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What 0s new | n7?Merops 2

Our biggest upgrade ever!

Key new features:

|l

=A =/ =4 =4 -4 -4 -4 -4 -4 -a -

Now 1300+ standards! Over 400 new rules including:

- alerting unlinked table footnotes

- alertingjumps in list ID numbers

- unit conversions

- splitting of table cells

- sorting of table footnotes

- alerting unlinked author footnotes

- independent symbol style preferences for different author footnote types

Amazon, OneLook and Dorland’'s Online Medical Dictionary added to Look Up feature.
‘Active Standard Set' is replaced with 'Document Standard Set', so documents remember
which Standard Set was used

Merops Symbols toolbar now shows 20 most recent symbols

Brand new and improved Merops Options program is independent of Microsoft Word
Now over 2 million terms in the recognition system

You can now create up to 50 uskfined comments

You can now add any number of spelling errors to each custom dictionary term
Merops now tracks paragraph and character style changes

Brand new Merops Process Log stores reports for the 200 most recent files

Merops Standard Set Editor has new Find Sgféature.

Easier and more stable installation process

All bugs identified in Merops 2.6 have been fixed

Merops Watchfolders files are automatically processed when files are placed in designated

folders
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Installing Merops 2. 7

1.

If you have previously installed Shabash Merops on your computer, you MUST uninstall
this before continuing. Shabash Merops can be uninstalled from Windows Vista with
Programs and Featureson the Control Panel or from Windows XP withAdd or
Remove Prograns on theControl Panel.

You will need to get a path for the download from Shabash. Once you have this, paste it
into the Internet Explorer address bar and press eviter.should then be prompted to
Open or Save the file. ChooSave

Choose a locationmyour computer to save the file, and cliSlave This should begin
downloading the folder.

When the download is complete, rigilick on the .zip file you have downloaded, and
click Extract All . Follow the orscreen instructions to unpack the installatites.

When this is complete, open the unzipped folder and daliclethe file calledSetup.exe

Follow the onscreen instructions to install Merops. You should get a message at the end
that tells you the installation is complete.

If other Windows uses want to use Merops, they must complete the installation by logging
on under their user name and clickidl Programs > Shabash > Shabash Merop# the
start Menu.

Merops should now be installed.

Installation troubleshooting

| f

1.

Merops doesnodot | aunch in Microsoft Word af

If you are using Microsoft Word 2007

In Microsoft Word, click on theOffice Button, then click Word Options. On the
Personalizepage of the Options dialog, check the libat saysShow Developer tab in
the Ribbon, then click OK. Then, clicibocument Templateon theDevelopertab. This
should open a dialog box.

For earlier versions of Word

In Microsoft Word, clickTools, thenTemplates and Addins. This should open a dialog
box.

Click Add...
Locate the file callederops.dot (it should be in the first folder you see) and doutiek
it | f y ou donodt see t he Me r o p ¥rogramt t e

FilesShabastshabash Meropsemplaes to locate the file, and copy and paste it from
there into your templates folder.

Click OK. Merops should now be installed, and will load evme you launch Microsoft
Word.
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Processing document s

Merops can process documeintswo ways:

1 Single file process
1 Batch process

Single file process

1. Open the document that you would like Merops to process.

2. Click the El Process Filedutton on theMlerops Main toolbarThis will load the process

files dialog:
[ 9
Shabash Merops: Process Files @
H) @ X
File to process: Merops_help.doc j
D)
Standard Set: | Shabash House Style d
Output file(s) name:
| Meraps_help| |
Output folder:
| Ch\Users\Torm\Documents', |
Start
When finished: Show pop-up alert j processing

3. To change the Standard Set click 8tandard Set:dropdown menu.

Standard Set: | Shabash House Style j

4. If you wish to change the output file name or folder, you can do so by typing a new name or
clicking the Browse button.() next to theDutput folder text box.

Output folder:
| ChUsers\Tom\Documents', |

NB: if Merops processes a new/unsaved document, the output files and the original file will
be saved in the default output location. This can be set froMehaps Optionslialog box.
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5. Click Start processing A Progress bar will appear progressing throdgbument

processing.
-
ﬂ 9.6% — Merops Processing — Merops_help_3 @ﬂlﬂ
Time remaining for all files: about 24 minutes 56 seconds
Currentfile progress: 9.6%
— ]
Analysing document: “Asymptomatic myocardial ischemia may occur in patients with a history of an ischemic cardiace..
— J
Standard Set: Shabash House Style
Qutput folder: Clzers\Tom\Documents!
Server location: http:/imerops-shabash.no-ip.org:50090/meropswsbetalservice asmx
Time taken so far: 2 minutes 40 seconds
(A) Less information
Files locally queued: 0

6. Atthe end of the process, the output files will have been created, and opened according to
the current settings.

Batch process

1. Click the Process Filedutton on theMlerops Main toolbarThis will load the Process

Files dialog:
f Shabash Merops: Process Files u
2| e x|
File to process: Merops_help.doc ;I
]
Standard Set: | Shabash House Style ;I

Output file(s) name:

| Meraps_help| |
Output folder:
| Ch\Users\Tom'\Documents), _I
Start
When finished: Show pop-up alert ;I e
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2. Click theFiles to processdropdown menu and seldide list.

