i

linguaware®

The Program for Professionals

Version 09/2012
Copyright® linguaware®
lingvaware®

Leisaustr. 8

D-81249 Munich

Fed. Republic of Germany

Tel.; (+49) 89 871 30 852
Fax.: (+49) 89 871 30 853

e-mail: inffo@linguaware.de
support@TextCount.de

Internet: http://www.TextCount.com


mailto:support@TextCount.de
http://www.textcount.com/

TextCount 2

Table of Contents

1. NEW FEATURES IN VERSION B. XX ...eeiiiiiiii e ee e 5
2. INTRODUCTION . et ettt ettt e et e e e e eanaens 6
2.1 Counting algorithm ... e e e 6
P2 VAV o Y o £ 6

2.3 Differences between TextCount and the Statistics functions in the different
VErSioNS OFf MICTOSOft WOTd ... e e e e e e e e e s e e e eaaa s 7
3. [ (O N (O o I = o 1Y, £ T 9
3.1 ReStrictions 0N [Hability ...ccc.uvviiiiie e e e 9
3.2 ReStriction 0N dUPHICALION ..uvviiiii e e e e e e e e s s ae e e e e e e s e ennes 9
IR I = =TSy A (o1 AT Y I T TU 1= 9
3.4 Transfer of the utilisation right ... 9
4, TYPOGRAPHICAL CONVENTIONS ... 10
5 INSTALLING TEXTCOUNT Lot e e e e 11
6 THE PROGRAM WINDOWV . ... 13
7 ot 15
0 Y= =Tk A 1 1T 15
7.2 Selecting files With drag & ArOP ....c.ueevi i 16
T.3 SEIECT NEW FIIES ... oottt et ettt e e e e et e e e et e e s eateeeeab e aeeaaeesenan 17
S = 1 0| ST 17
7.5 INClUdE Profile SEttINGS. ... it e e e e e e e as 17
A I o ] N (=T oY= U o F T PP UTP PRI 18
O A %= 11020 1 F= 1 (o ] (T 19
8 T O [0 1= 19
8 (@0 110 N 20
o T O Y L o AN L L1 L= 20
8.2 COUNT SEIECTEA FIlES ..uuniiieeii et e e e e et e et e e s e e e e e et e s e raaa e seaen 20
8.3 CoUNt UNCOUNTEA FIlES ...ttt e e et e e e e e e e e e e e eaan 20
8.4 Update COUNT RESUILS ...ttt e e e et e e e e e e e ane e eeaaae s 21
8.5 Remove Selected FileS FIrom LiSt ...ttt e et e e e s 21
8.6 Change DOCUMENT FOIMAL.......cciiiii it e e e s e e e e e e s s ereaae s 21
9. NN V4@ 1 22
Lo I o Lo T A oY g = | G0 1= £ 22

9.2 Percentage COSES ..o 22



TextCount 3

10.

11.

12.

13.

14.

15.

16.

