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Goal

Paratext 7.2 course is designed to enable participants to process their translation in a program that has been specifically designed to store translation text and to run various checks and then print a draft version.

Objectives

The objectives have been defined at two levels. Firstly, independent of the specific computer program used and then specifically for Paratext 7.2.

At the end of this course, participants will be able to:

· Launch Paratext 7 using a desktop icon.

· Effectively use the navigation toolbar to find the desired book, chapter, and verse. 

· Insert USFM markers (such as \c, \v, etc.) into an open project using the appropriate view. 

· Use a virtual keyboard system (MS-Keyboards or Keyman) to type the required characters for the language.

· Add additional elements such as section titles. 

· Add footnotes. 

· Open reference resources for comparison, such as an English Bible. 

· Organise several windows on the screen. 

· Use a backup feature to back up the project to a USB key.

· Run a check to make sure all chapters and verses are present.  

· Run a check to make sure that each element of text is correctly marked (Markers, styles, etc.). 

· Run inventories and checks to make sure all characters and punctuation marks are valid for the target language.

· Run the available verifications to guarantee the coherence of content using the biblical terms tool and the checks. 

· Check for spelling errors using the spellcheck and wordlist. 

· Make changes to the text as necessary. 

· Record decisions made in the project using the notes feature. 

· Take a snapshot to mark important points in the history of the project. 

· Print project texts for revision or consultation by producing a PDF copy.

Materials required:

· student manuals

· projector??

· sufficient power boards (strips) to connect the student’s computers.

· CD containing installation files – install Paratext, …

Computer setup

Participant's computers need the following installed:

· Paratext 7.2 (with their own license) 

· Either MS Keyboards or Keyman

· Unicode fonts

· Unicode language file for their language.
Documents for class exercises 

Participants will be expected to work on their own data throughout the course. You may want to have a sample exercise for those who don’t have anything. [Four projects are available from the Ptxt 6 French course.]
List of Modules 

	English
	French

	ED – Entering Data.doc

FM – Managing Files

CT – Checking your text

SP – Spell checking

CC – Checking your content

PD – Printing drafts

SR – Send/Receive

RD – Recording decisions

PP – Parallel Passages

BT – Back Translations (Interlinear)
(App – 3 letter codes)
	SD – Saisie des données 

GF - Gerer les fichiers

VT – Verification du text

VO – Verification de l’orthographe

VC - Verification du contenu

IE – Impression d’Ébauches
ND : Notion des décisions
Appendix FRN Three Letter Abbreviations.doc


Suggested order of modules

The suggested order of modules is as listed above. The intention is to work through each module section by section. The sections are indicated by the roadmap at the top of each module. No time has been allocated to the modules. It is suggested to demonstrate the section and then have the participants practice the sections before moving on to the next section.

Suggested Course Timetable 

Applied Computer Course (Paratext) 

	
	Monday
	Tuesday
	Wednesday 

	8.00 – 8.30
	Welcome/Devotions
	Devotions
	Devotions

	8.30 – 10.00
	Introductions

Setup computers

ED: Entering Data
	
	

	10.00 – 10.30
	Break

	10.30 – 12.00
	ED: Entering Data
	
	

	12.00 – 2.00
	Lunch

	2.00 – 3.30
	Work on own project


	Work on own project


	Work on own project



	3.30 – 3:45
	Break

	3:45 – 5.00
	Work on own project
	Work on own project
	Work on own project




	
	Thursday
	Friday

	8.00 – 8.30
	Devotions
	Devotions

	8.30 – 10.00
	
	

	10.00 – 10.30
	Break

	10.30 – 12.00
	
	Closing

	12.00 – 2.00
	Lunch
	

	2.00 – 3.30
	work on own project
	

	3.30 – 3:45
	Break
	

	3:45 – 5.00
	Work on own project
	


Daily Lesson Plan

Most modules can be presented as follows:

Connection:

Have a participant(s)/facilitator read the sections

· Introduction

· Where we are / Où sommes-nous

· Why is this Skill Important? / Pourquoi cette aptitude est-elle importante ?

· What we will be doing / Qu'est-ce qu'on va faire ?
After reading the introduction, have the participants think through whether they already know how to do it or what will be new to them
Content:

Demonstrate a content section of the module with participants watching, either using the projector or having them gather around the teacher’s computer.

(That is, one section as marked in the roadmaps at the top of the page.)

If appropriate, after the teacher’s demonstration, have another student demonstrate the procedure on the projector as well before the class practices individually. Be sure to invite questions from the other students.

Challenge:

Have all the students repeat the demonstration on their computers either individually or in pairs.

Change:

Have the participants work on their own project implementing the various skills as needed in their own work. 

Towards the end of each day get the participants to look at the skills check sheet and have them rate their own ability on the skills learnt so far (today’s and previous days). 

