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Introduction

In this module you will learn how to copy your project files onto a USB stick so that you have an extra copy if something goes wrong. You will also learn how to manage the various files in your projects in Paratext. This includes, backing up and restoring as well as making a copy of your project as it is at a specific time (snapshot).
Where we are
You have been working on your text in Paratext and saving it on your computer. It is now important to save a copy of your project onto a USB stick regularly. 
Why it’s important

Things can go wrong with computers so it is important to have a second copy (a backup) that is not on your computer in case something happens. If something does go wrong and you need to use that backup, you (or your consultant) can to restore it to your computer.  As you work on your translation you are continually changing it but it is good to have a copy (or snapshot) of what it looked like at certain points, e.g. before the consultant check, for comparing changes.
What you will be doing

You will back up your project on to a USB device. You will also mark a point in your Project that you can come back to later to compare your work.
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Backup

It is very important to backup your project frequently. To do this, make sure Paratext is loaded.

1. Insert your USB key into the computer.

Depending on the configuration of your computer, a dialog box may open. Close or minimize it as necessary.
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Click in your project window
3. Click on the File menu
4. Choose Backup Project then To File… 
The Backup dialog box is displayed.

5. Check that your project is displayed under project.
· If you need to change the project, click the down arrow and choosing the correct project.
6. Check that all the books are listed under Books.
a. If necessary, click the Choose button
b. Then click on [image: image1.png]


 
c. Then click OK
7. Check that the location of your USB key (like E:\ or F:\) appears in the To: box.

a. If necessary, click the Browse button. 
b. Choose the folder and name of the file. 
c. Click Save.
8. Type Your name (that is, the name of the person making the backup).
9. Type a Backup description (optional).
10. Click OK.
The computer will make a backup copy of your project. A progress meter is displayed on the dialogue box. The dialogue box will close when it has finished.

	Backup
	Restore
	Marking a point in the project history
	Comparing the differences


Restore

The restore feature is used to copy the backup onto a computer. There are two reasons you may want to restore a backup. One reason is to copy a project from one computer to another. The second reason is if something goes wrong with your computer and you want to put the project back onto your computer. This should only be done under the instruction of your consultant as it could result in lost books or chapters. 
Note : If this is a shared project, (see module Send and Receive), only an administrator can perform this function.
Choose the backup file to restore
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Click on the File menu
2. Choose Restore Project, then From File….
The Open dialog is displayed.

3. Navigate to the drive and folder which contains the backup file.

4. Click on the backup file.
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5. Click Open
The Restore dialog is displayed.

You now need to choose the project and the books you would like to restore before continuing. 
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Choose the project and books

Complete the dialog as follows:
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1. Check that the correct backup file is chosen.

2. Choose the project to restore into. 

· Either choose an existing project from the list

–or– 

· click New Project to create a new project.
3. Click OK.
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The computer may ask if you want to save a copy of the current project files.
4. Click Yes
The computer will restore the project to your computer.
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Saving your project after a major point in your project

There are several major points in a translation project, such as consultant checks, revisions etc. At each of these points, you will want to save a snapshot of your text so that later you can see and compare how it was at each point. This is called: “Mark Point in Project History”.

To Mark a point in Project History

1. Click in your project window in Paratext.

2. Click on the Project menu
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Choose Mark Point in Project History
The Mark Point in Project History dialogue box is displayed.

4. Type in a comment that describes the point in the project history (e.g. before consultant check).

5. Click OK.
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To see the differences between two points (i.e. versions)
You can compare the current text with the text as it was when you marked a point in history. 
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From the Tools menu, choose Compare texts.
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The following dialogue box is displayed with the current version selected in both sides.

2. To change the Older/Right Text to display the version you marked, click on the Select button.


The right side changes to show a list of the various points that have been marked.

3. Choose the point you marked (e.g. Before consultant check July 2010)

The screen changes and shows the differences between the two versions. Text that has been deleted is shown with a line through it. Text that has been added is underlined.




Summary

This module has shown how you can:

	Task
	Summary of steps
	Page

	Backup your project
	· Click in your project window
· File>Backup Project>To File...
· Check the project, books and “To”
· Type in your name

· Click OK
	2

	Restoring your project from a backup
	· File>Restore project>From File…
· Change the drive and/or folder to locate your backup file 

· Click on the backup file and click Open
· Check the project is correct

· Click Select All Files
· Click OK
	3-4

	Save your project after at a major point in your project
	· Click in your project window in Paratext

· From the Project menu choose Mark Point in Project History
· Type in a comment to describe the point.

· Click OK
	5

	Seeing the differences between two projects (or points in history)
	· From the Tools menu choose Compare Texts
· Click on the Select button (to the right)

· Click on the desired point in history
	6


Extra topics for consultants
Four ways to review changes
1. Tools – Compare texts (see module FM File Management)
2. View Project History

3. Review recent changes

4. Right-click on verse, view history for verses

	
	Tools-Compare
	Project-View project history
	Project-Review recent changes
	Right-click on verse, view history for verses

	main screen
	dual/single panes
	sidebar list plus details
	send/receive report
	3 panes (version list, current text, other version) no toolbar

	filter
	y
	n
	n
	n

	different projects
	y
	n
	n
	n

	same projects, different versions
	y
	y
	y
	y

	dropdown list to choose version
	y
	n
	n
	n

	sidebar list
	n
	y
	n
	y

	revert books
	n
	y
	n
	n

	details of version
	n
	y
	n
	n

	Undo selected changes
	right-click
	right-click
	check box on books then undo button
	right-click

	go to compare text window
	-
	click on book name in 2nd pane
	click on book name in list
	n


Tip: Click on the Filter icon on the toolbar to show just the verses that have changed.
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