SR IV - 1T U L= To [0 =T o I = O PR ORISR 23
9.4 Remove Selected FileS From LiSt ...t 23
R P 23
10.1 CoUN/INVOICE WINTOW .....eeiiiiiiiiiiititie ettt e ettt et e e e e s et e e e e e e e e e e annbnaeeeaaeaaaannns 23
10.2 ClOSE WINOOW ...eeiiiiiiiiieiiteti ettt e ettt et e e e e e e st bt e e e e e e e e e e aanbbbaeeeaaeeasennbnbeeeaaaaaaannn 24
10.3Full Path / FIleNameE ONIY ..ouoeiiiii e e e e e ae e e e e e e e e aanes 24
O T T T (o T AT o Lo LR ERSRRN 24
LO.5 AAJUST COIUMNS coeiiiieiiic e e e e e e e e e e s st e e e e e e s e s satbaaeeeeeeesesanbereeaeeeeaaanns 24
AN = 1 N P 25
0 o T O 1 o o Lo = 1 o PP PPPPPPRN 25
2 o T PRSP 25
N RC o [ B o) = I = SRR PR 26
N N 1= 0 T PR PSR 26
11.5Inserting a TextCount table into a Microsoft Word document..............ooovcvvvveeeeeeeiinnns 26
11.6Inserting a TextCount table into a Microsoft Excel document ...........c.coeevviieveeeeniinnns 27
PROFILE ..o e et et e e e et e e e e eaeeaans 29
D2 R o T= o I o o] {1 =P PP TR OUOUPPPPRPPRN 29
12.2 SAVE PrOfile ettt e e et e e e e e ae e e e e e e e e aan 29
12.3SAVE Profile AS ..o o nres 29
LANGUAGE. ... e e e et e e e e e e e e eaaas 30
(O L= I 1 1\ S TP 30
O o o) 11 (SIS T Lo =PSRRI 30
o Olo TU ] ] L © o] 1T ] o = SRR PSESRRR 30
e B LYo T Tod c @ £ o o =PRSS 34
14.4 COUNTING NMUMBEIS ..ii ittt s s e e e e e s e st e e e e e e s s s snsbe e e e aeeeaesnsrnnnneeeeeaeanns 36
14.5RTF and WOord OPLIONS ....uuviiiieiiiicciiiieee s s st e e e s s st e e e e e e s e s s e e e e e e e e s snnenneeeeeeesnnnnns 36
L14.6 Program OPLIONS .....eeiiiiiiieeiiiiee ettt ettt e e e s bt e e e abb e e e s abbe e e e abb e e e e e nbe e e e anees 37
HE L P e e e 38
LI ] 1Y N I 39
16.1 Rich text FOrmMal (RTF) ....eeii ettt s eb e e e 39
LB.2 HTIML FOFIMAL....ceeeiieeie ettt e e e e e ettt e e e e e e e e sttt be e e e e e e e e snnbnbeeeeaaaaaannns 39
16.3PageMaker FOIMIAL ...t e e e e s ettt e e e e e e e e s abbereeeaa e e e e annns 40
16.4 POWEIPOINT FOIMAL.... it e e e e e et e e e e e e e e e s nbbnaeeeaa e e e e annns 40
GRS o BT (o] o - L PRSP 41
G S = To [ T3 (o] o 1 = L APPSR 42

16.7 FrameMaKEr FOTMAL ........oovuueiiiiieii it e et e e e e e et s e e e e e s e e bbb e e e e s s e es bbb e eeseeesabaanses 42



TextCount 4

L6.8WOTAPEITECT ..eeei ittt ettt e e st e s b e e bn e e snre e e snreesnneeaas 42
L GT B I = Vo Ko TR 1= o | T ) oY PSSR 42
T O 1V PP PPPTPPPPPPPPPN 43
0 R I =T Lo 1= 302 1 PP PSPPSR PRIRPRIN 43

L7, IND X e 45



TextCount 5

1. New features in version 6.xx

In the current version of TextCount, 6.xx, we have integrated many wishes and suggestions from
our users, including the following:

The drag & drop option to select files and entire folders with their subdirectories
Extended printing options for printing the count and invoice report

Additional setting options, for example counting with and without blank spaces
Column formatting in the count and invoice report

Adjustable window size and column width

Customer-specific profiles

Counting hidden text (for example Trados source and target files)

Counting Excel files (Excel 2000 or higher is required)

General Information:

e We have pursued a different course with Version 6.xx of TextCount. Prior to counting of Word

files, the documents to be counted are converted into the RTF format. They are then counted
in this format. Word 2000 or a higher version must be installed for this purpose. The reason for
this is that the RTF format is standardised, unlike the Word format.
When counting Word files, slight counting differences may therefore occur between the older
Version 5.xx and the new Version 6.xx of TextCount. If these Word files are converted into
the RTF format and then counted, the results using the old Version 5.xx and the new Version
6.xx of TextCount will be identical. Please note in this respect that TextCount 5.xx also
counts all hidden characters and that the same results can only be attained with TextCount
6.xx if the two options Count hidden text and Count deleted text in the review mode are
activated in Options / Profile Settings / RTF and Word Options.

e Excel files are converted into a pure text file before they are counted. MS-Excel Version 2000
or higher must be installed for this purpose. Texts in Excel text boxes and in Excel graphs will
not be counted.

e When counting Excel documents, please note that hidden columns are also counted.

Important note: Word or Excel must be closed before you start counting files. Do NOT call them
up again during the counting process! The files you want to count must not be
open in any other program while you are counting them with TextCount!
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2. Introduction

Over the years, the constantly updated versions, individuality and reliability of the classic charge
calculation program TextCount have meant that it has become the standard charging program
used by both translators and technical authors. This latest version of TextCount builds on this
tradition by including not only the most frequently used file formatsfor word-processing programs,
but also their exchange formats such as RTF or ANSI.

We will continue to modify TextCount to handle the latest word-processing programs and their
updates. If these future programs are not yet supported by the current version of TextCount, we
will make every effort to offer an appropriate TextCount update.

