite
them on the computer, and then print the cards out without sorting or blocking them. This



isnot what is meant by producing files electronically — it is not smply using the internet.
The finished product should be a compl ete file with an index, page numbers, headings,
tags, etc. The only thing that physically needs to be doneis highlight and file.

Time management is the major reason to switch to completely electronic files. Debate
research (and debate in general) is all about time management. If it takes you 4 hours to
do economy updates, then that is 4 hours less you can spend on politics updates.
Producing files electronically savestimein just about every step of the process.

Printing articles to underline takes along time even on laser printers and is
especialy troublesome if other people are using the printer (thisis frequently the
case). You also print hundreds of more pages if you print the actual document. It
ismuch easier to strike the delete button than throwing away thirty pages.

Tagging, citing, and underlining are also quicker on the computer. Card trees take
days to cut out and tape down, while copy and paste takes seconds. Mistakes are
easier to make using card trees because the tagging is front-loaded instead of
direct with the card. Underlining is faster and better because you can undo or redo
underlining.

Sorting is much faster through the “Document Map” (this will be explained |ater)
because you can see the tagsto all your cards without having to spread them out
across the room, like thisidiot:




A computer map of your cards will be infinitely better and more efficient than
trying to creating avisual or mental map.

Indexing and page numbering is a deceptively long process when done manually
aswell as mind numbingly boring. If you use the Document Map correctly as well
as a document template, you can index and page number your file in about three
strokes.

Organizational benefits are another advantage to electronic files.

Y ou can print your files anywhere you have your computer. So if you or someone
on your team loses afile, you can simply print off another. This also means no
more Kinko’s copy runs, since you can print off multiple copies of your last
minute updates (very important when it comes to politics updates, since its tough
to finish them before the day of the tournament).

Having files on the computer also makes writing 2A C/2NC blocks much easier.
Y ou can type your analytical arguments and copy and paste cards into these
blocks with ease. Even better, when the next tournament comes around, you do
not have to make new blocks. Instead, you just re-type the parts you want to
change or add new cards. This aso allows you to produce files like “2AC Blocks
for Wake Forest” without having to photocopy them individually.

Compl ete debate files on your computer also makes your evidence set more
“integrated”. If you do not remember where a particular card isin your tubs, you
can search for the card on your computer ssmply by remembering afew
keywords. If you produce a negative file that relies on affirmative file, you can
copy and paste that file into your negative file. It also means that you have near
complete access to your tubs at al times. Y ou do not have to take all your
accordions home just to write up your blocks, since you will already have the files
on your computer.

Resource and administrative benefits also exist for making the switch.

Coaches can read files and blocks with ease and without being intrusive. No one
needs to borrow your affirmative accordions to give you advice. Simply e-mail
them your affirmative. Thisis aso great for the coach that works during the day
(or never shows up) while the debaters comein at night.

Completing files on your computer is more resource efficient because all of the
steps are done on a singlemachine. This translates into reduced stress on the
photocopier and printer, less physical waste, less rolls of tape, etc. Finding rolls of
tapeat 1 AM is aways a nightmare. Photocopiers are notorious for breaking
down at the moment you need them and computers outnumber photocopiersin
most debate offices.



Electronic files are lean mean fighting machines. They reduce tub space, because
they are single pages whereas traditional files are (at least) double paged — the
card is one page and it is taped to a blank blocking page. Electronic files fit more
cards on a page because you can adjust margins easily and adjust the size of the
text.

The quality of filesisimproved.

Electronic files are easier to highlight when printed because they do not have tape
that absorbs the highlighting. Y ou can even highlight files on the computer if you
want, which can comein handy if your highlighter runs out.

The Document Map makes sorting easier and more accurate. Better sorting alows
you to put the best cards at the beginning of the block or have the most recent
cardsin front.

Electronically produced files mean standardized text and thus easier to read. Y ou
do not have to adjust for different size text depending on a particular source. You
can also make reading even more efficient by having underlined text in alarger
font than non-underlined text.

Frequently Asked Questions

What if your computer crashes? Doesn’'t that mean you lose all your work?

Yes. That iswhy you should back up your work. Most computers have cd and/or
dvd burners, which makes backing up an entire year’s work no problem at al.
Even if you do not have a burner, you can store large amounts of dataon USB
drives.

Computer problems are not really unique to this method of research. Unless you
handwrite your tags, amost everyoneis reliant on a computer for some part of the
debate research progress — you could easily lose your tags, article downloads, etc.
Not mention that you still print out hard copies of your files, so at most you are
only set back what you are in the middle of working on.

Thereverseisaso true; you can easily lose hard copies of filesin which case you
are out of luck until you can get to the master copy.

What about sources that are not electronic, like books and journals?

Fortunately, the number of journals that are only available in hard copy is
decreasing. However, for those sources (mostly books) that are not electronic, you
can make them electronic by scanning and converting them into atext format. The
process of how to do this will be explained shortly.



WEeéll, if books have to be scanned, doesn’t that take longer than photocopying?

Y es and no. Even with the most advanced scanning technology, it takes longer to
scan a page into text format than it does to photocopy that page. However, afileis
not produced simply by photocopying. After photocopying, you have to search to
find the parts of the chapters that are relevant, underline, create card trees with
tags, cut and tape to complete those card trees, physically sort the cards, tape them
down on blocking paper, and then page number and index.

All of those steps take much longer than if you were to scan the book onto the
computer. The net time it takes to cut abook by photocopying is greater than to
cut it by scanning. Even if it did take longer to scan books, the numerous other
benefits listed above would still be reason enough to change.

Am | going to need lots of different equipment and software?

Not really. You probably already have everything you need. Most of the time the
only thing you need to buy isagood scanner and scanning software.

What if | am not computer savvy?