File to process Merops_help_3.doc -

Mernﬁi_helij.dnc

3. To add files to the process list click tBeowse for Files...button.Alternatively, you can
drag files from Windows Explorer onto the dialog.

[
5l 8|

Shabash Merops: Process Files

File to process: | file list LI
a — Name I Folder I Size I Browsze for Files... |
= Merops_help.doc Ch\Users\Tom\Documents\, 148 KB
TeEm Merops_help_2.doc C:\Users\ Tom'\Documents', 146 KB Open Documents... |
Merops_help_3.doc Ch\Users' Tom\Documents',
Remove Selected |
Remowve All |
Standard Set: Shabash House Style ;I
Output felder:
@ same folder as input file (unsaved files will be saved to default output folder)
e ChUsers\Tom\Documents |__|
Start
When finished: | Show pop-up alert ;I processing

4. You can chose from two different output options:
same folder as input fileThis will put the output files in the same folder as the input

file.
folder path This enables you to select a different folder to that of the input file.

(o]

(o]

Output folder:
@+ same folder as input file (unsaved files will be saved to default output folder)

(' Chlserst Tomt Documents |_I

NB: if Merops processes a new/unsaved document, the output files and the original file will
be saved in the default output location. This can be set froMehgps Optionslialog box.
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5. Click Start processing A Progress bar will appear progressing tigio document
processing.

-
,ﬁ 5.9% — Merops Processing — Mercps_help @Eﬂ

Time remaining for all files: unknown

Current file progress: 5. 9%

[~ ]
Analysing document: and supported by unrestricted grants from Hoechst Pharma, Merck Pharma, and Pfizer, all in Swi..

e ]
Standard Set: Shabash House Stvle

Output folder: Clszers\ Tom'Documents!

Server location: http:/imerops-shabash.no-ip.org:50090/meropeswsbetal/service 3smx

Time taken so far: 22 seconds

(@) Lese information
Files locally queued: 2

6. Atthe end of the process, the output files will have been created, and opened according to
the current settings.
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What does Merops do?

Merops is a computer program designed to automate much of the editingspaodeseducehe

need for proakading. It applies thousands of rules and standard#ferent aspects of publisher

style, from spelling and punctuation to the structure and style of a reference. The tightly structured
document that is created can &®ved as a consistently styled Microsoft Word file or an XML
document. As a result, typesetting and publishing can be done faster, and with a higher level of
accuracy and consistency.

When Merops processes a document, it will make a nuofbelmanges for you automatically and
will alert you to things that may need to be corrected manually.

Merops uses customizable character styles to present complex structural relationships in a user
friendly way. The use of different colours representsoagsful mechanism to ensure the easy
recognition of XML structure without the need for extensive training.

What gets changed and what gets preserved?

Tracked changes

When Merops changes the spelling or case of a term, or makeagedbaspacing or punctuation,
it makes that change asdsacked changie Tracked changes are a feature of Microsoft Word that
enable you to revert individual changes to their original text.

Comments

Sometimes Merops will not be able tdarsdardize a term automatically, because there is
information missing, some of the information is ambiguous, or something may need to be rewritten.
In these cases, Merops can atbe user to the problem so they can fix it. Examples otifgeof

alerts include:

3 when something is missing from a refere(eg. a dater page numbejs

3 the use of poor grammar inaropriate words (e.g. slangprds in a technical document);

3 when standardizing a telephone numlvgrere no international code is given.

Formatting

If bold, italic or underlineformat have been used to represent an entire headitije, Merops
strips them out to ensure the paragraph stylearried into the typesetting environment in its
Quresbform. However, where an author has used laolitalic to emphasize individual words or
phrases within a paragraph, these are preserved.

Underline

Merops converts underlined text into italic, unless it has been used for highlighting letters in gene
sequences, and the biology module has been enabled.

Tables

Merops is geared towards identifying the structure of documants not their final appearance.
That function isusually taken care of in a deéeg publishing application or using Shab@sh
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automatic Phyllo tool. An autho@s presentation of tableicluding grid patterns and shading, is
therefore not retained.

Merops Modules

Merops consists of six modul#dsat deal with different editorial requirements. These can be applied
individually, or together. These modules &®ucture Languaye Names Numbers Crosscheck
andSubjects

Below is an outline of each of the six modules, along with some examples of the kinds of changes
each can make.

Structure

Publishers often receive their content from a diverdlec®n of authors, each of whom has their
own idiosyncrasies in style and in their use of wprdcessing software. Merops strips away
superfluoué ¢whttae ppragraph returns, tabs an

The integrity of docunm structure is essential fokML -based workflow, but is also of great
importance for Worébased workflows. Tightly defined and applied structure ensures files can be
imported into typesetting systems seamlessly, resulting in a lowering of typesettingriatiao
Ccosts.

Documents often consist of up to three sections: Header, Body and End Section. Merops uses
featuressuch as headingsontentand typography, to identify and structure these sections.