The process of charging for quantities of text must be accurate, comprehensive and transparent.
This latest version of TextCount satisfies all these objectives.

We have included many suggestions from TextCount users in this new version. We are always
happy to receive constructive comments from real-life situations, which we can then include in
future versions of the program.

2.1 Counting algorithm

Unfortunately, the "wildest" charging methods such as dividing the total number of bytes by
55 or 50 or simply accepting the line count from a word-processing program are still being
used. These values do not match the number of characters on the printout! Some word-
processing programs do not include numbers in their word counts. If a text contains a large
number of tables, this fact can be very bad news for translators. Some versions of Word
for Windows ignore blank spaces when they count characters, which means
translators and technical writers lose up to 30% of their total count!!!

TextCount counts all the characters that appear on the printout, including blank
spaces, unless they have been specifically excluded from the counting process in Options
/ Profile Settings / Count Options / Include one blank space every time.

Every text file created using a word-processing program contains special characters and
control characters. These special characters and control characters contain, for example,
information on the type of fonts used and font sizes, which printer types have been
assigned, formatting features, etc. In many word-processing programs these are called
hidden control characters which do not appear on screen. If a text is counted using the
various options available in a word-processing program (statistics function, lexicon, spell-
checker), these special characters and control characters will be included in the count,
which results in incorrect values for the translator and the author. This is why TextCount
has a range of filters for each word-processing program it supports. This ensures that
these special characters are not included in the counting process. As a result, TextCount
counts only those characters which actually appear on the printout.

If a text contains a sequence of several blank spaces or tabs, TextCount counts only one
blank space or one tab each time. This may happen, for example, if the date is moved to
the right using the space bar. However if the word-processing program in this example
were used correctly, the date would be moved to the right with of one tab setting. For this
reason, TextCount counts only one character here. The same applies to tables.

If a left-justified text is formatted in justified text and the number of blank spaces between
two words increases as a result, TextCount also only counts one blank space each time
because the space bar was only pressed once to generate the spaces between the words.

In addition to numbers,, Texthunt counts characters in the extended ASCII character set,
for example £, °, %, 2, O, 6, Y, U or ¥ and special characters (©, &, ©, Q, =, M) from the
ANSI character set.

2.2 Words

In some countries translation services are charged according to the number of words. As
there are no binding norms or recommendations in this case, the user can define the
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2.3

maximum word length and the word delimiters themselves in the Options / Profile Settings /
Count Options menu in the Maximum word length and Word delimiter options.

If the words in a text are counted using the various options (statistics function, lexicon,
spell-checker) in a word-processing system, a word is only defined by the usual delimiters
such as a blank space, full-stop, comma or hyphen. As a result, any translator who charges
according to the number of words in a text and uses a word-processing system to count
them would lose out if very long words were used. Words of this length or longer are not
unusual in technical and scientific texts.

TextCount also counts number values that are separated by a decimal point or a comma,
for example 1,234.56 or 27.02.1998, as a single word.

TextCount also counts characters from the extended ASCII character set, for example £, °,
+,2,0,0, 4, Uor, as well as special characters from the ANSI character set.

Differences between TextCount and the Statistics functions in the different versions
of Microsoft Word

Original article from the magazine PC-world 07/2001

MELDUNG DES MONATS: WORD 2000 |

Mit dem Zeichenzahlen haben es offenbar damit abgefunden, dass es
auch schon frithere Word-Versionen  sich dabei um ein grundsdtzlich un-
| nie so ganz genau genommen. In- losbares Problem handelt, Word
zwischen hat man sich bei Microsoft 2000 meldet in der Statusleiste nur
= == — o——— noch , ungefihre
Werte”. Das er-

A keyboard.doc - Microsoft Word

Datel Bearbeten Ansicht Einfiigen Format Exras Tabelle' Eenster 2 x| b .
DIEIES08T. 0 =« ¢ Moo G| o' uRs zumin-
= ! _J dest in Fdllen wie
Gl 2l dem abgebildeten
i) *
allalil | ) | Ubertriecben  vor-
b doc: 0 2chen, (o et Wait) 1

| sichtig. -ha

One of the problems with using Microsoft Word's Statistics function is that the count
process is not transparent. There is no publicly accessible documentation about how or
what is counted in Microsoft Word.

