EASY-KEYTOOLKIT FOR TEAM LEADERS

Easy-KeyToolkit is a useful and quick way for a Team Leader to perform checks and identify errors. You will
only need to use the following functions:

1. SFM check

2. Versification check (will identify missing verses and discrepancy between \id abbreviation and filename)
3. Duplicate text

4. Use of @

GETTING STARTED
Begin by opening Easy-KeyToolkit from Start Menu or desktop shortcut then open a keyboarded file:

File Edit Tools Help
Fe  [Edt |Pmt |Processtex [ Toos [Help |
|7 Open | i Save @ Saveas [ JImportfile ] Exportfile | | Wrap text Z2|( Floating text entry | Exit

1. Click the Open icon

Dectory st | Word ket | Char Lit | Notes
Edt | Repors | Fomatted view Checks | Processes|
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#] Current position ~ Insert on Currently not on top

Ensure this box is ticked

2. Navigate to the file you wish to check

Open )
. = .. ¥ Annlones Keyboarded files - |
| Organize = Mew folder
Y% Favorites Mame Date modified
Bl Desktop || GENO1A.snal2 copy 27/02/2013 14:23
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%# Dropbox =
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If the files are in not in text only format you will see this message: I <

File encoding
@ Ascii
Select UFT8 to convert to Unicode UFT8 > :f;s
© UTF16
@ UTF32
©) Guess from contents
Cancel




The file will open in the Edit pane of Easy-KeyToolkit:

Ensure the Edit tab is selected

v Easy—KeyTDoHd‘l
File Edit Tools
Fle” Y Edt [ Pint [ Processtext | Tools [Help |

Help

[ Open [l Save @ Saveas | Importfile |_] Export file \ﬁ' Floating text entry | Exit ‘
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Edit Reports I Formatted view

Checks | Processes
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Key as Unicode
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A new dialogue box will open.

4. If this is the first chapter of a Book of Scripture
click First chapter
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\id GEN
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Check scripture
ESI
) Book / Testament
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Otherwise click on Other chapter

-3 (@ First chapter
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Check non-scripture
(") Other
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Then click on Accept

Hopefully you will see this message:
All checks passed.
Click OK
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|
| »

\id GEN

\id2 Shona 2002, Ann Jones
\mtl BHUKU ROKUTANGA
RAMOSESI RINONZI GENESI
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5. You will now be asked if you would like to do a

[Lm

versification check. Click Yes

Would you like to do a versification check now? >

T,

Passed versification checks

asika
This confirms that the verses have been correctly numbered and
none are missing. Click OK
N = A

kugadzirwa, isina chinhu; rima

WHAT HAPPENS WHEN EASY-KEYTOOLKIT IDENTIFIES AN ERROR?

The following examples demonstrate what you will see when Easy-KeyToolkit finds an error. The way the
error message is displayed may vary but it will always alert you to the presence of an error so that you can
scrutinise the text and sort out the problem (very frequently a space in the wrong place e.g. \mt 1)

EXAMPLE 1

Here the keyboarder has omitted to type \p the paragraph SFM which should come after the Chapter SFM
(\c) and before the first verse SFM (\v 1)

_— [ ATIO UGV 1 VIR VI

\¢ 2 X
\v 1 Denga nenyika zvikapera
saizvozvo, nouzhinji hwazvo.

r N
Information a— -

SFMs appear in incomect context on 2 occassions

Make comections and re+un check - it is essential to re+un
the check

\7ﬂl ] [ shot | [ None |

\ / ‘ HI nokuti akazorora nawo pabasa Take

Click on Full and you will see an explanation of the error



Error Display

Y1

\id EXO
\id2 Shona 2002, Anne Jones

\C{".c may not come before \v It may only come
before \s1 \s2 \r \p \g1 \n \pil \m \ca \c/ \va \nb
\ms \c/ \qga \d \sp j 2\V{ \v must follow a \pil \pi2
\im \w* \zpg \pb \v \p \x* \F* \fm* \b Ui i1 \ii2
Vi3 \lig \m \mi \nb \pc \ph \phi \pi3 \pr \pme \pm
\emc \pmir \gt* \qt \q1 \qg2 \q3 \gc \qr \gm \gmi
\gm2 \gm3 \gm4 \tcl \tc2 \tc3 \tcq \tcrl \tcr2 \tcr3

