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01 ED–Entering Data
02 CT–Checking the text

03 SP–Spell checking

04 CC–Checking the Content

05 PD–Printing Drafts

06 SR–Send Receive

07 RD–Recording Decisions

08 FM–File Management

09 PP–Parallel Passages

10 BT–Back Translations

Paratext 7.2
Goal
The participants will process their translation in Paratext 7.2, a program created for entering, storing, and checking the translated texts as well as printing drafts for revision.
Course Objectives
At the end of the course, the participant 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.

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
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