Header

A documentaome thiemaedse rc alsl ed t he o6front matterd)
Merops can look for and standardize a number of different items in the header, and these can be
sorted into any preferred sequengé.items can be automatically deleted, if they &ot required.

Here are a few examples:

Title group
3 Surtitle:incl udes | i stgpod Sdottiutmeeas, such as O0Rev
3 Title: A documentdés main title;

3 Subtitle: Merops applies the style O0Subtitl e

Running head

Merops can use a Oheadingbé to pick these it
interpreted by Merops as a Title running headline (this is often a shortened version of the full title):

Short title:Example Short Title

Note that Merops caautomatically generate an author running headline from an author group
according to predefined styles.

" Shabash Phyllés an automatic page presentation tool that creates PDF files automatically from stored rules to govern
layout and typography.
10
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Author group

Authors: Always present in journal articles, this paragraph may or may not be present in book
chapters and other document types. Mergwsdentify and structure this automatically.

AddressThis may a) be abserit) run on © Authors,c) be presented assingle separate paragraph,

or d) be displayedas a series of paragraphs. Merops can automatically standardize address
components.

Abstract

3 Merops can alert you if the abstract is longer than a certain number of words.
3 Merops can standardize the wording and style of the abstract heading.

Keywords

3 Merops can sort keywords leave the sequence preserved

3 Merops caradd a comment inore than a specified maximum number of keywords are given
Body text

A documends body is the core of a journal or newspaper article, or a book chapter.

Paragraphs

Merops can apply an indented paragraph style to all thasgna@hs that do not follow certain
paragraph types (e.g. headings, displayed formulae).

Formulae (displayed)

Merops can identify and style displayed formulae and apply publisher style for the positioning and
presentation of formula ID numbers.

Headings

Meropscanpreserve headings styled by the author using Word paragraph styles shidadisg
14 It canalso apply heading stylémsed on

3 alist of persistent heading terms (e.g. Introduction, Results);

3 numbering and punctuatipn

3 formatting

NB: It is important that all headindse checked carefully after Merops has processed a document.

'\.“

_'li'

Heading levels can be amended in this view using the ar s Promote or Demote
(visible in Outline view). Alternatively other paragraph styles can be applied to an item using the
Merops Styles toolbar.

Merops can standardize the presentation of headings, including:
3 formattingand capitalization

3 punctuation after a rum heading;

3 punctuation between a heading numéed its name.

Lists (displayed)

Merops can:

3 identify lists and apply the appropriate Microsoft Word styles

3 standardize capitalization of the first word in a list item;

3 standardize the punctuation and spacing following list numbers

11
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Quotations (diglayed)

Meropscanidentify and style displayed quotes and their sources.
Merops can add a comment if a displayed quote is bel®peaifiedword count (and should
thereforebe run inline with text).

End Section

Typically, journal articles and some book chapters include end malserc@lled adooterd.

Merops can match many items in the end section, and can sort them into a desired sequence. Some
of these items are listed below.

Acknowledgements

Merops identifies acknledgements sections and applies a separate style if necessary.

Bibliographic Lists

Merops uses a number of introductory headings (References, Bibliography, etc.) to identify the start
of a bibliographic list, and other logical document components toifigéstend. See Reference for
details of how bibliographic entries are handled.

Appendixes
Merops identifies appendix and supplementary content sections.

Metadata

A documends metadata consist of the pieces of information that describe it. Some ofridese e

being presented in the published output as described above (running titles, title, authors, etc.), as

well as:

3 copyright details;

3 bibliographic details: journal or book title, plus volume, issue, and page details (note these are
often unknown athe editing stage).

Other metadata items may not appear at all in published output:
3 document type;

3 publisher details;

3 object counts.

Language

Spelling
Merops can coact the spelling in a document and remove inappropriate hyphens.

It can also apply chosen standards between:

US and UK spelling

-izeand-iseendings;

over 100 individual word/spelling preferences;
abbreviationgpreferences: Tue. Y Tues.
and many more rules.

(W (W (W (W (W

These standards are not changed where Merops has identified a quote, or a title.

12
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Punctuation

Merops can standardize the use of full points (periods), dashes, quotation marks, exclamation
marks, and many mer Here are a few example rules:

3 points with abbreviations: Sept Y Sept.

3 points with contractions: Dr. Y Dr

3 points with allcapital abbreviations: BB.C. Y BBC

3 alerting unpaired quotations marks

3 alerting unpaired parentheses

3 spacing aftea full point (period)

Merops can also standardize the spacing around punctuation.

Hyphenation

Merops can apply standartitsthe use of hypherand en rulesFor example:

3 words notgiven a hypheim error: heavy duty Y heavyduty
3 individual hyphenated term preferences nonstandard nonstandard
3 variations between UK and US spelling noticeboardZ notice board

3 correction ofhyphenused instead of an en rule: parentchild Y parent child

Grammar

Merops does not attempt to correct the finer points of English grammar. That is the job of the
editor/author. However, there are a numtiiealerts and corrections Merops can make.

Alerts

Example terms that can be alerted include:

overly verbose language;

commonly confused words, such as dependent and dependant (all individually customizable);
slangwords and/or poterdlly offensive words;

hundreds of words or phrases that may be better replaced by another phrase (for example, the
word getis often regarded by writers as an unattractive word, and may need to be replaced with
obtain, or become).