That iswhat this “how to” isfor. It explains most of what you need to know, even
if you do not like computers. Besides you should learn how to better use your
computer. Y ou need to know how to use a computer well to do research
regardless of whether or not you do all your work on the computer.

What if | like cutting cards the old fashioned way?
You arejust reluctant to change. Most people are reluctant at first and then once
they learn, they no longer understand why they preferred non-electronic methods.

Although it may take some time to get used to, at the end of the day the electronic
processisafar superior way of cutting cards; it isnot a*“preference” choice.

Getting Started

To produce debate files electronically, you need to have the following:

Equipment: A computer, printer, and a scanner (preferably a good one since scanning
books into text requires accuracy and speed to do it well).

Software: An internet browser, aword processor (this“how to” is designed for producing
files using Microsoft Word*), and OCR Scanning Software (Omni Page Pro
(http://www.scansoft.com/omnipage) is considered the best).



We will start with creating and using a Document Template, then move on to learning
how to cut cards from each of the various types of sources, and end with instructions on
how to use the Document Map to finish afile.

* Microsoft Word 2002 has trouble with styles (an important part of electronic debate
research) and therefore it is recommended that you use Microsoft Word 2000 or
Microsoft Word 2003. While thistutorial is designed with PCsin mind, many have had
very little trouble applying the instructions for Macintosh computers.

The Importance of the Document Template

It all starts with the document template. A document template is simply a Microsoft
Word file (*.dot) that allows you enter your preferred formats for Microsoft Word
documents and then save them in the form of atemplate. The template generates blank
word documents just like if you were to open up Microsoft Word except that instead of
loading the default settings, it loads your custom settings. In fact, when you open up
Microsoft Word normally (for example, by selecting the Microsoft Word icon) it is
utilizing its own template — normal .dot.

The document template is important for producing files electronically because it serves
the same function as blocking paper. In the document template, you will create settings
for your block titles, tags, and text of the card.

The document template is also important because it preserves and standardizes your
formatting. Y ou need to use the document template for everything. If you do alexis
search, you need to copy and paste your results into the document template (how to do
thiswill be shown later). If you scan abook into text, you need to copy and paste your
results in the document template (also shown later).

Finally, the document template is important because the Document Map (thiswill be
explained in more detail later) will only function correctly if you create proper settings
for your document template and then use them consistently.

Creating a Document Template

Step 1: Open a*“Blank Document” in Microsoft Word. Y ou can do this by selecting the
Microsoft Word icon on either your Desktop or Start Menu.

Once you have opened up a Blank Document select “File” (at the very top of Microsoft
Word) and then choose “ Save As’.

A new window titled “ Save As’ should appear. First, change the “file name” to
“debatetemplate. Then right below “file name” should be a drop-down box labeled “ Save
astype”. Click this box and choose “Document Template.”



Next, choose afolder that you can easily access such as My Documents.

(Since you will be using the Document Template any time you do debate work, it needs
to be readily available and you may want to even consider creating a short-cut to your
template on your Desktop once you have completed this tutorial)

Y our screen should now look likethis:
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To finish the step, click the “ Save” button on the bottom right hand corner of the window.

Step 2: Adjust the Page Margins by selecting “File” again and then choose “Page Setup”.
A new window titled “ Page Setup” should appear. The first tab should be “Margins’.
Changethe“Top”, “Bottom”, “Left”, and “Right” margins each to “0.4”. Leave
everything else the same.

These wider margins allow you to fit more on each page as you would with normal
blocking paper.

Step 3: Begin to create your formatting by selecting “Format” (at the very top of
Microsoft Word) and then choose “ Styles and Formatting”. A side bar should appear (if



you are using Microsoft Office on XP —it will appear dightly different on older versions
of Office). Y our screen should now ook like this:
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Step 4: Create formatting for “Heading 1”. Heading 1 is the style that you will use for all
of your Block Titles.

Start by right-clicking your mouse on “Heading 1" (the third style above “Normal”) and
choose “Modify”. A new window titled “Modify Style” should appear. Y our screen

should now look like this:
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Within this window, change the Font to “Times New Roman”, change the Size to “24”,
and click “B” and “U” so that the sample text appears in Bold and Underline.

Next, also within this window, click the “Format” button. A list of choices should appear.
First, choose “Paragraph”. A new window should appear titled “ Paragraph”. Y our screen
should now look like this:



In the third section labeled “ Spacing”, change both “Before” and “After” to “0 pt”. Then
click the “OK” button. Y ou should be returned to the “Modify Style” window.

Once again, click the “Format” button. When the choices appear, choose “ Shortcut key”.
A new window should appear titled “ Customize Keyboard”. In the second section of this
window, thereis abox labeled “ press new shortcut key” . Click the mouse cursor in this
box and then press the F2 button on your keyboard. Y our screen should now ook like

this:



To finish the step, click the“Assign” button. “F2” should now move to the “ Current
keys’ box. Next, click the*Assign” button. The “ Customize Keyboard” window should
disappear, leaving you with the “Modify Style” Window. Click the “Ok” button to
compl ete the process.

To make sure everything worked right. Click the “Normal” style on the side bar on the
far right. Then press F2 on your keyboard. The “Heading 1" style should be selected.
Type “Insert Block Title Here” and press the Enter key on your keyboard four times.

Y our screen should now look like this:



Y ou have now created formatting for your block titles. Every time you want a new block
title press F2, type the title, and then press Enter. The next line will automatically revert
back to Normal style.

Step 5: Create formatting for “Normal”. The Normal style will be the style you use for
both your citations and text of cards. The Normal style is also your default style.

Begin by right-clicking “Normal” and simply repeat the process used in Step 4. Use these
settings:

- thefont should be “Times New Roman”, Size 10 (No Italics, No Underline, and
No Bold)

- the paragraph spacing should be O pt

- the shortcut key should be F4

To test out your new settings, press the F4 button on your keyboard. The “Normal” style
should be selected. Type “Insert Citation and Card Text Here”. Y our screen should ook
likethis:



Next press the “up-arrow” key twice to place the cursor in the middle of the Block Title
and the Citation and Card Text.