\terd \s1 \d \sp \va* \lit \nd* i.e. not a \cJ Denga
nenyika zvikapera saizvozvo,
nouzhinji hwazvo.\v 2 Mwari

Edt | SFMs used | Formatted view |

\c 2 it
v 1 Denga nenyika zvikapera =
saizvozvo, nouzhinji hwazvo. w
\v 2 Mwari akapedza basa rake
raakaita nomusi wechinomwe;
akazorora nomusi wechinomwe
pabasa rake rose raakaita.
\v 3 Mwari akaropafadza musi
wechinomwe, akauita mutsvene;
nokuti akazorora nawo pabasa rake

rose, raakanga asika nokuita iye

Make the correction in the right Edit pane then click again on SFM Check

EXAMPLE 2

In this example the keyboarder has placed a space between \id and 2. Easy-KeyToolkit will probably spot

errors such as this much quicker than the human eye.

Edt | SFM'sused | Formatted view |

hid EXO
\id 2 Shona 2002, Anne Jones
\¢ 2

| »

7
Information

There is a problem with the following marker

SFM \id2 is required in ScriptureOtherChapter but was not
found

None

Lopa )

T |

pabasa rake rose raakaita.

I

\v 3 Mwari akaropafadza musi

m

Make the correction and click on SFM Check




EXAMPLE 3

Here Easy-KeyToolkit has detected a versification error.

=]

G2
Y \ D N
Information l X
- era
VO.
Errors encountered
rake
Correct and run check again.
pwe;
mwe

wechinomwe, akauita mutsvene;

nokuti akazorora nawo pabasa rake

Details of the error should appear in the Information window at the bottom of the edit pane. You can then
correct the error. In this case the keyboarder has omitted the \v SFM at verse 5.

\v 4 Ndiko kuvamba kwedenga
nenyika, musi wazvakasikwa: Occasionally the last few verses of a chapter are missing

Nezuva iroro Jehovha Mwari completely — perhaps because they are at the beginning

: : of the next PDF. Easy-KeyToolkit will check the number
raakasika naro nyika nedenga, y ey

‘ verses keyboarded against the expected number for a
@'nakwenm SSangn akanga given Scripture chapter and issue an error message.
achigere kuvapo panyika,
EXAMPLE 4

In this example the versification check has detected a discrepancy between the book name abbreviation
and the file name. The keyboarder has typed \id EXO but the file name is GEN0O2A.sna02

o l NEpOILs I roinaueu view [ - 1 riocesses [
Nid 20 || —
\id2 Shona 2002, Anne Jones E [ @resotion
2 L=
w e

r N
Warning — - W P— 0 dup. punct.

F/note X/Ref

Book name abbreviation does not match that in filename. Ignore this warning? Hyphen checking

0 EOL hyphens

[ Yes ] [ No ] Create word List

Il —



WHAT ELSE MIGHT YOU SEE?

Easy-KeyToolkit will identify the use of @ and the occurrence of duplicate words or phrases:

| Checks | Processes

a @ occurs 3times

@ resolution

m

" occurs Otimes
1 duplicate text
0 dup. punct.

F/note X/Ref

i

Example of Duplicate words

| Edit i Reports I Formatted view[

\v 2 Mwari akapedza pEE:REEEdrake T
raakaita nomusi wechinomwe; akazorora

|
nomusi wechinomwe pabasa rake rose !

m

raakaita.

\v 3 Mwari akaropafadza m@si
wechinomwe, aka@ita mutsvene; nokuti
akazorora nawo pabasa rake rose, raakanga

asika nok@ita iye Mwari.

Example of @ identified in text

Check against the PDF used by the keyboarder and if it is
an error delete the duplicate word or phrase.

