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Introduction

In this module you will learn how share your work with other Paratext users in your translation team.
Where we are
Your trainer or consultant has set up the sharing of your project for each user and computer.  You would like to share your work with your team. 
Why it’s important

Paratext 7.1 allows users to share a translation project across multiple users and computers.  You now have the possibility to translate different books at the same time and easily share your changes with each other and your consultant.
What you will be doing

Following the method decided by your consultant, you will be sharing your work with all Paratext users in your team so that each person can have the most up-to-date copy of the project. 
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Send/Receive Overview
There are three ways of sharing a project. As instructed by your trainer or consultant, go to the appropriate section of this module: Internet Sharing and Network Shared Folder, or USB Sharing.
Sharing by Internet or Network 
If Internet connection is available and chosen, the best method of working is to Send/Receive to get the most recent changes before starting work, and to Send/Receive a second time when you finish working.  This ensures that you are working with the most recent copy of the project, and that all other members have access to your changes.
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Start Paratext 7 if it is not already open.

2. Make sure that you are connected to the Internet or local network.

3. On the toolbar, click the Send/Receive ([image: image1.png]


) icon.
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Paratext will send all of your changes to the server, and download other user’s changes to the whole text.

4. Work as you would normally. You will be able to read all available text, and edit the books assigned to you. (If a book is assigned to you, your name will appear in the title bar when you view the book). 
5. At the end of your work session, click the Send/Receive ([image: image2.png]


) icon again.

All of your changes will be shared and you will receive the whole text including any changes from other users.

6. As often as instructed by your consultant, create a backup of your project as normal using File > Backup > To File (see module File Management, Backup) or Backup to Internet.

Note: In the unlikely event of a problem or lost text, contact your consultant as soon as possible.   Follow the instructions of your consultant to resolve the problem together.   
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Sharing by USB Stick/Drive 
If Internet connection is not available, a USB stick can be used to share changes between team members.  This ensures that you are working with the most recent copy of the project, and that all other members have access to the most recent copy. Your consultant should designate a virus-free USB stick for sharing the project. 
7. [image: image14.png]Newer/Left Text to Compare:

Older/Right Textto Compare:

[P - My Project 1

o) . [Py

Curent Verson

11/10/2010 15:14 - Matthew Lee.

And yet another.

\» "% Nye a to cut
tina e tonla yaa ¢ paste
mo Da nt>' ze py,|

Nye e nye 6: «Yos

mo David, ayi kp

Maaria, muma go, cbe nye

nua ebum 6, e nkul mo

Copy Debugging Info to Clipboard
Insert Verse Number

Insert Note...

Ctrl+Shift=1

.

T , nye bir 6 nye é

Undo All Changes In Chapter

X batojasi6, nye
Cuiec %

aa € lu. Engles
Ctrl+V. :

[
1é enua

Maaria, muma go, ebe nye nua
ebum 6, e nkul mo Mbiambia

ze pyal nye é lima.

: «Yoseb, mwan mo




Work as you would normally. You will be able to read all available text, and edit the books assigned to you. (If a book is assigned to you, your name will appear in the title bar when you view the book). 
8. When the USB key is available and you would like to share your changes with the other users,  each user who has made changes should:

a. Insert the USB stick.

b. On the toolbar, click the Send/Receive ([image: image3.png]


) button.
c. Wait until the green progress meters have gone away. 
The USB stick will now contain the latest copy of your changes.

d. Safely eject the USB stick.

e. Repeat steps a-d for each computer with changes.

9. Once the USB stick has passed to each computer, you must insert the USB stick a second time and perform a send/receive on each computer of the team.

a. Insert the USB stick.

b. On the toolbar, click the Send/Receive ([image: image4.png]


) button.
c. Wait until the green progress meters go away.
d. Safely eject the USB stick.

e. Repeat steps a-d for each computer.
Now each computer contains the newest copy of the project. 

10. As often as instructed by your consultant, create a backup of your project as normal using File > Backup > To File (see module File Management, Backup).