Now whenever you want to enter acitation or a card, press F4, and you will be in the
Normal style (A more detailed explanation of cutting cards and entering citations in the
Normal style will come later). Y ou can switch from typing Block Titlesto Cites/Cards
simply by pressing F2 or F4. Try this now by pressing F2 then F4 then F2 then finally FA4.

Step 6: Create formatting for “Heading 2. The Heading 2 styleisfor all of your tags.

Begin by right-clicking “Heading 2" and simply repeat the process used in Step 4. Use
these settings:

- thefont should be “ Times New Roman”, Size 12, Bold (No Italics and No
Underline)

- the paragraph spacing should be O pt

- the shortcut key should be F3

To test out your new settings, press the F3 button on your keyboard. The “Heading 2”
style should be selected. Then type “Insert Tag Here”. Y our screen should look like this:



Every time you want to create atag, simply press F3 on your keyboard and the Heading 2
Style will be selected.

Step 7: You have now completed a basic document template for producing debate files
electronically. To save your template, you first need to get rid of the “test” lines that we
produced. First, press “ctrl + & on your keyboard. This should select all the text in the
document. Then press the “delete button”. Y our screen should now look like this:



Now save your debate template file by selecting “File’ and choosing “ Save’. Findly,
close the document.

Thisisavery basic document template, but it aloneisall that you need to complete files
entirely on the computer. At the end of this“how to”, there are links to afew different
types of templates.

Hopefully, these steps have taught you both the function of each different style aswell as
how to create your own template. If you decide to create your own template, remember
that “Heading 1” style will correspond with the Block Title, “Heading 2" style will
correspond with your Tag, and “Normal” style will correspond with your citations and
text of cards.

Make changes to your template by right-clicking on the template icon and choosing
“open”.

Here are some ideas for different settings and styles:
- You can change the justification of your stylesin the same window that you

change the font. So if you wanted, you could reduce the size of “Heading 1” style
to 18 and center-justify it so that it appears like this:



Heading 1

- You can add Headers and Footers to the document template (in the document
template, select “View” and then choose “Headers and Footers’). Y ou can add
things like “UGA 2004 and leave the next line blank so that you can enter in the
title, depending on what thefileis.

- You can add tabs to your styles. So if you wanted, you could add a.5 inch tab to
your “Normal” style so that your cards and cites would be slightly indented.

- You could make anew style for underlining — call it “Underline Style” and assign
it ashortcut key (F5, for example). Even though thisis only one less button to
underline (ctrl + u), it issurprisingly useful, sinceit allows you to keep one hand
on the mouse and one hand for underlining (if that doesn’t make sense now, it will
once you underline alot of cards).

- You could make an offensive language style. This style does not offer much,
except to speed up the process of striking through text. To strike through text, it
requires you to highlight the text, right click, choose font, select the “ strike-
through” option, and then click ok. By adding it as a style, you can assign it a
shortcut key and reduce the process to one button.

- You can add numbering and bullets to your styles. The obvious change would be
to make “Heading 2" style numbered or bulleted. The numbering/bulleting option
isright above the “short-cut key” choice.

Using the Document Template

Whenever you do any debate work, you need to use your document template to do it. Any
and every card you cut needs to be done in adocument generated by your document
template.

Another important thing to know about template files is that they generate documents —
you should not “open” the actual template file unless you want to change the template
itself.

To use the template file, locate the folder where you saved it (for examplein “My
Documents’). Double-click the file and it should open up a document with your settings.
Y our screen should now look like this:



If you inadvertently open up the template instead of running the template, your screen
will look like this:



The only time you will need to “open” the templateisif you want change the formatting
in your document template. For example, if you wanted to change “Heading 1” style or to
add a new style, you would open the template.

So...whenever you want to do debate work, create a blank document using your
template. Y ou need to do this every time, because if you open up Microsoft Word
normally (double-clicking the Microsoft Word Icon, instead of your template), the blank
document that loads up will not have your settings. Also, if you try to move text that has
been formatted in your template into another document that has not been formatted by
your template, your text will not be the same.

The style your template uses for Tags (Heading 2) in the template is Times New Roman,
Size 12, Bold, and with no paragraph spacing. The “Heading 2" style in normal template
for Microsoft Word is Aria 16, Bold, Italics, and with paragraph spacing (the titles of
thispage arein “Heading 2" style in the normal template). The normal template in
Microsoft Word also does not have the F2, F3, F4 short-cuts that are set up in your
template.

It isimportant to maintain this consistency in formatting so that when you have to
combine the finished products of lexis searches, Google searches, and scanned books, all
the formatting for your tags and card text will be the same.



Now that you know how to create and use the document template, we will now go over
the waysto “cut” evidence from different sources: html (Web Sites), word processor files
(.rtf, .doc, etc), Adobe PDF files (.pdf), and hard copies (books and journals).

Producing Evidence from HTML Sources

If you have successfully completed the above steps, you should have a blank document
open that has been created by your template. If you already closed it, open up another one
by double-clicking on your document template as described in “ Using the Document
Template’.

To demonstrate how to produce evidence from HTML sources, open a new internet
browser window and go to this website about the International Crimina Court:

http://www.global policy.org/intljustice/icc/crisisindex.htm

Y ou should now have an open (in addition to this page) blank document and awebsite
titled “ The ICC in the Security Council — Global Policy Forum”.

There is one more application that you need to open — Notepad. Notepad (at least for me)
serves avery important function. To open Notepad, simply click the “ Start” button at the
bottom left hand corner of your screen. Then select “Run”. A window should appear
titled “Run”. In this window, type “notepad” and press enter. A blank notepad application
should appear.

