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Introduction

This module explains how to check the text you have entered (typed) into a Paratext 7.1 project for typing and formatting mistakes.
Where we are
You have typed your text into Paratext. Now you want to check that the text is complete and is formatted correctly. The next module will show you how to check the contents of your text.
Why it’s important

In order for your text to communicate the message clearly, it needs to be complete, free from typing mistakes and correctly formatted. These checks allow you to be sure that all the chapters and verses are present and help you to find typing mistakes such as incorrect characters, punctuation etc. You can also check the markers used to apply formatting.  
What you will be doing

Paratext has many checks to help you correct any mistakes you make in your translation. The first check is the Chapter/Verse check and the Marker check. Before you use the other checks, you will need to run several inventories. These inventories are new to Paratext 7 and replace the old options settings in Paratext 6. Once you have identified the invalid items in the inventories, you can run the various checks.
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Chapter/Verse Check

It is important to run the Chapter/Verse check first, as all other checks depend on it.  This check is used to make sure that all the chapter and verse markers are correct. 
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In Paratext 7, the checks have been grouped together. However, if this is the first time you have run the checks it may be best to run only one check at a time in case there is a long list of errors.

1. Click in your project.

2. Click on the Checking Menu

3. Click on Run basic checks
4. Make sure your project is chosen in the Project box [1]

5. Make sure Chapter/Verse Numbers is checked/ticked. [2]

6. Make sure any unwanted checks are not checked/ticked.

7. If necessary, click on Choose... to change the books to check. [3]

8. Click on OK [4]
A list is displayed showing any errors.

If the list is very large, it will ask you if you want to load the whole list. Click No.

Making corrections
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If the check has found some errors, it will list them in a window.

9. Double-click on the reference in the list.

10. Edit the verse as required.

11. Save the changes by pressing   Ctrl + s 
12. Repeat steps 1-3 for any other errors.

Tip: There are several very common errors: missing \, spaces after the \, or no space before the verse or chapter number.

Tip: The menus will change if the results window is active. So if your menus are not what you expect then click in your project window.
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Marker/Verse Check

After finishing the Chapter/Verse Check, you should run the Marker Check next.  Do this just as you ran the Chapter/Verse, but select Markers instead in step 4.  Though you should run all checks, it is most necessary to run both the Marker check and Chapter/verse or you may have errors in creating a draft.

Using Inventories to setup the other checks
Paratext 7 has seven different inventories. They are: 
· characters, 
· punctuation, 
· matched pair punctuation errors, 
· repeated works, 
· no capital after style, 
· no capital after punctuation and 
· mixed capitalization 
These inventories show what you have in your text. That is, they show both the good characters etc. and the mistakes. You need to work through the inventories and tell Paratext which ones are good (valid) and which are mistakes (invalid).

Once you have worked through the inventories, you are ready to run the checks.

The following table explains why each inventory is used.
	The ... inventory 
	is used to ... 

	The “characters inventory”
	is used to identify any invalid characters.

	The “punctuation inventory”
	is used to identify any invalid punctuation.

	The “matched pair punctuation errors inventory”
	is used to identify any punctuation marks which occur in pairs e.g. ( ), [ ] etc.

	The “repeated words inventory”
	is used to identify any repeated words.

	The “no capital after style inventory”
	is used to identify markers which don’t start with a capital.

	The “no capital after punctuation inventory”
	is used to identify sentences which don’t start with a capital.

	The “mixed capitalization inventory”
	is used to identify words with a mixture of capitals and lowercase letters.
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Identifying mistakes (invalid items) using an inventory

1. From the Checking menu choose an inventory (for example Character inventory)
The inventory will be displayed in a window similar to the following:
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As you click on each row, a concordance list of the verses containing the item is displayed in the middle of the dialog box.

2. For each item on the list you need to know - is the item on the list correct?

a. If it is correct, then click the Valid button or press  Ctrl  +  Y .
b. If it is not correct, then click the Invalid button or press  Ctrl  +  N .
The selection will advance to the next item, but if necessary click on the next item.
3. Repeat step 2 for the each item.
4. When you have finished all the items on the list, click OK.

5. Now you can run the check for that inventory. (see page 8.)
Advanced tips
· To go to a specific item you can type it in the filter box. 
· If the Character is valid, but you see a mistake, you can correct it.  Hold down the  Shift  and double-click on the reference in the concordance list. To return, click OK.
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Specific details for each inventory

Although the inventory checks are very similar, there are some slight differences. The following table summarizes the inventories and gives details of some specific features for each inventory:
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Characters Inventory

This is used to identify (and/or correct) any invalid characters

Additional Features:

Shift + double-click to edit any verses
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Punctuation Inventory

This is used to identify (and/or correct) any invalid punctuation

Additional Features
The last column shows the context of the punctuation, i.e. word initial = beginning of a word, word medial = in the middle of the word, word final = at the end of a word or isolated = has a space before and after.

	Punctuation Environment
	Notation for Environment
	Example

	Word Initial (start of a word)
	_"
	"Sam

	Word Medial (middle of a word)
	'
	David's

	Word Final (End of a word)
	,_
	Luke,

	Isolated (a space before and after)
	_-_
	Mark - Chapter 1 
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Matched Pair Punctuation Errors Inventory

This is used to identify any punctuation marks which occur in pairs e.g. ( ), [ ] etc.
Additional Features
Click on the options button to specify the matched pairs.
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Repeated Words Inventory

This is used to identify any repeated words.
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No Capital after Style Inventory

This is used to identify markers followed by text that does not start with a capital.
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No Capital after Punctuation Inventory

This is used to identify sentences that do not start with a capital.
Additional Features
Click on the options button to specify the punctuation characters that require a capital.
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Mixed Capitalization Inventory

This is used to identify words with a mixture of capitals and lowercase letters.

