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Introduction

This module explains how to record the decisions you make as you revise your translation.

Where we are

You have entered, checked and printed and revised your translation. 

As you revised your translation you made many changes. Some changes will be easy to make others may require discussion and a final decision. It is very helpful to record the decisions you make especially of any difficult translation issues. You may also find that as you are still deciding on an issue you may want to add comments in the text. In Paratext 7 these comments are added as Notes. 

Attention: Notes and footnotes are very different. Footnotes are explanations or references which are printed at the bottom of the page in the text, whereas Notes are comments on issues and/or decisions but do not get printed in your translation. However, the notes can be printed out separately if desired.
Recording decisions has been done in a number of ways and does not necessarily have to be done on a computer. People have found ways such as:

· Writing your decisions into an exercise book.

· Keeping printouts with handwritten comments.

· Using a separate Paratext Project

· Using the new Notes feature of Paratext 7

What you will be doing
You will insert several notes in your project and print a Notes Report.
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Using Notes in Paratext 7
Inserting a note

1. Select a word(s) in the text which you want to make a note of.

2. From the Insert menu choose Note. 
A note dialog box is displayed with the verse reference, the word(s) in bold, and the context. 
3. Type the text of the note.

4. Click OK.
A red flag ([image: image1.png]


) displays next to the text.
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Adding a further comment to a note
You can add an additional comment to a note as follows:

1. Click on the flag ([image: image2.png]


) for the note in the text.
2. Type another comment.
3. Click OK.
Marking a note as having been reviewed
When created, a note has a red flag indicating that some needs to be done. You can mark the note as reviewed, thus changing the colour to grey.

1. Click on the flag ([image: image3.png]


) for the note

2. Type another comment if necessary

3. Click on the grey flag ( 
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 ) on the toolbar of the window

The flag will change to grey.

4. Click OK.
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Marking a note as resolved

When you have made a decision on an issue you can mark the note as having been resolved. When an issue has been resolved the flag will not be displayed in the text. However, the note will be seen on a note report.

1. Click on the flag for the note

2. Type another comment if necessary

3. Click on the Resolved Note button at the bottom left of the dialog box. [image: image5.png]



4. Click OK.
The flag will be removed from the text.
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Opening the notes
You can open the notes in a window.

1. From the File menu choose Open Notes….
A dialog appears.

2. Select your Project.

3. Click OK.
The notes open in a separate Paratext window. If the window is empty, either choose a book with notes or choose all books.
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Printing a notes report

1. From the Tools menu, choose Notes Report…. 

A dialog box appears. 
2. If you want to filter the notes, choose the appropriate options (following the steps of the guide). 

3. Click Create.
A new window appears.
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Click on the Print button. 
The Print dialog box appears.
5. Choose the printer and the appropriate options.

6. Click Print.

Summary

This module shows how to :

	Task
	Summary of Steps
	Page

	Insert a note
	· Insert > Note
· Type the text of the note

· Click OK
	2

	Add another comment to a note. 
	· Click on the flag of a note.
· Type the comment.
· Click OK
	2

	Mark a note as Revised.
	· Click on the flag ([image: image6.png]


) in the text.
· Type the comment
· Click the grey flag ( 
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 ) on the toolbar. 
· Click OK
	2

	Mark a Note as Resolved.
	· Click on the red flag ([image: image8.png]


) in the text.

· Type a new comment if necessary.
· Click on the Resolve Note button. 
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· Click OK
	3

	Open Notes
	· File > Open Notes...
· Choose your project

· Click OK.

· Choose your book.
	3

	Print a Notes Report.
	· Tools > Notes Report
· Choose the appropriate options.

· Click Create
· Click the Print Button. 

· Choose the printer and the appropriate options. 
· Click Print.
	3
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