Y ou may be wondering why using Notepad is important. Well, the reason you need to
run Notepad is because Notepad will help you to get rid of al the extraformatting in
HTML documents, Word Documents, Lexis Searches, Scanned Book, etc.

Often timesif you try to “copy and paste” websites into Microsoft Word a number of
problems occur. First, Microsoft Word will pause and possibly even freeze up asit tries
to process all the different HTML formatting commands. Second, you get stuck with
things like tables, pictures, and captions that you do not really want when producing
debate evidence.

The third and most important problem is that copying and pasting websites directly into a
blank document undermines all the formatting settings you have set up through your
template.

Whenever you copy and paste something into a blank document generated by your
template (and this applies to any source not just HTML) you want it to be “clean” and
you want it to be in the “Normal” style. “Clean” in this instance means no formatting at
all and the reason it needsto bein “Normal” style should be evident. Normal isthe style
used for the text of a card, which iswhat you want from awebsite ... cards.



***x* Note: This only applies when you are dealing with uncut sources like a website,
lexis article, or book. If you have afinished card, block, or complete file, then you can
paste it directly into your document since it has already been formatted by your template.

Notepad is away to make your sources “clean”; that is without formatting. Consider
notepad as an intermediary between the outside world of books, websites, PDFs, lexis
searches, etc., and your template. Y ou will need to use Notepad for al sources, not just
HTML.

But for now...lets get back to cutting the websitetitled “The ICC in the Security Council
— Global Policy Forum.”

Y ou should have the following open:

The Website

A Blank Word Document

A Blank Notepad Application.

Here are the steps to cut this website:

Step 1: Copy a section from the ICC website. Start by highlighting from the title “The
ICC in the Security Council” to the end of the second paragraph “domination of the US
hegemon”. Then right-click and choose “Copy” or use the keyboard — ctrl + c.

Y ou should have also picked up the picture of John Negroponte aswell. Thisis okay and
happens alot when cutting websites. Notepad will remove the picture.

Step 2: Switch windows to the Blank Notepad Application. Paste the section from the
|CC website, by rightclicking the mouse and choosing “Paste” or use the keyboard — ctrl
+V.

Y our screen should now look like this:



Step 3: Move the “clean” text from notepad into your Word document. Start by
highlighting all of the text in notepad. Y ou can do this either by right-clicking your
mouse and choosing Select-all or pressing the keys ctrl + a on your keyboard. Then either
right-click your mouse and choose Cut or press the keys ctrl + x on your keyboard.
Finally, switch to your blank document and paste (right click and paste or ctrl + v) the
text into your Word document.

Y our screen should now look like this:



The text that appears does not retain the same font that it had on the website nor isthe
picture copied into your document. Thistext is“clean” and isin the “Normal” style.

If your screen does not appear this way and does retain the same font or the picture, you
probably forgot to re-copy and paste from notepad. To complete the step properly you
will have needed to copy and paste from the website to notepad and then once again copy
and paste from notepad to the blank document. If the picture still shows, then you copied
and pasted from the website to notepad, and then also copied and pasted from the website
to the blank document.

Now that you know how to import HTML text into documents generated by your
template, actually cite, underline, and tag the website in your document.

Here are some things to know:

- Although the picture wasn’t copied, the text caption was. You can leaveit in the
card or you can deleteit sinceit isnot relevant. You will run into things like this
often (advertisement text, copyrights, etc...), especialy if you copy and paste
whole websites.

- Begin each article by typing the citation. Once you have typed the citation, copy it
so that you can pasteit for each new card in the article you find.



- When typing citations, you can still format the citation so that the Name and Y ear
isin Bold and Underline (whatever your preference for citations are), even though
citations should still bein“Normal” style. To do this, highlight the Name and
Y ear and click the Bold and Underline button on the toolbar (or press ctrl + b and
ctrl + u on the keyboard). In the formatting box on your toolbar, thiswill appear
as something like “Normal + Bold Underline”.

- When “cutting” acard, you also can still format the card to include underlining
and make certain words appear in bold (making certain words appear in bold isa
substitute for circling important words), even though cards should still bein
“Normal” style. Use these same process described in typing citations. Simply
select the text you want underlined and click the Underline button on the tool bar
or pressctrl + u.

- When typing tags, do not change the size of the font in the toolbar or press the
Bold button on the toolbar. Always switch to “Heading 2" style. To switch to
“Heading 2” style, ssmply press the short-cut key F3. It isimportant to always use
“Heading 2" style for tags because the Document Map (will be explained later)
will not work properly if you do not use “Heading 2" style.

After you finish citing, tagging, and underlining the website, it should ook roughly
(accounting for stylistic differences in underlining and tagging) like this:



To make sure you have used the “Heading 2" and “Normal” styles correctly, we will test
out afew lines of your document.

Single click your mouse on the line of atag. The blinking cursor should be on the same
line as your tag. If you have correctly used “Heading 2" style, the style window on your
toolbar should display “Heading 2" like so (the blue éllipse has been added for
emphasis):



Press the down-arrow button on your keyboard one time, so that the cursor is on the
second line and the style window in your toolbar should look like this:



If everything is correct, the only lines that should display “Heading 2" stylein the style
window on the toolbar will be your tag lines. Every other line should be in “Normal”
style or some variation (“Normal + Underline”).

Now that you have finished cutting the “1CC in the Security Council” website, you
should save your document. Save the document as “iccwebl”.

Just like you would put away a stack of websites that you printed out and underlined until
you were ready to process and sort, you do the same on the computer.

Use this process of copying and pasting websites into notepad and then into a blank
document whenever you cut HTML sources.