(W (W (W (W

Corrections

Correctiors Merops can makiclude:

wrong use of or an, such as hour, an use oran UFQ,
delete repeated words;

commas inseed after introductory phrases;

verb contr¥Yddanotons: donot
many other individual grammatical corrections;

(W (W (W (W W

Casechanging

Merops can standardize the use of capitala document, ensuring, for example, that tjitlemmes

and headingsare not displayed entirely in upper case (this should be a function of the typesetting
process). When applying sentence caderops will preserve or apply the correct presentation of
propernouns. The example presented below illustrates the benefit of using Merops:

3 original: HELICOBACTER PYLORI AND AIDS: COMPARISON OF CD4

3 sentence: Helicobacter pylori and aids: comparison of cd4

3 Merops: Helicobacter pyloriand AIDS: Comparison of CD4

13
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Non-English

Merops can recognize and italicize hundreds of Latid Frenctwords and phrases. Certain non
English expressions, however, may be preferred to be presented in roman type. Examples include:
3 abbreviations: eg Y eg

3 italicization: in vivo z in vivo

Names
Merops includes powerful algorithms to standardize the presentation of hames. The same list of

names may be presented in one of over a thousand different ways depending on where it is found in
a dowment. For example:

Document authors: Smith, Jonesand Anderson
Running headline: Smith M. Jones& P. Anderson
Reference list: SmithJD, JonesVl & Anderson

Reference editors: Smith, M Jones& P Anderson

Citation: Smithetal.

Places

Merops can standardize names of countries, cities and other place names. For example
3 conversions betweeshortened and full names:
Germany Z The Federal Republic of Germany
Univ. Chicago Z University of Chicago
Geology Dept Z Geology Department
Flintoff Rd Z Flintoff Road
3 spaces in and around postcodes and ZIP codes, and postal boxes, telephone numbers, etc.:
OX296PZ z 0OX296Pz
POBox#123 7z P.0O.Box 123
01604 522413 z +44 1604 522413

Institutions

Merops carstandardize the names of institutions. For example:
WORLD HEALTH ORGANISATION Y World Health Organization
Internation&Organization of PaleobotanyY International Organisation of Palaeobotany

Numbers

Merops can standardize the presentatibnumbers. For example:

3 alternative word/numeral formsne hundred and fourz 104

3 hyphens twenty four Y  twentyfour
3 thousands: 10,000 z 10 000

3 decimal poinstyle: 2.4 z 2:4

3 numbergrouping 12345 Y 12345

3 norrintegers: 12345 Y 0.123 45
Currency

Merops can standardize presentation of units of currehbg user may wish for all currency
symbolsto appear as international symbols (i.e. US$ not $), or international codes (USD). Merops
can also convert between word forms (ten pounds and -thimey pence) and numerical forms
(£10.39).

14
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Mathematics

Merops can standardize the wagtistical termsare presented. For example:

3 capitalization anova Y ANOVA

3 tests one tailed Mann Whitney Y onetailed Manii Whitney
3 symbols X2 Y &

3 variables p<.05 Y P<0.05

Merops can standardize the wiaymulasarepresented. For example:

3 symbolsand their spacing2x2=4 Y 2x2=4

3 removing incorrect italics a = sin (x) Y a=sin)

Time and Date

Merops can standardize the way a date is presented. Merops can standardize every aspect of this
including the word order (10th May 1999/May 10th 1999) to the number style (10th/10) and will
recognize and convert between both expanded and short forms of(a@tht&ay 1999/145-99).

Units

Merops can standardize the way units of measurement are presented. For example:
3 standardized presentatiortOknm?2 Y 10 kn?

3 compound units: mg/| Y mgl"

3 symbolstandardization ug Y ug

3 words to numerical formsfour kilometresY 4 km

Document Objects

Document objects

Merops can standardize the way images and tables are citpdesedted. For example:

3 abbreviation: figure 2 7 Fig. 2 [Figure 2 at sentence start]

3 label style: fig2a 2 Fig. 2(a)

3 Roman numerals convertedab.IX z  Table 9

3 presented formulaequence: 1.1 [formula] Y [formula] (1.1)

External links
Merops can look up reference data and add hyperlinks to Puaiie@rossRef.

Figures & formulae

Merops can standardize figures and formulae. For example:
3 figurecitations: Figure 1 2Fig. 1

3 equation citations: Equation 2Eqg. 1

Footnotes

Merops can standardize page footnotes and affiliation symépodying whichever set has been
chosen by the editor and standard|2|ngrtpeesentatlon and position. For example:

3 symbols or numerals . z * A y .

3 position relative to punctuatlonExampIe z Examplé,

15
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Tables
Merops identifies and styles groups of tables, including their captions (or legends), notes and

strucure. Merops can remove empty rows and columns, and convert tabbed tables to real tables.
Merops identifies and styles groups of figure captions.

References

Merops can standardize the style and positioallgbarts of a referenc&hese arall individually
customizable Below is an example of the kinds of changes Merops can nt@k&omizable
character styles using colours and formatting hawes bsed to identify individual elements, hiding
the complex underlying XMistructure.