Skills check

In addition to the daily self-evaluation, the instructors should work individually with participants to ensure that by the end of the week all participants can perform the skills at least with the help of their notes if not independently. When achieved independently sign off the skill in their binders. (See next page.)
Paratext – Skills Test 

The table below lists each competency that we have learned this week. 

· Check the “Yes” column if you are satisfied that you know how to complete this task.

· Check the “With Help” column if you can complete the task with the help of the binder and your notes.
· Check the “No” column if you if you do not know how to complete this task, even with your notes and the binder. 

As soon as you are satisfied with your competency, ask a trainer to confirm that you know how to complete each activity and the trainer will check the “Chk” column.
	Module
	Skill
	Yes
	With 
Help
	No
	Chk

	ED
	1. Start Paratext 
	
	
	
	

	ED
	2. Open the target project
	
	
	
	

	ED
	3. Start Keyman or MS Keyboard 
	
	
	
	

	ED
	4. Type your text in Paratext 
	
	
	
	

	ED
	5. Save your work 
	
	
	
	

	ED
	6. Change to a different book, chapter, and verse 
	
	
	
	

	ED
	7. View your text in a variety of different views
	
	
	
	

	ED
	8. Show footnotes.
	
	
	
	

	ED
	9. Insert a footnote 
	
	
	
	

	ED
	10. Insert a subtitle (s1) 
	
	
	
	

	ED
	11. Open an English Bible 

12. Arrange windows horizontally, or vertically. 
	
	
	
	

	CT
	13. Check that your txt contains the correct number of chapters and verses. 
	
	
	
	

	CT
	14. Check the markers in your text 
	
	
	
	

	CT
	15. Discover which characters you hove used in your text. 
	
	
	
	

	SP
	16. Configure the wordlist
	
	
	
	

	SP
	17. Correct spelling errors
	
	
	
	

	ED/FM
	18. Back up your data to a USB key 
	
	
	
	

	PD
	19. Print a draft of your text 
	
	
	
	

	ND
	20. Record decisions in your project 
	
	
	
	

	FM
	21. Mark a point in the history of your project 
	
	
	
	

	FM
	22. Compare the current text with an earlier version of the text 
	
	
	
	

	SP
	23. Spellcheck your text 
	
	
	
	

	CC
	24. Verify parallel passages 
	
	
	
	

	CC
	25. Verify biblical terms
	
	
	
	


Summary of Modules

The following summary of modules:

	Module Name
	Purpose and sections
	Content – demo

	ED - Entering Data 


	This module deals with all that is necessary to use Paratext to enter translation text. Thus is contains a variety of topics:
	Decide what language the teacher will have on screen (or which student can connect).

There are several sample French projects available from Ptxt6 course

	
	· starting Paratext *
	This is a very simple process, but here you will also point out screen layout, asking for questions/comments on changes.

· longer toolbar

· new Project menu etc

	
	· typing text 
	3 steps because can’t start typing until at correct verse and marker

	
	· changing the biblical reference, 
	be sure to point out differences between Ptxt6 (typing book name reduces the list) so be sure to show the need to press backspace when make typing mistake

	
	· adding markers, 
	May appear very different to previous version. Extra step of checking view and drop down list of markers. point out list of common markers

	
	· typing text in Cameroon characters
	no change Ptxt6 (should be review and/or reference)

	
	· changing views
	Very different to what they already know. Don’t spend too much time explaining differences. Encourage the use of standard (normale) unless they prefer unformatted.

	
	· adding titles
	there isn’t any real difference in procedure but main difference here is to reinforce the need for a \p after the title

	
	· saving your work *
	simple task, this is more as a reminder

	
	· inserting footnotes
	This is very different to what they may know in Ptxt6 but hopefully easier as the default has most of what they want, so they just have to type the text.

	
	· efficient cursor movement
	This is more of a reference/reminder. Point out the differences with Ctrl (especially with Word/OpenOffice). i.e. verse (not paragraph), chapter not page

	
	· Backup
	This should be well known.

Main thing to point out is that you don’t always get a confirmation dialog when it finishes (only when there are problems). Repeat this every day.

	
	· Other windows

· Opening other resources/projects
	This should be simple. Main thing to point out is that the projects and resources are now mixed on the one list.

	
	· arranging windows
	Ptxt 7 is different with several stacked columns.

Do we need to work out a quick demo or let people play???

	CT – Checking the text
	This module assumes that the participant has entered their data and shows how to check the markers and characters etc. Here we are focusing on typing mistakes (markers, characters, punctuation etc).

	
	· setup inventories
	page 2 is meant to be an overview so don’t spend much time on it, rather go to the actual inventories on page 3

Remember: the inventory is designed for you to tell if it is valid in the language not necessarily in the example. However you can do minor corrections Shift+ double-click in concordance list

	
	· specific details of inventories
	having done one inventory you can just point out differences in others

	
	· checking chapter and verse
	Instructions now use the basic checks (even though Paratext 6 was quicker). Make sure only have chapter/verse ticked.