Although the use of @ is checked later on in the process by the Editor, a Team Leader may look at
frequently occurring use of @ within keyboarded text. Obvious errors, for example, where a keyboarder
has misunderstood a diacritic and replaced with @ throughout, can be corrected before the file is sent on

to the Project Manager.

m

Click on @ tab and Easy-KeyToolkit will highlight each use of @ in the text.

\v 3 Mwari akaropafadza m@si 2
wechinomwe, aka@ita mutsvene; nokuti
akazorora nawo pabasa rake rose, raakanga |

= asika nok@ita iye Mwari. :5’
|
Only if the error is obvious should @ be changed
[———————————



A keyboarder note

Any \n note typed by the keyboarder will be identified when the file is opened. Check to see if an answer
can be given to the keyboarder at that stage or if it needs to be left for later resolution.

Edt | Repoits | Fomnatted view | .

\id GEN =
\id2 Shona 2002, Anne Jones

n Jehovha written as Jehova in verse 1

\¢ 2
\p

Information - ey . | &3

m

\n found. Please read it to see what action is needed

—_— — J

\
I PRTpTTRss, LS SO S ST, | STTCRA: [ YT SRS TS T e ey SIRPL

THE FORMATTED VIEW TAB

A further visual check can be made by selecting Formatted View

|l [ Edt [ SPmsused [ Fomatted view/

\id GEN

\id2 Shona 2002, Anne Jones
\e 2 T
\p

\v 1 Denga nenyika zvikapera

| »

m_ |

AN EXAMPLE OF CORRECT SFMs AN EXAMPLE OF INCORRECT SFMs (\p missing)

- r [osmoseiss
\isz Shona 2002, Anne Jones | hplcate text
2 i GEN - | [ odmpuna
o L \iez Shona 2002, Anne Jones ii 1 [ Fhoexra
T F)enga nenyika zvikapera saizvozvo, nouzhinji D w1 Denga nenyika Db
hwazvo. " ? Mwari akapedza basa rake raakaita s @
nomusi wechinomwe; akazorora nomusi wechinomwe zv|kapera fnyphens
pabasa rake rose raakaita. " Mwari akaropafadza H Create word List
musi wechinomwe, akauita mutsvene; nokuti SaIZVO.ZVf), @
akazorora nawo pabasa rake rose, raakanga asika HOUZhINJI hwazvo_
nokuita iye Mwari. ve M i ak d Matching pairs
w1 Kusikwa kwavanhu vokutanga warl akape -za SFM Check
nokuiswa kwavo muEdheni basa rake raakaita Versfication sheck
» " # Ndiko kuvamba kwedenga nenyika, musi nomusi
wazvakasikwa: Nezuva iroro Jehovha Mwari raakasika - . - = .
|¥| Key as Unicode



TEAM LEADERS’ CHECK LIST FOR CHECKING FILES USING EASY-KEYTOOLKIT:

= PN

CORSIN R

Check that the file is correctly named as per the InSheet.

Check that the returned files match the record of what was sent to the keyboarder.

Check that the content matches the file name.

Check that the files are in text only format, not Word or other programmes. If necessary convert text
file to Unicode UFTS. Files saved in Easy-Key programs will be in the correct format.

Check the correct use of \id and \id2 identification SFMs.

Correct any other SFM errors identified by Easy-KeyToolkit.

Perform a versification check to ensure no verses are missing.

Although the use of @ is checked later on in the process by the editor, a Team Leader may look at
frequently occurring use of @ within keyboarded text to see if a keyboarder has, for example,
misunderstood a diacritic and replaced it with @ throughout. Obvious errors can then be corrected
before the file is sent on to the Project Manager.

If there are \n notes in a file, check to see if an answer can be given to the keyboarder at that stage or if
it needs to be left for later resolution.

Desirable for all files but particularly for new or unusual projects or where the keyboarder may be

less confident in their work:

Open the PDF alongside the keyboarded file and perform a visual check of paragraphs, indented
passages, any features specific to the project, and the correct use of SFMs.