Before:

Alstoty, T, M.C. MMatra, P.G. Pardey, & T.J. Whratt (20000, “Reseatch returns
tedun: A meta-analysiz of the returns to agricultural B & D Aust T
&gric Fes Econ. May 2003, Volome 44, Ho 2! 185-9.

HAZELL, P, & 3. HAGGELADE. 1993, Farm—nonfarm growth linkages and the
welfare of the poor. In M. Lipton and J. Huang Lee (eds)), hcluding the
poor. Publisher: The World Bank, Washington DC

After:

Alston, . Mlarra, . Pardey, and Wiratt, 2000. Research returns
redux: a meta-analysis of the rehurns to agricultural B & Do Ausfralian urndg

of Agriculfural id Resowrce Ecovomics, 4400, 185189
Hazell, and Hagghlade, 1993, Farm—nonfarm growth hnkages and the
welfare of the poor. I Lipton and I Huang Lee, eds. Icluding the

Foor.
Changes made:
ampersand changed to 'and' date standardized
initials plared after sumames full stop added | quotaton marks remeored

|
Alator, T, lI'u'I.C. Mlatra, P.G. Pardey, & T.I. W;ratt“ kZDDEIjL eseatch retums
redun: A meta-analysis of the returns to agreultoral B & D)

& gric Res Ecnn]ulMay 2003,] [V olame |44, Ho2|[|fig5-9}
fll stop chanzed o 2 conena vohoue standadised page mamers standardized
jornal 1k erpanded and #alicized date remoed colbn changed to a conuma
tHAzlELLJ, F., and tHAGGEELADEJ, ., 1903, Farmnonfarm growth linkages and

the welfare of the poor. In M. Lipton and T Huang Lee [ m
f1e poor|. Publisher] The 7
Title case applied | cobn added pubhsherand place sarapped
rernoned nstintrn nane tandardized editors standardized

16
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Examples of customizable variables include:

Aut hor s & o rstyle(thdependently castomizable)

3 initials/'surname order (first author independent of others)

3 ampersandr O6andd used with names
3 punctuationwithin and between names

3 useandstye of Oi bi dé

Date

3 date with or without parentheses
3 punctuatiorand position of date

Titles

3 abbreviation or expansiaf journal titles
3 formatting (use of italicer bold and case of titles

Bibliographic details

3 presentation of volume, edition, part, series and issue numbers

3 presendtion of page numbers, including the elision or expansion of ranges
Publishergroup

3 presentation of publisher
3 publisher/place order

Subjects

Merops includes a number of subjsgecific modules. Each adule consists of a number of
dictionari es, to boost Meropsds vocabul ary i
improved spelling, case and hyphenation correction. Some of them may also contain customizable
standards.

Art Computing

Artists Software

Works of art General computing terms
Biology Earth sciences
Biochemical terms Mineral names

Names of organisms Geological periods

Anatomical terms
Film, TV and Theatre

Business and economics , -
Names of films, plays and television shows

Names obusinesses Names of actors

General economics terms Names otelevision channels
Chemistry Health and Medicine
Chemical names and formulae Drug names

Medical conditions
Anatomical terms

17



History

Famous historians
Wars, battles and other events
Historical figures

Law and politics

Parliamentary acts
Political parties
Politicians

Legal citations

Literature

Names of books
Names of authors
Names of plays

Music

Music artists (composers, bands, singers, etc.)

Musical works (symphonies, operas, songs,

albums, singles, EPs, etc.)
Musical terminology

18
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Religion

Names of religions

Names of gods

Biblical figures

General terms relating to religion and
theology

Biblical citations

Social sciences

Famous philosophers

Publications in philosophy

General terms relating to psychology,
sociology and philosophy

Transport

Names of aircraft
Names of airports
Names of car maracturers
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Reviewing output documents

Merops may not completely replace a caujtor, though it should make copgiting a document

easier and faster. Before applying changes to a documeertops! uses intelligent pattern
recognition to identify words, names, sentences, paragraphs, tables, lists, and document sections
(among other things). Pattern recognition by its nature cannot always be 100% correct, so you will
need to check the trackedastges in a document, to ensure you are happy with them. Merops will
also add comments that require your attention. These may be because some missing information is
required, or because an error may havetia num
required.

Tracked changes

The most import thing to know about reviewing a Merops output file is that you do not need to go
through it accepting one by one every change you agree with. That would slow you down
considerably. Ingtad, simply reject the changes you do not want (which should be a much smaller
percentage)andthen accept all the remaining changes in one go at the end (see Finish Document
below).

=
All insertions and deletions in a documerdn be hidden/shown using th ~#| Show/Hide
Insertions and Deletionstoggle button on th®erops Main toolbar.

Comments

Merops uses comments in Microsoft Word to alert the user to something that needs attention that
could not be automated. Merops also comes with tools to help editors add comments that need the
attention of the author. It may be that there is missing infbomaor that something does not make
sense to the editor, and needs clarification or rewording by the authoMé&rbps Main toolbar

d

has al=_| Comments button which adds a comment with prewritten text. A number of fixed
comments are given by Merops, beiuycan also add you own custom comments. This can be done
from theCommentspage of theMerops Optionsdialog box.