*The use of notepad in this tutorial is meant to demonstrate the importance of “clean”
text in using atemplate and producing debate evidence efficiently. There are, of course,
different ways of achieving the same function that notepad provides, as described here.
For example, there is afunction within Microsoft Word called “ Paste Specia.” Paste
Special islocated in Microsoft Word under “Edit.” Paste specia gives you the option of
removing formatting when pasting text into Microsoft Word.

Another alternative (I use this frequently) isfound in Mozilla Firefox. Firefox isan
Internet browser (like Internet Explorer) that, in my opinion, offers greater customization



and “ debate benefits.” For example, Firefox uses tabbed browsing which allows you to
open multiple websites simultaneously within the same Firefox application; instead of
five or six Internet Explorer windows. The specific application Firefox has for removing
formatting in text is avery useful extension called QuickNote. Extensions are small
“add-ons’ to Firefox that can be easily installed. With the QuickNote extension installed,
you can highlight text on awebsite, right-click and send that text to QuickNote (basically
notepad added to aweb browser). QuickNote removes al of the formatting, adds the
URL to the end of your highlighted text each time you send text to QuickNote, and stores
your text (you can exit Firefox and it will still bethere). At least for me, QuickNote
makes the process of cutting Internet sources very similar to the Lexis process. You find
awebsite you like, highlight the text, "download it", move on to the next article, and then
when you@e all done, QuickNote has atext filewith al of your articles. There are aso
plenty of good non-debate reasons to use Firefox and other extensions. Download
Firefox at http://www.mozilla.org/products/firefox/central .html.

Producing Evidence from Word Processor Files

“Word processor files’ refersto files produced by word processors like Microsoft Word
and Word Perfect. There are two primary types of files that people often run into when
doing debate research. These are .doc files (Microsoft Word) and .rtf files (Rich Text
Format).

.doc files: Some websites will have publicationg/articlesin .doc files. Usually, if you
click on these types of links you will either be prompted to download the article or it will
open up in Internet Explorer window that resembles Microsoft Word. Either way that it
occurs, you should treat these files in the same process described for HTML files. Copy
and paste the text into notepad and then copy and paste from notepad into a blank
document file generated by template. From there you can cite, underline, and tag the
document.

Although you may be tempted to edit the original file since it is a Microsoft Word file,
you still want to have “clean” text before you transfer it into a document generated by
your template. Remember, only a document generated by your template with have your
settings.

1tf files: Some websites will also have publicationg/articlesin .rtf files. If you are running
Microsoft Word, .rtf files will open directly into Microsoft Word. Again, you use
Notepad before copying the text into your document.

If you use Lexis-Nexis software, you might download your searchesinto .rtf files. Again,
use Notepad first. Copy and paste the text into notepad and then into a document
generated by your template. Notepad will also get rid of all the extraneous page and
section breaks produced by lexis searches.



Producing Evidence from PDF Files

PDF (Portable Document Files) files are the files that you normally read through Adobe
Acrobat. For debate purposes, there are two main types of PDFs. There are PDFs with
embedded text and there are PDFs image files (not sure that thisis the “ official” name for
them, but it will do).

If it is embedded text, then the Textbox button (Capital T with alittle box next to it) on
the Adobe Toolbar will allow you to highlight the text of the PDF. When you click this
button your cursor will switch from a hand to atext cursor (looks like a Capital ).

To produce evidence from this type of PDF, click the Textbox button. Then Select-all

(ctrl + @) so that al the text on all pagesis highlighted, Copy (ctrl + c¢), and then Paste
(ctrl +v) into ablank Notepad application. Then copy and paste the text from notepad
into a blank document generated by your template. From there you can cite, underline,
and tag your (formerly) PDF document.

Try it out on this .pdf file:

http://www.twg.com/04summer/docs/04summer_nasr.pdf

Y our Notepad application should look like this:



If the PDF fileis an image file, then you will not be able to highlight the text of the PDF
file because technically there is no text. It ismost likely a scanned image instead of text.
Electronic journal services like EBSCOHost and JSTOR often have these types of PDF
files. To convert these files into text files requires having Omni Page Pro. If you do not
have access to Omni Page Pro at the moment, skip this section and come back to it when
you do.

To convert thistype of PDF file into text, download the file onto a computer with Omni
Page Pro software installed. Once you have downloaded the file, locate the file and right-
click thefile. If Omni Page Pro is properly installed, then you will have an option labeled
“Convert To” and within it, choose “Text File”. Y our screen should look like something
similar to this:

Once you choose this, Omni Page Pro will open and automatically convert thefileinto a
text option for you (it may prompt you for spell-checking and it is a memory intensive
process). It will produce a.txt file of the same name as the .pdf file. From there you can
copy and paste the text file into a blank document generated by your template. Y ou do
not need to use a scanner for this process.



Some versions of Omni Page Pro do not install this“right-click” feature. For those
versions, you can, obvioudly, still convert PDF image files into text. Simply open up
Omni Page Pro and select conversion from “image files’ to rtf/txt files.

This conversion function for PDF files can also be done for other types of image files that
can reasonably be converted into text.

Producing Evidence from Hard Copies (Books and Journals)

For any source that you cannot access electronically (hard copy access only), you will
need to scan the source and then use OCR software to convert it into text. Y ou will need
a scanner and Omni Page Pro to do this. If you do not have access to either of these at
thistime, skip this step and come back to it later.

Important things to know before getting into the actual steps:

- It does take longer to scan a book than to photocopy. Since thisisthe case, you
might want to be more selective in what you scan as compared to when you
photocopy a book or journal. For example, you might photocopy a chapter
because you think it isinteresting without actually looking at more than the
chapter title. Well, if you are scanning a book, instead you might want to read a
few pages of the chapter in addition to looking at the title.

- Somelibraries will not have scanners with OCR software for you to use. If thisis
the case, you either need to get access to a lightweight scanner you can take to the
library or get permission to check out journals.