For example, Microsoft Word does NOT count texts in text boxes. Newer versions of
Microsoft Word include blank spaces in the counting process. However, they only take
"simple" blanks into account and not all those characters which correspond to a blank, e.g.
tabs, line breaks, column changes, etc. By contrast, TextCount counts all the characters
that appear on the printout and were entered by the user. Therefore, if customers were to
go to the effort of counting the characters and lines manually, they would obtain the same
result as TextCount.

Other differences between the counting process in TextCount and the various versions of
Microsoft Word are shown in the next table.
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This table is not comprehensive. The different versions of Word deliver different results for

whether it was generated by
the program or the user.

Features Word TextCount
Comments - Settable
Footnotes - Settable
Headers - Settable
Footers - Settable
Text in text boxes - +
Letters/characters Word counts every | TextCount counts only the
character, irrespective of |visible characters, i.e. only the

letters/characters which the user
entered via the keyboard.

Several blank spaces
between two words

Word counts all blank
spaces; irrespective  of
whether they were entered
by the user. Some versions
of Word do not count blank
spaces.

TextCount always counts only
one blank space, even if several
blank spaces follow each other.

Several consecutive
tabs

Word counts all tabs, even if
they were used incorrectly.

TextCount always counts only
one tab, even if several tabs
follow each other.

characters

lines/number of characters
are calculated in Word
depends on what version of
Word is being used.

Lines/number of The way lines/characters | TextCount always delivers the
characters are calculated in Word|same result, irrespective of the
depends on the layout|layout settings.
settings.
Lines/number of The way in which | TextCount always delivers the

same result, irrespective of which
version of the word-processing
program is being used.

directories,
their
subdirectories

Simultaneous counting
of multiple files or entire

including
subordinate

Not possible in Word

No problem in TextCount.

It is generally recommended that the method used for charging is agreed with the customer
before the job starts. This can save a lot of trouble afterwards.

If both the translator and the customer have licensed versions of TextCount 6.xx, they can
exchange profile files with the agreed counting options.

IMPORTANT NOTE:

The number of lines shown in the Word Statistics option that

appears as the actual

number of lines displayed in the

document is not a suitable basis for invoicing because each
one of these lines may contain a different number of

characters.

If you change the font

size in Word, the counting result

changes as well! Do you really want to pay for an invoice
based on these figures or send one to your customer?
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3. Licence terms
TextCount Copyright © linguaware®.

We are sad to say that TextCount is not only very popular with those users who purchased the
program legally, but also that it is increasingly being copied and distributed illegally. It appears
that many users don't actually realise that this is theft. As this kind of behaviour is not only unfair
to users who have acquired TextCount legally, but also drives the sales price up, we will take
legal proceedings against anyone who we can prove has made an illegal copy.

Only by selling the program can we invest in the further development of TextCount and therefore
guarantee its existence. We try hard to offer TextCount at a fair price and believe that this price
should be affordable to a professional translator.

A purchaser must accept the licence conditions listed below, which are detailed in the chapters
Restrictions on liability, Restriction on duplication, Restriction in use and Transfer of the utilisation
right.

When you buy or update TextCount you will be given a personal serial number which appears on
screen together with the address after you call up the program. The serial number, name and
address are copied onto the hard disk or a working floppy when TextCount is installed. The
purchaser is liable for any proven illegal copies that are made using this serial number.

3.1 Restrictions on liability

The manufacturer and distributor accept no responsibility that the software and its
accompanying documentation are completely free of errors. With regard to correctness,
care, reliability, currency etc., the manufacturer and distributor do not guarantee or accept
responsibility for any aspect of the use or results of the software or documentation. The
purchaser accepts all risks concerning the results and performance of the software. If the
software or documentation is damaged, the manufacturer or their distributor, sales
companies, representatives or members of staff are not liable for costs arising from any
necessary maintenance, repair or correction. The purchaser is wholly liable for these costs.
It is at the manufacturer's sole discretion to offer corrections or hotline and support services
free of charge.

Any verbal or written information either from the manufacturer or suggestions made by his
freelance staff are non-binding. The purchaser has no right to regard such information as
authoritative. The manufacturer and other persons involved with the creation, production or
sale of this product are not liable for any direct, indirect or accidental damage, or for
subsequent damage caused by using this software, even if the manufacturer has been
made aware of the possibility of damage.

3.2 Restriction on duplication

The manufacturer holds the copyright to the software and its accompanying
documentation. Unapproved duplication, either partially or in another medium, is forbidden.
The purchaser is liable for any proven illegal copies that are made using the serial number.
Legal action will be taken regarding all contraventions.