Right -click context -sensitive menus

When Merops is loaded into Microsoft Word, righicking on a comment or a tracked change
should give ya some extra options in the contesensitive menu that pops up.
eon tracked changes

The most useful of all the rigiddick tools isReject all identical changes When you click this,
Merops will read through the rest of the document, finding insertidelgtions or replacements
identical to the one selected and rejecting them.

19
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éon comment s

Right-clicking on comments gives a number of extra options, includetete all identical
comments on the same texand Delete all identical commentgon any text) Rightclicking on
unmatched terms gives users the option to add the unmatched term to the custom dictionary
(launches the Custom Dictionary Editor and the default global custom dictionary), select from a list
of suggestions and replace the term, or lib@kterm up on the Internet.

Merops Review

Merops Review is a tool to aid the reviewing of Merops output documents (or,iarigadocument
with tracked changes or comments).

Tracked changes

When Merops RevieWinds an insertion next to a deletion, it identifies it as a replacement. Clicking
the downarrow next toAccept or Reject gives a number of extra options, includiRgject all
identical changes

Mercps Review: Replacement =3

Review: Al revisions j | € q £ | ‘f} “f}

Merops References deleted:

| Mr Andrew J G Accest |+
Q} Reject | - |

Merops References inserted:

1 AL

Fmamm -Progres

Abstract+9

Alternative suggestions:

Following: frof

correlation- betw
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Comments

When Merops Review finds @mment, clicking the dowarrow next toRemovegives you more
options, includingRemove all identical comments on the same texind Remove all identical
comments(on any text). If possible, Merops Review will provide suggestions to replace the text.
You can alscedita comment, simply by typing in the top textbox.

COTIO TE OoITE T 1TE UL e SEPar UTETL AT Wl PRTTIED S DR TEVET SO

Researchers: haver attemptedy Merops Review: Query e
Review: Comments j | L7 || g | 'f»}

| procedure-that-meets-all-these
Merops References queried:

Merops could not find a corresponding entry in the .:.;! Remove | w
reference lizt for citation 2.

In-the-TTE -laparoscopic-steril G
| ~20.00020P000- worner: undd

Female-sterilization-is-the-y

Text:
guidelinesg quote: the: Lifetir | 2 3
+2001%°200 -with-that-ofthe a
232002.-10001°000 ~-Possily il
perforation,: wvisceral or 1 Suggestions: ]
(1:320001°°12°000) B should i
COIMITION: i ost iy

If the term is an unmatched word, Merops Review gives you the option to look that term up on the
internet. Click the dowsarrow next td_ook Up to choose a different website to search.

ilisation-technique-woul] Merops Review: Unmatched term EXT
. . Review: Comments - L || 5
e in- ther outpatient- d =1 e | &2 %
Merops Unmatched queried:
have attemnpted- unsuca ? : i
Merops has not matched this term. "_‘_]REEU"-"E -

-‘tneets-allthese-criteria.

lisation-1s-the-rmost-wi
Unmatched term:

aroscopic-sterilisationy | Eilshie I Look up |

0- women: underwent- 4 Add term

ote- the- lifetime- failur

Gk f

with-that-of-the- Suggestions:
Fishier -

1019000 =-Possible-cormp | Fishy Aeplace
Falsie

- Replace all

visceral- or vascular{ L Fithier
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This then opens a browser within Merops Review.

Merops Review: Unmatched term

Review: Comments ;I | ) qT £

=29 |66

(=]
;I*"fxl 2| x|

Look up using:  PubMed

Merops Unmatched queried:

Merop= haz not matched this term.

?ﬂ Remove | v|

4

Migrating Filshie clip: an unmentioned complication of fi *
I Fam Plann Feprod Health Care. 2006 Jul;32(3):188-2. No abstr
PALID: 16837077 [PubMled - indexed for MEDLINE]

m

[~ 3- Baum M Cassileth BE. Daniel B Emst E Filshie I Nazel R
Unmatched term: GA. Horneber M. Kobn M. Lejeune 3. Maher J. Terje B
. . - Smith WEB.
Filshie ey wockees | ~| . .
The role of complementarv and alternative medicine in t
e | early breast cancer: recommendations of the European
Mastology (EUSOMA).
Eur J Cancer. 2006 Aug:42(12):1711-4. Epub 2006 Jun 27.
Suggestions: PMID: 16806902 [Pubhded - indexed for MEDLINE]
Fighier Y
Fishy Replace | I™ 4: Filshie . Rubens CN. Re
Falsie . .. -
Filthier - Rg:llace ll 1 (Crmnlamentar: and alternatinre madicins

i | b

You can review documents entirely using Merops Review, or just by usingchighimenus, or a
combination of the two. Try them both and do what you find easiest.

Finish Document

When you have corrected any errors that need correcting and are happy with all the remaining

tracked changes, click tk
Finish Document dialogbox.