- Scanning for OCR text conversion requires more sensitivity than photocopying.
When photocopying you can get away with fitting two pages of a book on one
page photocopying by shrinking the text and accommodating the thick black lines
around the edges. Thiswill not always work for OCR. If the text of the book is
not directly on the scanner, then thereis a good chance that aline or two will not
get scanned correctly. This can be quite annoying because you might not notice
until later when every 10nword of your scan is missing the last |etter.

- Another related concern is that to you have to liberally bend the book to make
sure that the whole page is on the scanner — not always friendly to paperbacks,
someone's personal copy, or afragile book.

- Given the sensitivity issue, it is good to check afew pages as you scan to make
sure that you are not cutting off pages. Although this happens with photocopying
too, it happens more often with a scanner if you are not paying attention.

- Omni Page Pro is a pretty memory intensive program. Y ou need a decent
computer to run it well and you should try to reduce the number of programs you



are running while you are scanning books, so that there is less chance of it
freezing in the middle of along scan.

- Don't forget page numbers. Page numbers (accompanied by author’ s name and/or
title) will get scanned in along with the text. Y ou will learn to spot them pretty
easily and they will provide a natural marker between new pages.

- Omni Page Pro has many different versions and so there is a decent chance these
steps will be different than your version of Omni Page Pro. Nonetheless, going
over the steps should give you a good understanding of how the process works.

Step 1: Creating the right settings for Omni Page Pro. Start by running Omni Page Pro.
Theicon for this short-cut should resemble ablue “OP’. When it starts up, take a moment
to familiarize yourself with the different buttons and options.

Then select “View” at the top left hand area of your window. Of the four optionsin the
second category “Document Manager, Page Image, Text Editor, Thumbnail Images”,
only Text Editor and Document Manager should have check marks next to them. Y our
screen should now look like this:

Then select “Tools” and choose “Options’ (the very last one) and then “All...”. A new
window should open entitled “ Option”. Click the second tab titled “ Scanner”. The third



section on the left should betitled “Flatbed”. Click the Box next to “Automatically scan
pages’ so that it has a check mark next toit. In the box labeled “ Time between scans’, set
it for 5 seconds. As you get used to scanning books, you may want to move it down to 2
or 3 seconds (because the scanner has to retract its scanner thingy, you will have more
than just 5 seconds).

Next, click on the “Direct OCR” tab. Only two boxes should be check marked —“Enable
Direct OCR” and “Draw Zones Automatically”. “Proofread OCR” should not be
checked.

Next, click on the “Process’ tab. Only one box should be checked — * Automatically
correct page orientation”.

Next, click on the “Proofing” tab. Only two boxes should be checked —“Mark non-
dictionary words’ and “Enable IntelliTrain.”

Once you have adjusted these settings, click the “OK” button.

(Below the “OK” button is an option to save your settings. Y ou can also do this so that
you can simply load your settings file on other computers in your office or other
computers you might use).

Step 2: The OCR Wizard. The OCR Wizard establishes your default settings for OCR
scanning. Y ou only need to run this once and from then on (even if you close and re-load
Omni Page later), your settings will be saved. After running the OCR Wizard, you can
simply pressthe “1-2-3" button and start immediately.

So to start, click the “OCR Wizard” on the toolbar. Y our screen should now appear like
this:



In Step 1, choose “Paper document in scanner” and “ Scan in black-and-white”. Then
click the “Next” button.

In Step 2, choose “Let OmniPage Pro decide (auto)”.

In Step 3, choose “English”.

In Step 4, choose “No” for question 1 and “Yes’ for question 2.
In Step 5, choose “Copy it to the Clipboard”.

Finally, read the rest of this step and then press the “Finish” button. Y our scanner will
start scanning. Y ou do not need anything in the scanner at thistime. Let it run without
anything in it. Towards the end of the scan, you will be prompted with a new window
titled “ Auto Scan Next Page from Flatbed”.

Thisisthe auto scan kicking in. It will only display for 5 seconds. For now choose “ Stop
Scanning”. In the future, use the 5 seconds to turn your book over to the next page. Keep
doing it until you are done with the book, at which point you will want to choose “ Stop
Scanning”. If you need to pause your scanning (to skip to another chapter), obviously,
choose “Pause Scanning”.



Once you click the * Stop Scanning” button you will be prompted with a new window
titled “ Copy to Clipboard”. Choose “Retain Fonts and Paragraphs”.

(You will be later getting rid of the fonts and paragraphs through Notepad. The only
reason you want to retain fonts and paragraphs is so that while you are in Omni Page Pro
you can better detect errors.)

Y our settings are complete. Y our screen should now ook like this:

Notice the “Document Manager”. The Document Manager is basically an index of each
scan you make. Y ou can click on each scan to check to your progress. At the very bottom
(its not there in thisimage, but it will appear while scanning), there will be two progress
bars. One will be for the scanning process and the other for the OCR process (it should
say “recognizing”).

Step 3: Scanning afew pages. Find abook and try scanning two pages.

Begin by opening your scanning cover. Place the first page you want to scan directly on
the scanner. Then click the “1-2-3" button on the toolbar in Omni Page Pro after reading
the rest of this step. Since you have already started a scan (the one blank page), you will
be prompted with a new window titled “ Automatic Processing”. Choose the second



button “Add More Pages’. Y our scanning will begin. Scan two pages and then choose the
“Stop Scanning” button.

Once you click the " Stop Scanning” button you will be prompted with a new window
titled “Copy to Clipboard”. Choose “Retain Fonts and Paragraphs’.

Y ou should now have three items in the document manager, the last two having OCR
scanned text. If the “ Text Editor” window shows a blank white screen, simply double-

click the second item in your “Document Manager”. If you have clicked the second item,
your screen should now look something similar to this:

If everything has gone correctly, you should be able to easily transfer text from Omni
Page Pro to a blank document generated by your template.