3.3 Restriction in use

The software may only be installed and operated on one single computer that is the
property of the purchaser. The manufacturer will charge an additional fee for the installation
or operation of the software on other computers owned by the person purchasing the
software. This additional fee will be fixed by the manufacturer and will be charged
according to the number of installations. The distribution of copies of the software or the
software itself to third parties is forbidden, and legal action will be taken in the event of
contraventions.

3.4 Transfer of the utilisation right

The right to use this software is granted exclusively to the purchaser. The utilisation right
may only be transferred to a third party with the prior approval of the manufacturer. Third
parties to whom the utilisation right is transferred must also agree to the clauses and terms
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in this contract. Transfer to third parties, the hire, lease or sale or any other short- or long-
term utilisation of all copies or the software itself is forbidden.

4. Typographical conventions

All menu items in this manual are shown in italics. In addition to the Table of Contents, the index
on the last pages of the manual can be used to look up the description of particular points.

After the chapter "Program window", all menus and their functions starting with the File menu are
described in the sequence in which they appear on screen. Other functions are then described,
for example Select files ... or the description of individual dialogues.

You can also display help texts at any time when you are working with TextCount.

See also: 15. Help, Page 38

Display Window: This is the active window in TextCount. The Display Window shows
the Count Window or the Invoice Window.

Count Window: The Count Window contains all selected files. Files that have already
been counted are displayed along with their counting results.

Invoice Window: The Invoice Window contains the list/table of counted files together
with invoice details.

All copyrights of other manufacturers and products are recognised.
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5. Installing TextCount

Delivery by e-mail

The delivery includes 2 files, which are in a XXXXXXXXX.ZIP archive:
o XXXXXXXXX.pdf
o XXXXXXXXX.exe

XXXXXXXXX represents the name of the customer.
Unpack these two files to a directory/folder using the WINZIP program.
XXXXXXXXX.pdf

This is the invoice in pdf format issued in the name of the customer. To print out the file, call it up
using Adobe Reader and click on the printer symbol.

XXXXXXXX.exe

This is the TextCount installation file. Close any programs that are open. Double click the file
name “TCSetup_XXXXXXXX.exe”. When installing Version 6.xx of TextCount for the first time,
the following screen will appear.

Installer Language m
@ Please select a language.
_

Ok I Cancel

Select English and click on OK. The Installation Assistant will then be displayed.

TexlCl:lunl 6.0 Setup -Elﬂ

Welcome to the TextCount 6.0
Setup Wizard

This wizard will guide you through the installation of
TextCount 6.0.

It iz recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer,

Click Mext to continue.

Blext = I Cancel |

Click on Next > and enter in the displayed screen the name of the folder in which the TextCount
files are to be installed or use the pre-set name TextCount 6. Then click on Next.
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TexlCuunt 6.0 Setup !Elm
Choose Start Menu Folder
Choose a Start Menu folder for the TextCount 6.0 shortcuts, %

Select the Start Menu folder in which vou would like to create the program's shortcuts, You
can also enter a name o create a new folder,

Ahead Nero -
ASUS Utility
Autostart

Canon CanoCraft CS-P 3.7

cobra adress PLUS

CorelDRAMY 7

Cursorarts

D

Hauppauge WinTY

Hexwizard

Intel Application Accelerator

Intervideo WinCoder LI

= Back | Mext = I Cancel |

Winllzatdmst= |l Systerm vzl n

Carefully read the Licence Terms in the file TextCount-User-Manual-EN.pdf. Indicate that you
accept the licence conditions by clicking on the field on the left "I accept the terms in the Licence
agreement” (v') and choosing Next > in the next screen. Use the suggested program folder
C:/Programme/TextCount or choose a separate directory with Search.... Then click on Install.

TextCount is installed. If the field to the left of "Implement TextCount 6.0" is activated (v),
TextCount is called up when the installation is finished. To finish your installation, click on Finish.
The installation is finished and the TextCount program window appears.

For comprehensive instructions and information on TextCount, please download the TextCount
user manual from http://www.textcount.de

Delivery on CD-ROM

Insert the CD in your drive, select the CD drive using Windows Explorer and double click on
“TCSetup_XXXXXXXX.exe". The other steps are identical with the above description.

The CD-ROM contains the manual in the form of a pdf file (TextCount-User-Manual-EN.pdf). Call
up the file "TextCount-User-Manual-EN.pdf* using the Acrobat Reader program.


http://www.textcount.de/
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6. The Program window

You can call up TextCount as soon as it has been installed. To perform this step, click on the
TextCount icon.