Finish Documentbutton on theMerops Main toolbarto show the

2. Presentation — -
¥ Coloured text found [ Make 'Automatic’

¥ Underlining found [~ Remove all
Current template: Normal.dot

| Attach template: eropsFinal.dot

&

v Ask for confirmation at each step

[ Finish Document - TFox_Revision_1.docx @
1. Editing marks / versions - 3. Prepare for distribution
¥ 56 comments found v Q ; & Mo graphics found
¥ 334 tracked changes found [V Acceptall ¥ 13 hyperlinks found [~ Unlink all
& Mo hidden text found ¥  1character style in use [~ Remove all
& No highlighting found ¥ 13 fields found ¥ Update all [~ Unlink all
Q No previous versions found
& No bookmarks found L

I~ Protect document

| |
| |

[v save file with current path

[V show Save As... dialog when finished

™ send in email
Finish |

Cancel |

Finish Document will then inspect your document for things you might want to deal with to
prepare your document for publication. You can then choose a number of actions to be taken. Click

Finish to carry out these actions.
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Open original

If you wantto open the version of the current document that was created before it was processed by
Orig
Merops, you can click thi===| Open Original button on theMerops Main toolbar. For example,

if you click this button in a efdi [6eD-@xatiglBenda | &®D c
exists.

Revert to original

If want to revert the current document to the state it was before it was processed by Merops, you can

.i_.-.
click the |24i] Revert to Original button on theMerops Main toolbar. Be awa that if you do this
you will lose all changes made to the document since then, including the changes Merops has made.
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The toolbars

The Shabash toolbar

YWY

This is the main toolbar from which all the Shabpasograms can be launched (depending on which
have been installed).

A

=

Launch Merops Loads the Shabash Merops for Microsoft Word glugrhis means all the
Merops toolbars and functionality will be available in Microsoft Word.

Launch Pavo Launches Shabash Pavo if it has been installed. For information on Pavo, go
to www.shabash.net

Launch Phyllo Launches Shabash Phyllo if it has been installed. For information on Phyllo,
go towww.shabash.net

The Merops Main toolbar

;A

2 Cn i 2 S o | M Q

- gll@lx!

The Merops Main toolbar contains a number of tools to wélpthe editing process.

&

K
=z
=

gk
=
-

Process Files Click this button to process the current document, or to choose other
documents to process.

Process Log Launches the Merops Process Log, which stores reports of the 200 most recent
file processes

Output XML to Microsoft Word Document  Createsa Microsoft Worddocument from a
Merops outpuXML file without making any editorial changes)d opens it in Word

Output Microsoft Word Document to XML Creates an XML file from a Microsoft Word
documentwithout making any editorial changes.

Finish Document Click this button when you are happy with all the changes Merops has
made, or you have corrected any errors that need correcting. Clicking this button gives you the
option of accepting all changeremoving all comments, removing all underline and/or
removing all colour markip, then saves the document. See 28fer more information.
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Open Original  Clicking this button opens the version of the current document that was
created before processed it. For exampl e,
wi || open the -Griilgei ncaall 8 eidf o6ilXto ce#x9i3st s .

Revert to Original  Clicking this button reverts the current document to the state it was
before Merops processed it. Doing this will lose all changes made to the document since then,
including the changes Merops has made.

Open other Formats Clicking this buton reverts the current document to the state it was
before Merops processed it. Doing this will lose all changes made to the document since then,
including the changes Merops has made.

Open XML  Clicking this button opens the XML file of a documembcessed by Merops.
For exampl e, if you click this button in a
0Doc#93.xml 6 i f it exists.

Merops Styles Toggles between showing and hiding the Merops Styles toolbar.
Merops Symbols Toggles between showing and hiding the Merops Symbols toolbar.

Show/Hide Comments Toggles between showing and hiding all comments in the current
document.

Show/Hide Insertions and Deletions Toggles between showing and hiding theertions
and dettionsin the current document.

Show/Hide Format Changes Toggles between showing and hiding the format changes in
the current document.

Merops Review Starts Merops Review, a tool to help you go through the comments and
tracked changes in a document, editing as you go. Se€p&gemore information.

Look Up Shows a menu of websites to launch in your default browser and automatically
search for the selected word or phrase.

Comments Shows a menu of predefined comments (including-deéned comments if
there are any). Comments are a way for an ethtguery something in the text for the author
to respond to. See paté for more information.

Document Statistics Shows the Document Statistics dialoghisl gives a number of
statistics, including the number of words, paragraphs, pages and hyperlinks in a document. If a
selection is made, statistics will be given for the selection. See3@dgemore information.
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Change Case Shows a menu of cashanging options:

A Sentence Case Applies sentence case to selected text.

2 Lower Case Makesselected text all lower case.

8 Tite case Capitalizes the first letter of the first and last word, plus all nouns,
pronouns, verbs, adverbs and adjectives, but not conjunctions, articles or short
prepositions. Some words, such agth wor d o6yet 0, shoul d
depending on the context in which they are used, so it may be worth checking the
capitalization Merops has applied.

AR .

Initialism  Makes select text all upper case.
AF . : .
€l small Caps Applies Small Caps formatting to selected text. Small Caps is a format

that makes lowercase text appear as capital letters in a reduced font size.