Simply click “File” and choose “Save As’. A new window titled “ Save As’ should
appear. There will be anumber of options.

First, choose a name for your file. Try something like “test.”
Second, adjust the “Files of type” box so that it is* Text (*.txt").”

Third, adjust the “ Formatting level” box so that it is “Retain Fonts and Paragraphs.”



Fourth, place a check in the box next to “ Save and Launch”. This option will alow your
fileto automatically load after it has saved. This way you can immediately transfer the
text from Notepad to a blank document generated by your templ ate.

Fifth, click the “ Advanced” button. This button should be below “OK” and “Cancdl.”
More options should be available now.

Sixth, adjust the “Page Range” box so that it is“All Pages’ and adjust the “File Options’
box so that it is*“Create one file for al pages.”

Finaly, click the “OK” button. If everything was done correctly, a new notepad
application should have opened with the scanned text in it. Transfer the text from notepad
into a blank document generated by your template. From there you can cite, underline,
and tag your book as was done for HTML sources.

Use this process every time you cut hard copy sources.

Combining Your Finished Sources

Hypothetically speaking, once you have cited, underlined, and tagged your hard copy,
HTML, and Word processor sources, you would begin sorting through the Document
Map. Redlistically, you may have 4 or 5 documents with finished cards in them. Y ou may
have an “iccwebl” file that has cards you cut from the internet. Another file, “icclexisl”,
has 10 cards you cut from alexis search. Another file, “icclexis2”, has 20 more cards you
cut from alexis search.

If this were the case, you would need to combine all your sources into one document.
Once again, you would want to generate a blank document with your template. Y ou
would want to try to save the file as whatever you plan on caling thefile. Soif it were an
ICC Affirmative, then you would name it “1CC Affirmative’.

Once you have named the file, you would need to copy and paste all the cards from each
of your (relevant) different sources into the file. Y ou do not want to use notepad in this
instance, because these cards have aready been formatted by your template. If you have
used the template consistently correctly, your cards would appear exactly the samein the
“1CC Affirmative’ file asthey did in the “iccwebl” file.

To test this out, open “iccwebl.doc” — the file we saved back during “Producting
Evidence from HTML Sources.”

Once you have opened thisfile, aso generate a blank document through your template.

Next, copy all thetext in iccwebl and then paste that text into your blank document.



If everything has worked out properly, then these two documents should be identical
(minus the name) because both use formatting generated by your document template. If
they do not appear identical, then one of the documents has not been generated by your
template.

Once you combine al of your sources into a single document, you are ready to use the
Document Map and finish the file. (Sometimes you will have cardsin your ICC search
that fit better in your China DA. During the sorting process — coming up next —you could
create a China DA file or move them into an existing file. The “single” document only
refers to asingle document for all ICC related cards).

The Document Map

The Document Map isthe “end of the line” (both for producing afile and for this *how
t0”). By using the Document Map you will be able to create “Block Titles’, sort your
cards, and produce page numbers and an index.

The Document Map only reads “Heading” styles (Heading 1, 2, 3 and so on) will appear.
Thisiswhy it is so important that all and only tags arein Heading 2 and all and only
block titlesarein Heading 1 and everything elsein normal. It makesit easier to sort
cards.

In order to show you how to use the Document Map, download the sudan.doc file from
http://www.uga.edu/~spc/debate/research_guide/sudan.doc. It has 5 cards for a Sudan DA
update file. It has been formatted using the document template (debatetemplate) we
created in “ Creating a Document Template.”

After you download thisfile, open it.

Step 1: View the Document Map. To view the Document Map, click “View” (at the top
of Microsoft Word) and choose “Document Map.”

Y our screen should now look like this:;



The Document Map is the side window located on the left hand side of your screen.
There should be five lines corresponding with the five tags for the five cards. Thereis
nothing else in the Document Map, because there are only 5 linesin any of the “Heading”
styles. To get used to the Document Map, single-click the fourth tag line beginning with
“Even adeay...”

The document should automatically move down to this card so that your screen now
shows:



This allows you to move easily from one tag (or one block title) to the next. To
demonstrate the features of the document map again, highlight the entire tag for the
fourth card beginning with “Even adelay...”. Then press F4 on your keyboard, thereby
changing the tag of the fourth card to “Normal” style. If you have done this correctly, this
line should no longer appear in the document map. Pres F3 to return it to its original state.

Step 2: Create Block Titles. Click on thefirst tag in the document map to return to the
top of the page.

Press the Enter key once and press the up arrow key once. Repeat this process (press the
Enter key and press the up arrow key). Y ou should have two blank lines preceding the tag
of thefirst card.

Press F2 to switch to Heading 1. Type “Links — Conflict Prevention Causes Tradeoff”. As
you type this, new line should appear in the Document Map. Sinceitisin “Heading 1”
style, it should appear further to the left margin than the tags, which arein “Heading 2”
style.

Step 3: Sorting

Begin reading the tag of the second card. Thisis a uniqueness card and therefore should
go before “Links — Conflict Prevention...”



To move this card, start highlighting at the tag “A final peace deal...” and end with
“reconstruction of the south.”” Press“ctrl + x” or right click and select “cut”.

Click on the first line in the Document Map, “Links — Conflict Prevention...” This should
return you to the top of the document.

Since you are creating a new block title, you will want to also create a new page, just as
you would start blocking on a new sheet of paper. Press “ctrl + enter” to create a page
break. Then, press the up arrow key once to move the cursor up one line. Press the enter
key once and again press the up arrow key once.

Type “Uniqueness — Peace Deal Coming.” Press the Enter key twice and then paste (ctrl
+ V). You should now have anew block title and a resorted card under it. Y our screen
should now look something like:

Continue with the next three cards. The third card fits under “Links — Conflict Prevention
Causes Tradeoff” so leave it there and go to next one.