\&

The Program window is shown along with the title, icon and status rows:

| Title bar Tool bar |

0 b 0 do - |Of x

File Count [nwoice Yiew Table Profile Language Options  Help

= !- | I?j Al |:§fs¢|_| hew | ﬁfupuIE El ﬂﬂﬂ 3| 4| Profile: standard tpf

File Date | Characters “aords Lines Paoes | Text Format —|

"""" W'ord for Windows

d.beb

E:A0000004Precht0l.doc 22.06.2004 14.708 2660 295 12 “Word for Windows
E:A00000D4VPAZEZ 146 edoc 22.06.2004 2.438 461 43 2 Word for Windows
E:A0000004VFAZSE 147 edoc 22.06.2004 2.7858 ha2 1 3 WWord for Windows
E:A0000004VFABRD 184 edoc 22.06.2004 1.420 267 29 2 “Word for Windows
E:A0000004VFABRD 187 edoc 22.06.2004 2.323 429 47 2 “Word for Windows
E:AD0000DYHaindlDl.DOC 03.07.2002 6771 1116 136 B ‘Word for Windows
EATRAMSYAusgano\PES01-Briefdoc 03.03.2004 956 194 20 1 Wword for Windows
Total 35.027 6.307 705 31 8/8 Files counted

|Pri|:e Basis: EUR 1.42/Line. Totals for lines and pages are calculated by using the rounded-off results of each counted

Status row |

Title bar:

To move the TextCount Window, position the cursor in the title bar and hold down the left-hand
mouse button while moving the window with the mouse. For more information about moving,
maximising or minimising windows, please refer to your Windows documentation.
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Tool bar: Icons in the tool bar and their functions

Icon Function
Select Files ...

Print ...
Exit
Show Count window

Show Invoice Window

Count All Files

Count Selected Files

Count Uncounted Files

EEEFIN = o |

Update Count Results

N

Remove Selected Files From List

Calculator

Display contents of TextCount Help, Content-sensitive
Help, How to use Windows Help, Display information
about TextCount and Licence.

Profil: standard_tpfl Display and change the current profile

~ Bz
E@
)
Gty

Function key

Alt+F4
F2
Shift+F2
F5
F6
F7
F8

Del

To call up the most important TextCount commands directly, click on the appropriate icon in the

Tool bar.

Status row:

The status row shows additional information. For example, if the cursor is located over a file
name in the Display Window, the setting used to count this file is displayed in the status row.

The Program window contains the File, Count, Invoice, View, Table, Profile, Language, Options
and Help menus together with their specific functions. To open a selection window, click on one

of the menu items.
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7. File

The File menu contains the following functions: Select Files ..., Select New Files ..., Print ...,
Include Profile Settings, Printer Setup ..., Calculator and Exit. To activate your selection, click on

the corresponding menu item.

TextCount 6 - Count Window

File Count [nwoice Miew  Takle

Frofie Language Options Help

Select Files. . F3 d ,ﬁupulﬂl ml 7 m'?| 3| 4 | Profile: standard.tof
Select New Files.. Urnsch+F3
FPaces [Text Format
Print... 1 'ord for ! VS
¥ Include Profile Settings 1118 136 B Word DrW?ndDWS
Prirter Setup... 2.06.2004 2.438 481 43 2 ‘Waord furW!ndDws
2.06.2004 2,785 haz bb 3 Word for Windows
Calculator 2.06.2004 1.420 267 29 2 “Word for Windows
2.06.2004 2.323 429 47 2 Word for Windows
Exit 3.06.2004 3626 658 73 3 Word forWindows
EATRANZ VAusaano\FPES0T-Bref.dac 8.03.2004 356 1594 20 1 Word for Windows
Total 35.027 6.307 705 31 | 8/8 Files counted
4
7.1 Select Files
Click Select files ... to select the files you want to count.
Select Files to Count EE

Suchen in: Ia nooooao

|« & cx A

9 count. doc
P HaindI01.00C

FAZ52 146 e.doc
P FAZ52 147 & doc
FEARR 184 B doc

_lInterim delivery 17052004 @PABBD_187_E.E:|DC
| Prechtldl.doc
E@TCSetup_Innis.zip

E@\p\ragner.zip

@WCDUHTES.Zip
He'woounts. brmp

%Wcuuntﬁ.ica
E@\p\rinzipm.zifzu

Dateiname:  ['PABE0_184_e.doc’ "PAZ52_146_e.doc’ "Prechld].