Additional Features
Click on the options button to specify valid prefixes and suffixes.
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Running the checks

Now that you have used the inventories to identify any items which are mistakes (invalid items), you can run the checks to find and correct the actual mistakes.

Run other basic checks
In Paratext 7, the checks have been grouped together. It is possible to run several checks at the same time. However, if this is the first time you have run the checks it may be best to run only one check at a time in case there is a long list of errors.

Note: Before running the last checks, you must have finished each corresponding inventory.
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Click in your project.

2. Click on the Checking Menu

3. Click on Run basic checks
4. Make sure your project is chosen in the Project box [1]
5. Make sure the check(s) you want is (are) checked/ticked. [2]
6. Make sure the checks you do not want are not checked/ticked.

7. If necessary, click on Choose... to change the books to check. [3]
8. Click on OK [4]
A list is displayed showing any errors.

If the list is very large, it will ask you if you want to load the whole list. Click No.
Tip: The menus will change if the list window is active. So if your menus are not what you expect then click in your project window.

Making corrections

If the check has found some errors, it will list them in a window.

9. Double-click on the reference in the list.

10. Edit the verse as required.

11. Save the changes by pressing  Ctrl + s 
12. Repeat steps 1-3 for any other errors.
	Inventories – setup
	Inventories – specific
	Chapter/verse check
	Basic checks
	Quotations check
	Additional Checks


Configuring Quotations Rules
Before you can run the quotations check, you must setup the quotation rules.

Note: If this is a shared project, only an Administrator can configure these options.  Please ask your Consultant to make the necessary changes and skip this section.
· From the Checking menu choose Quotation Rules...
The following dialog is displayed.
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Complete the dialog box as follows:

1. Select your project from the drop-down list. 

2. If your project follows the same quotation rules as another project, click Copy Rules... to copy the details from the other project. Click OK to save changes. 

Otherwise: 

3. Beside Quotes, select the quotation characters used in your text to open and close first-level quotes. 

4. Beside Quotes in Quotes, select the quotation characters used in your text to open and close second-level quotes. 

5. Beside Quotes in Quotes in Quotes, select the quotation characters used in your text to open and close third-level quotes. 

6. If you want to re-open an unfinished quote if a new paragraph, then click on the checkbox beside Continue Quotes? to place a tick in it. 

7. Enter the markers at which point a continuer (or re-opened quote) would be necessary (e.g. p for new paragraph). 

8. If you simply wish to see all the places in your text where quotation characters have been used, click on the Flag All Quotes checkbox to place a tick in it. 

9. Click OK. 

The rules that you have set (or copied) will be used in any further punctuation or quotation checks run on the text. 

Note: After you configure the Quotation Rules, you should run the Quotations Check. (Checking>Run Basic Checks>Quotations)
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Examples of Quotes vs. Quotes in Quotes vs. Quotes in quotes in quotes

The following passage shows examples of the three types of quotations. 
Jesus said, “A man carrying a jar of water will meet you. Follow him into the house he enters. 

\p “Say to the owner of the house, ‘The teacher asks you, “Where is the guest room, where I may eat with my disciples?” ’ He will show you a large room upstairs.”

	Quote
	Jesus said, “A man carrying a jar of water will meet you. Follow him into the house he enters. 

\p “Say to the owner of the house, ‘The teacher asks you, “Where is the guest room, where I may eat with my disciples?” ’ He will show you a large room upstairs.”

	Quote in Quote
	Jesus said, “A man carrying a jar of water will meet you. Follow him into the house he enters. 

\p “Say to the owner of the house, ‘The teacher asks you, “Where is the guest room, where I may eat with my disciples?” ’ He will show you a large room upstairs.”

	Quote in Quote in Quote
	Jesus said, “A man carrying a jar of water will meet you. Follow him into the house he enters. 

\p “Say to the owner of the house, ‘The teacher asks you, “Where is the guest room, where I may eat with my disciples?” ’ He will show you a large room upstairs.”

	continuation
	Jesus said, “A man carrying a jar of water will meet you. Follow him into the house he enters. 

\p “Say to the owner of the house, ‘The teacher asks you, “Where is the guest room, where I may eat with my disciples?” ’ He will show you a large room upstairs.”


Additional Checks
Many additional checks can be run. All the checks from Paratext 6 are available under the Checking menu under Paratext 6 checks and can be run as follows:
1. Click on the Checking menu.
2. Click on Paratext 6 checks menu.
3. Click on the desired category.
4. Click on the desired check on the sub-menu.
5. Click OK.
6. Make corrections as necessary.

Summary

This module has shown how you can:

	Task
	Summary of steps
	Page

	Chapter/verse check and Marker check
	· Checking > Run Basic Checks…
· Select only Chapter/Verse Numbers
· Click OK.
· Checking > Run Basic Checks…
· Select Markers as well
· Click OK.
	2

	Use inventories to setup checks
	· Click on the Checking menu.
· Choose the desired inventory:  characters, punctuation, matched pair punctuation errors, repeated works, no capital after style, no capital after punctuation and mixed capitalization. 

· For each item, click either Valid or Invalid.

· Repeat.
· Click OK.
	4

	Specific details for each inventory
	· Character inventory = shift + double click to edit

· Punctuation = shows context

· Matched pair = click on options button

· No capital ... = click on options button

· Mixed capitals = click on options button
	4

	Making corrections
	·  Shift  + double-click
	

	Basic checks
	· Checking > Run Basic Checks
	8

	Quotation check
	· Checking > Quotation Rules
then

· Checking > Run Basic Checks
· Select Quotations.
	9

	Additional checks
	· Checking > Paratext 6 checks > … 
	10
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