The card that has atag that begins with “Even adelay” isan internal link card. Itis
already in the right place, but needs a new block title and new page. So place the text
cursor in the line above the tag and create a page break.



Then press the enter key once, the up arrow key once, switch to “Heading 1" style by
pressing F2, and type “Interna Links— Delay Upsets Peace Deal.”

Y our screen should now look like this;

One last card remains. Thisisaso in the right place, but needs a new block title. Repeat
the process for creating a new block title described in the preceding paragraphs. Thetitle
of thisblock should be “AT: Cyprus Dispute N/U”.

Y ou now have afour page update file.

Step 4: Page Number and Index. Scroll up to the very top of the page. To create page
numbers, click “Insert” and select “Page Numbers’. Choose your preferred settings
(bottom right, top right, etc) and click the “OK” button.

To create an index, create a page break directly above the first Block Title. Pressthe
Enter key and up arrow key twice to create ablank line. Switch from “Heading 1” styleto
“Normal” Style by pressing F4.



Create atitle for your file—we'll use “ Sudan DA Updates’. Type “Sudan DA Updates”.
Y ou can make it bold or underlined by clicking the toolbar buttons (keep it in “Normal”
style though).

Press the Enter key twice to create two blank lines after your title.

Then click “Insert”, select “Reference”, and select “Index and Tables’. A new window
should appear titled “Index and Tables’. The three checkmark boxes should all be
checked. In this window, the only thing that should need changing is the “ show levels’
box. Change it to the number “1”. Y our screen should now look like this:

If your screen matches up, click the “OK” button. An index should be generated. To get a
better view of the index, close the Document Map by clicking “View” and selecting
“Document Map”. Y our screen should look like this:



The index corresponds with each linein “Heading 1” style (Block Titles). You can edit
the index to optimize your file. For example, if there were two pages of “Uniqueness —
Peace Deal Coming”, you might want to delete the duplicate block title that appears in
the index. Y ou may also want to press the Enter key after different types of blocks, so
that unigueness is separated from links and links from impacts — just as you would if you
were handwriting or typing the index.

Each entry in theindex, if executed correctly, is aso a hyperlink to that page. Y ou can
“ctrl + click” on theline and it will take you directly to that page. If you add another page
to thefile after you create the index, you can update the index. Place the cursor of the
index, right-click, and select “Update Field”. It will give the option of updating the page
numbers or the entire table. Unfortunately, “Update Field” will get rid of any spacing or
additional titles to the index page itself.

Y ou now have taken an unsorted lexis search and have sorted, blocked, page numbered,
and indexed it. Thefileisready for printing and distribution.

Things to remember about the Document Map and sorting process:
- Right-Clicking the Document Map alows you to adjust what Headings are

shown. So you can only show “Heading 1” style, which means only Block Titles
will be shown.



- You have to monitor the page breaks yourself. If you paste three cards under a
block title and the third card goes over the one page mark, then you need to insert
anew page break above that card and create a duplicate block title. Depending on
your computer speed and the size of the document, page formatting can be slow.
It isalso best to run “print preview” before you are done to check for “stray lines’
that go over.

- You might sometimes find parts of your document arein “Heading 2" or
“Normal” when they aren’t supposed to. If thereis ablank line in the document
map then that means there isablank line in your document in either Heading 1 or
Heading 2. This happens occasionally and all you need to do is click that linein
the Document Map and press the F4 key to return that line to Normal. Another
problem is that sometimes citations will show up as Heading 3 instead of “Normal
+ Bold, Underline”. You'll know if this happens, because your citation will show
up in the Document Map. If this occurs, put the citation back in Normal and then
try Ctrl + Bold and Ctrl + Underline, once again. Alternatively you can just ignore
it sinceit doesn’t really affect your index or create your own non-heading style
for citation.

- Short-cut keys are important. They make the whole process very fast. Use them.

- You may want to consider mandating everyone on the team use roughly the same
template. Thiscan help agreat deal becauseit ensures files can be used
interchangeably.

- That'sit. You know now all the basics for producing all of your debate files
electronically. Thisisafairly “organic’

That'sit. You know now all the basics for producing all of your debate files
electronically. Thisisafairly “organic” process. You will learn things as you go along,
get better, think of new ideas, and new software will come out. Since my computer
knowledge is nothing special, if you know of more efficient ways to complete any of
these steps feel free to use them and/or e-mail your suggestions.

Sample Templates

These are afew templates that you can use or tweak for your own use. “Complex” just
means two more short-cut keys—it is not actually more complex.

A Basic Template (http://www.uga.edu/~spc/debate/research _guide/debatetempl ate.dot)
— Thisisthe one we created in this“how to”. It has Heading 1, Heading 2, and Normal
styles. 0.4 margins al around.




A More“Complex” Version of the Same Template
(http://www.uga.edu/~spc/debate/research _guide/compl extemplate.dot) — This one uses
the same style as the above template.

Margins - .4 All around

F2 —Heading 1 — Times New Roman, 24, Bold, Underline

F3 —Heading 2 — Times New Roman, 12, Bold

F4 —Normal — Times New Roman, 10

F5 — Underlining — Times New Roman, 10, Underline

F6 — Language Editing — Times New Roman, 10, Single Strike Through

Similar “Complex” Template with a Header
(http://www.uga.edu/~spc/debate/research_guide/styletemplate.dot) — More “fancy” than
the above template.

Margins— 1 on top, .6 on the other margins

Header - <School & Y ear>, <Tournament>, and <File Name>

F2 —Heading 1 — Times New Roman, 18, Bold, Underline, Center Justified,
F3 —Heading 2 — Times New Roman, 12, Bold

F4 —Normal — Times New Roman, 10

F5 — Underline — Times New Roman, 10, Underline

F6 — BoldUnderline — Times New Roman, 10, Bold, Underline

F7 — Language — Times New Roman, 10, Single Strike Through