Dateityp: IAutDseIed [l

LI Abbrechen |
A

In the File type field, you define the file format in which you want to count the file shown in
this dialogue box. Click on the arrow of the scroll bar to open a list of available formats and

then select one of them.

If you select Autoselect (*.*) as the file type, all the files in the selected directory will be
displayed. If you select this setting, TextCount will automatically recognise the file type or
the file format of the selected file(s) apart from the ASCIl and ANSI formats. If you select a
specific file format in File type, TextCount only shows those files with the corresponding
file extension that are present in the selected directory.
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7.2

Example: If you select Word for Windows (*.doc) as the word-processing program in File
type, only those files in the selected directory that have the file extension .doc
will be displayed.

Note: To prevent TextCount from counting files in the wrong format and therefore
giving an incorrect result, you should always use Autoselect (*.*) as the file type
because this setting automatically recognises all file formats apart from the
ASCII and ANSI formats.

To transfer an individual file, double-click on it in the Selection List. To select several files,
hold down the Ctrl key and click the left-hand mouse button on the file names you want to
select. To select several consecutive files, click on the first file name, hold down the Shift
key and then click on the last file name. Selected files are shown in a different colour. After
you have selected your files, click on Open to transfer them to the Selection List.

You can also include files from different directories and drives in the Selection List. To do
this, you have to open this menu item several times because only files from one directory
at a time can be selected.

Selected files remain in the Selection List until you choose Select New Files... to make a
new Selection List or close TextCount.

Note: Each file can only appear once in the Selection List.

Selecting files with drag & drop

With the drag & drop option, you can transfer files or entire directories, including their
subdirectories, directly from Windows Explorer to the Selection List.

To do this, arrange the TextCount Program window and a Windows Explorer window so
that both windows are visible (see next Figure). You can adjust the size of the TextCount
Program window by clicking on the maximise/minimise button in the top right-hand corner
or by holding down the left-hand mouse button and pulling the right-hand bottom corner of
the Program window. Mark one or more several files in Windows Explorer, hold down the
left-hand mouse button and pull them into the TextCount Count Window.

With the drag & drop option, you can also select entire directories along with the files and
subdirectories in these directories. To do this, go to Explorer and select the main directory
that contains the files you want to count. Hold down the left-hand mouse button and pull
the main directory into the TextCount Count Window. All files in this directory and its
subdirectories, which have the correct text format, will be added to the TextCount list.
Depending on the Options / Program Options you have set, you can now select the file
type that TextCount should use to count the selected files. If these options have not been
marked in Options / Program Options, the files immediately appear in the TextCount
Count Window. This function is especially useful for selecting HTML files that are needed
for Internet sites: they are often stored in folders that contain many subdirectories with
numerous files therein.
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7.3

7.4

7.5

Select New Files ...

Click on Select Files ... to create a new Selection List containing the files you want to
count. When you click on this menu item, the following message is shown:

Select new files |

Feject already-selected files and count results?

[T Daon't show this dialogue again

To delete all previously selected files in the Selection List , including their count results,
click on the OK button. You can now create a new Selection List. You should only use this
menu option when you want to create a new Selection List.

If you have marked Don't show this dialogue again, you can create the new Selection List
immediately without having to click OK to confirm that you want to delete the previously
selected files and counting results. This setting remains active until the next time you call
up TextCount.

Print ...

Click on this menu item to start the print dialogue for the currently displayed window (Count
Window or Invoice Window).

Include Profile Settings

If Include Profile Settings is selected, the settings from Options / Profile Settings will be
included in the printout of the Count Window or Invoice Window. It has proved very useful
in practice to supply a TextCount printout showing these settings along with an official
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invoice. The customer can therefore see how the count and invoice results were

calculated.
TextCount 6 - Invoice Report
Count Options: Profile: standard .tpf
Max. Word Length 8 Comment Filter off Count one blank between words on
Chars. per Line 50 Word Delimiters &-f@\_’
Lines per Page 25 Count IBM Graphics Characters off

Totals for lines and pages are calculated by using the rounded-off results of each counted file.