You may need to spend more time on the “Making corrections” and Tips to cover the common errors.

	
	· basic checks
	The notes have been split into Markers (which is similar to ch/v) and “The other checks”. 

Remember to make sure you only do one check at the beginning of you will have too many results.

	
	· quotations rules
	Quotations can get very complicated. Make sure you set the rules first before doing the quotations check. (Note example on page 10 of differences between quotes, quotes in quotes, quotes in quotes in quotes.)

	
	· other checks
	Mention briefly and allow participants to use them in afternoons.

	SP: Spell checking
	This module is new for Paratext 7.1. It deals with configuring the wordlist and then turning on the check spelling (red wavy lines in the text).

	
	· configuring the wordlist

· approve frequent words
	Q: What do you think is a good figure for the number of words to be considered correct. 

May be different for different languages and depends on dialects

	
	· checking word that Paratext thinks are wrong
	Note the four different types on the list. The light grey icons barely show up in printouts and not on photocopies.

· incorrect

· unknown

· correct but not always capitalized

· unknown but close word

	
	· checking similar words
	note the three choices in the dialogue box, Use the letters and diacritics. Use the second one carefully; otherwise it can give too many examples.

	
	
	Turn on red wavy lines, then use them to correct.

Note that when you have multiple verses to change it works like a find/replace. As always it is best to do one by one first to check for problems before doing yes to all.

	
	· checking the current book
	This allows the user to restrict the wordlist to just the current book. The list is displayed progressively, click on the final link to show more. Seems to add just under 10 each time.

	CC: Checking Content
	This (rather lengthy) module continues with the checks which focus on the content or choice of words/phrases in the translation.

	
	· Biblical terms tool
· setup

· using
	· There are a number of things which need to be done at the beginning that don’t have to be done every time (hence it has been separated into setup and using).

· You may need to help students to separate the two tasks (setup from using).
The module presents the Paratext 6 parallel passages as this was more familiar to participants. [The new Paratext 7 parallel passages tool has been added as an additional page at the end. But it shows the current verse/chapter/book rather than the overall list. Showing by book proved to be too slow on most computers.]

Note: If you use the Paratext 6 checks then you need Keyman to enter corrections.

	PD: Printing Drafts
	This module shows how to print drafts. It uses the PDF rather than exporting to Word. Since PDF can’t be edited it helps prevent corrections being done to the wrong file.
	The A4 and the A5 are done in the same way but with different settings. You should only need to demonstrate one of them. The Export to Pathways has been added this year. The instructions are for print but there are several other outputs (eg Go Bible or ePub).
Make sure the participants have done the marker checks first as some marker errors will stop the process.

	RD: Recording decisions
	This module shows how to use notes to record decisions.

	
	Insert and edit notes


	You will want to setup an appropriate sample project with notes as a demonstration.

[Beware of setting up a demo on a project on one computer and restoring it to another computer to display it. My recent demo failed as the different user on the second computer didn’t have access to the notes I created, so I couldn’t edit or delete them.]

	
	Open notes


	When you open the notes it can often come up blank. Depending on how you have your screen tiled you may not get to see all the filter drop down boxes. If necessary, click on the arrow icon on the right of the toolbar to see more filters.

	
	Print notes report
	Print reports – most of the filters are optional (only the project is obligatory)

	SR – Send/Receive
	This modules shows how to setup a shared project and send and receive
	

	
	· overview
· Internet and Network sharing

· Sharing by USB Stick/drive

· Troubleshooting

· Notes for administrators
	steps assume that you have successfully connected by your chosen method (Internet, Network, USB) and therefore the toolbar icon works.
Need to reinforce sending/receiving both at the beginning and end of your work session.

USB – send you changes, pass stick to others, then receive their changes

Trouble-shooting – uses the menu rather than the toolbar

Note: In the compare Texts Tool, undo changed text is only available in two column view.

	FM: File Management
	This module goes into more depth of backup and also deals with saving points in the history.

	
	· Backup

· Restore


	Work through the backup with everyone as a review of the ED Module.

Depending on the participants you may not want to actually do the restore process but rather leave it for reference later. (We have found some classes with nationals cannot separate the two and will always do a restore after a backup if you do them together!)

	
	· Saving your project after a major point in your project

· see the differences
	After saving the major point in the project you need to make sure you do several changes so that they can compare the differences.

	BT – Back translations
	This modules explains how to create a word by word back translation and a free back translation
	

	PT – Prepare for Typesetting
	This modules introduces some additional features that may be used at typesetting stage. Hyphenation, finalchanges.txt etc
	

	Appendix Three Letter Abbreviations.doc
	Not a module, reference sheet only
	This is available with both English and French names. Paratext 7 help doesn’t have the nice ready access to the three letter codes.
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