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Introduction

This module explains how to use the new feature to check spelling mistakes in the text you have typed into your project in Paratext 7.1.
Where are we?
You have typed your text in Paratext and have checked it for typing mistakes and consistency. But there may still be spelling mistakes in the text.

Why is this important?
It is important to correct any spelling mistakes so that your text will communicate clearly.
What will you to do?
Firstly you need to configure the wordlist and build up a list of correct words. Then you can get the computer to show red squiggly lines under the words it does not know.  Then you will begin to correct any errors.
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Configuring the word list 
Before you can check the spelling, it is important to have a base of words that Paratext knows are correct. There are three things to do:

· Approve the spelling of common or frequent words. 

· Check the words that Paratext thinks are wrong.
· Check similarly spelled words (these are most likely common spelling mistakes.)
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Approve the spelling of common or frequent words
1. Click on the Tools menu. 

2. Choose Wordlist.
The Wordlist is displayed in a separate window.
3. Click on the Tools menu of the new window. 

4. Choose Approve spelling of common words...
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A dialog box is displayed.
5. Type a number which represents the minimum number of times a word must appear on the list to automatically mark it as being spelled correctly. 
That is, how many times must the word be on the list for you to think that it is typed correctly? The default is 100 but you can choose less than that.
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Click OK
A dialog box is displayed showing the number of words which will be marked as spelled correctly.

7. Click Yes
The spelling status is changed to correct for all those words.
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Check the words which Paratext thinks are incorrect
In the Wordlist
1. On the Tools menu choose Spell Check and wait.
A progress bar is displayed. [image: image1.png]


 
Then the list changes and shows a short list of several words.
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If the spelling status of the word is set to incorrect it is shown as below. You don’t have to do anything with this word.
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If the spelling status of the word is set to correct but the word is not always capitalised it is shown as below. You have two choices, click on show verses and edit each error, or click on accept to say that this word is acceptable in lower case. 
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If the spelling status of the word is unknown but there is another word which is close, it is shown as below. If the underlined word is correct, you can click on the underlined word to change it.
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If the spelling status is unknown it is shown as below (i.e. with a question mark). 
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You can set the status of the word as follows:

a. If the spelling is correct, click on the grey tick. [image: image7.png]


 It will change to green.    
b. If the spelling is incorrect, click on the grey cross.  [image: image8.png]
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The Correct Spelling dialog box is displayed
· Correct the spelling by typing in the box shown by the arrow. 
–or–
· Choose the correct word in the list and click on OK.

As more and more words are marked as either correct or incorrect Paratext is better able to determine the words which are suspect. 
Check similar words 
(for example the common typing errors)

In the word list
1. Click on the Tools menu
2. Choose Find similar words…
The Find similar words… dialog box appears.
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Fill in the box as necessary (see below).
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Letters that sound alike: Type the pairs of letters which sound alike in the box as shown. 
Letters to ignore: Type the letters which might have been omitted.
As necessary, check or uncheck “ignore all diacritics when comparing words”. e.g. "Jésus" and "Jesus". 
4. Click OK.
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Check spelling
N.B. Make sure you have completed the steps above before starting to check the spelling. If not, then all the words will be underlined in red.
In Paratext
1. On the Checking menu,
2. Choose Display spelling. [image: image9.png]


 and wait.
A progress meter is displayed.

All the words whose spelling status is set to either unknown or incorrect are underlined with a red squiggly line.
Correcting mistakes
1. Right-click on a word that has a red squiggly line. 

The Correct Spelling dialog is displayed.
a. Correct the spelling by tying in the text box as shown by the arrow, 

–or–
Choose the correct word from the list.
b. Click OK.
If there are several words with the same spelling a dialog box is displayed (Replace).
Choose Yes, No, Yes to all, Cancel as appropriate.
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Spell check current book
1. On the Checking menu, choose Spell Check Current Book
A window appears with a list of the first few suspicious words from the current book.
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2. Correct the words which are on the list.
3. If “More items available” is shown at the end of the list, then click on it to see more words.
4. Continue as necessary.
Summary
This module has shown how:
	Task
	Summary of steps
	Page

	Configure the wordlist: Approve the spelling of common words
	· Tools > Wordlist
· Tools > Approve the spelling of common words
· Type a number
· Click OK
· Click Yes
	2

	Configure the wordlist: Check the word Paratext thinks are incorrect
	In the Wordlist
· Tools > Spell Check
· If correct - click the grey tick 
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, 

· If incorrect, click on the cross X as correct as necessary
· If you want to replace the word with one of the underlined words, click on the word below.
· If the word is not always capitalised, click on accept to keep the word as is, or use replace to correct the word. 
	3

	Configure the wordlist: Check similar words 
	In the Wordlist
· Tools > Find similar words
· Fill in the dialog box the pairs of letters which could be confused
· Click OK
	4

	Display spelling errors
	In Paratext

· Checking > Display Spelling 
· Right-click on a word which has a red squiggly line
· Either type the correction in the text box or choose the correct word from the list.
· Click OK
	5

	Spell check current book
	· Checking > Spell check current book
· Make the corrections as above.
· Click “More items available” 
· Continue as necessary.
	6
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