Place Marker Places a bookmark at the current cursor position or on sekectied any is

selected. From anywhere in the document, the cursor can be moved back to this position by

-
pressing the Go to Marker button.

Go to Marker Moves the cursor to the marker created by"’gr Place Marker button.

*
Remove Marker Removes the marker created by o Place Marker button.

Invert Table Rebuilds the selected table, pivoting it along its diagonal.

Mew

Standard Set 1 -

Document Sandard Set This option box shows which Standard
Set was used to process the current documealsdtshows which rules will be applied when
using the buttons on tierops Stylestoolbar.

Merops Options Opens the Merops Options dialog box. See 3ge

. Help Opens Merops Help.

Exit Merops Closes Merops and removes all of the Merops toolbars.
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The Merops Styles toolbar
IV €2 =1 | H-He B b® 18 5= s o [ab] | (5 [ [E] L] ] 4 g5 Bt

Microsoft Word styes are used to ensure consistent structuring of documents to simplify the
creation of pages during typesetting. Most of the buttons on this toolbar are used to apply one of a
number of styles to a term or part of a document. The presentation of stylbe eamended by
clicking Format on the Microsoft Word menu bar, then clicking tBg/les and Formatting...
button. (In Microsoft Word 2007, this is done by clicking ti¢yles dialog button on thédlome

tab.)

Paragraph styles

To apply a paragraph style, simply place the cursor within the paragraph you want to apply the style
to, and click the appropriate paragraph style button.

IV

Chapter number This style refers to chapter numbers within a document.

Title  This style refes to the titleof a document.

Authors Thi s style refers to a |list of the doc

&) (L) &

Address Thi s style refers to the authorsé addr

Headings This button showsapepp menu wi t h 195t ytloe s8 BéeHaada dwaenl
as theparagraphst yl e O6Heading: 6.

N Normal This style refers to paragraphs without an indent. These often follow heamtings
displayed items, e.g. an equation.

= . o
b Normal Indent This style refers to the main indented paragraphs of a document.

A Block Text This style refers to a displayed, indented paragraph.

Ll

List This style refers to a displayed list that is oloff from the main text. This can also

mean a referendest.

Note: Merops converts Microsoft Wordds |ists
actual characters, as these import more satisfactorily into typesetting systems.

i Quotation This style refers to a displayed quotation

Formula This style refers to a displayed formula
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Outside Border Adds a simple border around selected text. If no text is selected,wilbox
be added to the paragraph where the cursor is placed. To remove the box, simply click the

button again.

Caption Applies Caption style. A captiois the text just above or below a document object

(i.e. a figureor a tablg¢ which describes the objects contents. A caption usually contains an
a titl

object | D,

Table Head Applies Table Head style. Table heads are the headingslumns in a table

(see example).

Table Body Applies Table Body style. The tabbedy of a tables everyhing contained in a

table excluding tabldneads (see example).

such (sesexanmple)b!| e

16

and

e

Note Applies Table Note style. A table note, which may or may not be present, comes below

a table and offers further informatiar clarification. Table notes are often used to denote
statistical levels of significance (see example).

Caption Table5Correl ation coefficients between |, T and
Table Head Introversion Sensing Thinking Judging
r P r P r P r P
Play 710.068 0.655 0.209 0.169 0.319*  0.033* 0.141 0.355
Table Body | | anguage  10.100  0.512 0.060  0.693 0276  0.067 0.042  0.784
Interaction 70.095 0.533 710.106 0.490 0.204 0.179 0.084 0.584
Ability 710.114 0.457 0.080 0.602 0.348*  0.019* 0.114 0.457

Note

Character styles

* Correlation is significant at the 5% level

J

SCcCOor

To apply a character stylselect the item you wish to apply the style to, and click the appropriate
character styléutton.

A

Ref.

Bib.

Undo Style Clicking this button when text is selected removes any character(lstil@ot

paragraph stydeof the selected text. This can be used, for example, if Merops misidentifies a

phrase as a citation.

Crossreference This style refers to citations to document objeEts exampled s Eige 16 .

Reference Styles Shows a menu, containing a number of reference styles, incliiing
Name Bib Title, andBib Publisher.
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Bullets 3

Fooknote Svmbols b

You can use the Merops Symbols toolbar to insert into your document symbols that are not on your
keyboard. Common symbols you may want to insert are the enidashd the multiplication sign

(x).

To insert a symbalising theMerops Symbolstoolbar, fist click in your document where you want
to insert the symbol. If the symbol is visible on the toolbar, click the button to insert the symbol into

your document. If the symbol is not visible on the toolbar, clic

Q2

More Symbolsbutton, to

find the requred symbol. Once this has been inserted, it will be added to the toolbar.

29



Merops 2.7 instruction manual

Customizing Merops

Merops Options

To change the Merops settings, open Merops Options dialog box by clicking = Merops
Options on theMerops Main toolbar, or by clickingMerops then Merops Options on the menu

bar.

Below is an explanation of each page.

Personalize Change your user name (stored on Standard Sets you create or modify), and choose
whether you want Merops to disable ymareensaver while processing (complicated screensavers

will slow down your computer).

Start-up Change the way Merops starts up, and whether to show Tip of therDsgrtup.
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