Note: In the unlikely event of a problem or lost text, contact your consultant who can recover or help you recover your text from backups or history.
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Troubleshooting Send/Receive
If for some reason, the Send/Receive ([image: image5.png]


) button doesn’t work or gives you an error, you can reconfigure the send/receive and try again. 
1. As appropriate, insert your USB stick, connect to the Internet, or connect to your network. 

2. From the File menu, choose Send/Receive Projects….

The Send/Receive Projects dialog box will appear.
3. Choose the appropriate Send/Receive method: 
· Internet Server
· This option has no settings.

· USB Drive

· This option allows you to select the letter of your USB Stick (i.e. E:\, F:\).
· Network Shared Folder
· This option allows you to select the shared folder.

4. In the Projects to Send/Receive: box, tick the box beside your project.

If the desired location is chosen but no projects are listed, you may not have not been added to the project. Please contact your administrator.

5. Click to remove the tick from unnecessary projects.
6. Click Send/Receive.
Other Solutions
If Send/Receive still doesn’t work, here are some possible solutions.
· Internet Sharing

· Verify your Internet connection is working.

· Verify the proxy settings (Tools > Options)

· It is common that the Internet server will refuse a connection, so just try again later. However, if a problem persists longer than a day, contact your consultant.

· Network Server

· Check your connection to the server and verify that the server is running.
· USB Drive/Stick

· Verify that you have free space on your USB stick.
· Try another USB stick, and contact your consultant.

If you are still not able to send/receive, contact your consultant. 
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Notes for Administrators 

Important Note: Before sharing a project, administrators should either be trained or carefully read the UBS-published manual: http://paratext.ubs-translations.org/manual/pt71sharing because incorrect configuration or use could cause conflicts or data loss.
To share a project, an administrator must:

1. Determine which location is most appropriate for sharing the project.

2. Verify adequate virus protection (and updates) on each computer.

3. Update all computers to Paratext 7.1.

4. Register each user and computer with a separate Paratext registration.  
5. Collect the most authoritative version of the text, share the project and define user roles.

6. Define Quotation rules (See module Checking Your Text, Quotations Check) because only an Administrator can change these options.

7. Assign different books (or chapters) to each user to avoid conflicts.

8. Install the project on each computer.

9. Discuss the method and process of sharing with the users.
A Hint for Troubleshooting Mistakes
You can usually correct user errors using the project history and Compare Texts tool (See Module File Management, See the Differences Between two Points).

In the Compare Texts tool, you (or an authorized user) can undo a change to a verse or chapter.

Right-click on a modification and choose to “undo” each erroneous modification. You can work through this process with the user to repair mistakes.  
Other Solutions

For other options, refer to the Paratext 7.1 Project Sharing manual (link above). Administrators are the only users that can restore a project or a book or make project-wide configuration changes. 
Summary

This module has shown how you can:

	Task
	Summary of steps
	Page

	Sharing by Internet or Network
	· Make sure that you are connected to the Internet or local network.

· Click the Send/Receive ([image: image6.png]


) icon.

· Work as you would normally. 

· When finished for the day, click the Send/Receive ([image: image7.png]


) icon.

· File > Backup > To File  
or 
· File > Backup > To Internet
	2

	Sharing by USB Stick/Drive
	· On each computer with changes:

· Insert the USB stick.

· Click Send/Receive ([image: image8.png]


).
· Safely eject the USB stick.

· On all project computers:
· Insert the USB stick.

· Click Send/Receive ([image: image9.png]


).
· Safely eject the USB stick.

· File > Backup > To File 
	3

	Troubleshooting Send/Receive
	· Insert your USB stick or connect to Internet/network. 

· File > Send/Receive Projects….

· Choose the appropriate Send/Receive method.

· Choose preferred options (drive, folder).

· In the Projects to Send/Receive: box, tick the box beside your project.

· Remove the tick from unnecessary projects.

· Click Send/Receive ([image: image10.png]


).
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