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Purpose

This document describes how to import word expanders into Shorthand.  Vianeta Professional Services can assist you with import for a nominal fee.
Overview

Shorthand is transcription productivity tool that expands a keyword shortcut.
E.g. keyword “vc” will expand to “Vianeta Communications”
Format for Import
Shorthand requires Text Format: tab delimitated is the preferred format.  If you have the content in an excel file, you will first have to convert it to a Text format.  In excel, please use “File -> Save As” option and choose “Text (Tab Delimited) (*.txt)”.  Save it to a folder of your choice.
Import into Shorthand
To import file into shorthand, you will first need to convert the file into a shorthand “spf” format.  Shorthand provides a file converter utility to convert from “Text Format” to a “spf” format.  
Open Shorthand. You can only access Shorthand if Transcription Desktop is open. 
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Click on File and choose “Run File Converter”.
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Click the Start button to convert or merge an existing file to
a Shorthand dictionary file
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Click on Start
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1. Navigate to folder where you save the text file

2. Files of Type: choose “Text Files (*.txt)”

3. Choose the file name and click on Open
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Choose “Text Format: keyword (Tab) Text” and click on Ok.
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1. Specify the Destination folder for “spf” file: C:\Program Files\Vianeta Communications\Vianeta Desktop\Default User\Profile

2. Click on Save




Open the Shorthand File

Once you are done importing the Shorthand file, you will have to open the file in order to use it.  This is the same as the destination folder.

Click on File -> Open and navigate to the destination folder “C:\Program Files\Vianeta Communications\Vianeta Desktop\Default User\Profile”.  Choose the file and click on open.
Converting Microsoft Word 2000 AutoCorrect Entries

You can convert your Microsoft Word 2000 AutoCorrect entries into a Shorthand dictionary using the SH97.DOT template file (download from Vianeta support site).  Only AutoCorrect entries that are formatted as "plain text" can be converted.  The SH97.DOT file contains a macro to export plain text AutoCorrect entries into a Word document.  After the conversion is completed, copy the word list to Notepad and use Notepad to save the words to a text file.  Notepad must be used to save the word list because MS Word may do unwanted conversions of special symbols as it saves the characters to a text file (Notepad always saves the text as-is).

To convert your Word 2000 AutoCorrect entries into a Shorthand dictionary file:

1. Open Microsoft Word 2000.


2. Set your macro security level to "medium.":  From Microsoft Word's Tools menu, choose Macro then Security.  Select Medium as the Security Level.


3. Open SH97.DOT: From Microsoft Word's File menu, choose Open. Select the directory where you saved the "SH97.DOT".


4.  Enable macros: Microsoft Word displays a warning message that macros may contain viruses.  You can click on the Enable Macros button to continue.  


5. SH97.DOT displays a short introductory message. Choose OK to start the conversion process.  SH97.DOT will create a new Word document containing your AutoCorrect entries.  (Conversion may take a few minutes if you have several hundred AutoCorrect entries.)


6. Copy the converted entries to the clipboard: Choose Select All from Word's Edit menu then choose Copy also from the Edit menu.


7. Close Word. It is not necessary to save the document.


8. Open Notepad: Click the Windows START button; choose Programs followed by Accessories and then Notepad.


9. Copy the AutoCorrect entries to Notepad: Choose Paste from Notepad's Edit menu.


10. Save the AutoCorrect entries to a text file: Choose Save As from Notepad's File menu. Enter "AUTOCORR.TXT" as the filename to save. Select the directory “C:\Program Files\Vianeta Communications\Vianeta Desktop\Default User\Profile” and choose OK to save file.


11. Close Notepad.


12. Open SHCNV.EXE and click on the Start button (located under C:\Program Files\Vianeta Communications\Vianeta Desktop\WordExpander)


13. Select "AUTOCORR.TXT" as the filename and choose OK (“C:\Program Files\Vianeta Communications\Vianeta Desktop\Default User\Profile”)

14. In the Source File Type dialog box, choose the option Text Format: Keyword {Tab} Text and choose OK.

15. In the Specify the Destination Shorthand Dictionary dialog box, specify a filename for the destination Shorthand dictionary and choose OK.  SHCNV.EXE will convert the text file containing the AutoCorrect entries into a Shorthand dictionary file.
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