RTF and Word Options:

Count hidden text off Document Sections
Count deleted text in review mode off Main Text on

Footnotes on

Header/Footer on

Annotations on
Price Basis: EUR 1.42/Line
File Date Lines Text Format Amount
PAG60_187_e.doc 22.06.2004 47  Word for Windows 66,74 EUR
Haindl01.D0C 08.07.2002 136 Word for Windows 193,12 EUR
PA252_146_e.doc 22.06.2004 49  Word for Windows 69,58 EUR
PA252_147_e.doc 22.06.2004 56 Word for Windows 79,52 EUR
PAG60_184_e.doc 22.06.2004 29 Word for Windows 41,18 EUR
count.doc 23.06.2004 73 Word for Windows 103,66 EUR
P&S01-Brief.doc 08.03.2004 20  Word for Windows 28,40 EUR
7 Files counted 410 582,20 EUR
VAT 16,00 % 93,15 EUR
Total 675,35 EUR
Page 1 Vorson 6080 B . Creation Date: 24.06.2004

See also: 12. Profile, Page 29
See also: 14.1  Profile Settings, Page 30

7.6  Printer Setup...

Click on this menu item to call up the Printer setup ... dialogue. You can select the printer
here and also set the options to be used for printing TextCount results. TextCount uses
the printer already set up under Windows as its default printer.
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7.7

7.8

Calculator

Calls up the Windows calculator.

™ Rechner !Em

Bearbeiten Ansicht 7

| )
I— Back | CE | C
AT 7 8 g ! st
bR 4 5 B * %
S 1 2 3 - 1
b+ 1 +- . + =

You can use this calculator in exactly the same way as a pocket or desk calculator. Instead
of typing each value and function with your fingers, you can also use the mouse. Press
Ctrl + C to copy the displayed result to the clipboard, and then press Ctrl + V to paste it into
your word-processing program or to another program.

If you want to toggle from the standard display to the scientific display, click on the View
menu item and then on Scientific.

To close the Windows calculator, click on the W button in the top left-hand corner of the
menu bar in the Windows calculator and then click on X Close.

For more information about the Windows calculator, please refer to your Windows
documentation.

Close

This closes TextCount. All counting results carried out up to this point are lost unless you
have saved them with Table / To File....

If you changed a setting in one of the Options / Profile Settings functions when using
TextCount, the following message is shown:

TextCount 6 m

Frofile "standard tpf" has been changed. Sawe this profile?

If you click on Yes to confirm this message, the setting you changed will be available in the
selected profile the next time you use TextCount.

Tip: You can also press Alt+F4 or click on x in the top right corner to close
TextCount .
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8. Count

You can only select the Count menu from the Count Window.

To display the Count Window, click '€ or press F2.

The Count menu contains the following functions: Count All Files, Count Selected Files, Count
Uncounted Files, Update Count Results, Remove Selected Files From List and Change
Document Format.

%TextCnunt 6 - Count Window

File | Count [nwvoice “iew Tahle Profile Language Options Help

&, CountAllFiles F5 “_Iﬂl ml ? EI:I?| a| 4 | Profile: Standard.tpfl
1 Count Selected Files FG&

Fi Count Uneauried Eiles = = | Charac’tersl Wordsl Linesl Panes |Te>d Format |
Frach 4 14.708 2. 660 295 12 Word for Windows
Update Count Results Fa 6 77

Fazh Bempave Selamed Fies Fram Lis 4 2.438 461 49 2 Wword fDrW!ndDws
FAZE oh D s ; 4 2785 522 5h 3 WWord for Windowes
PAGE fnge Locument Forma 4 1.420 267 29 2 Ward for'Windows
FABED 187 e.doc 22.06.2004 2.323 429 47 2 WWord forWindows
count.doc 23.06.2004 3626 1) 73 3 Word forWindows
Total 34.071 6113 B85 30 | 77 Files counted

v

8.1

8.2

8.3

Count All Files

To count all the files in the Selection List, click on Count / Count All Files or ,;E’A“ |
Alternatively, press function key F5 to count all the files in the Selection List.

Count Selected Files

To _count all the selected files in the Selection List, click on Count / Count Selected Files
or

sel.
To select several consecutive files in the Selection List, Count or Invoice Windows, hold
down the Shift + Ctrl keys and click with the left-hand mouse button on the first and then
the last file you want to select.

Alternatively, press function key F6 to count all the marked files in the Selection List.

Count Uncounted Files

To count all the files in the Selection List that have not yet been counted, click on Count /
Count Uncounted Files or s

This is a useful function if one or more files have been added to the Selection List after a
count process has already been carried out. The entire list need not therefore be counted
again.

Alternatively, you can press function key F7 to count all as yet uncounted files in the
Selection List.
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8.4 Update Count Results

To update the result of files that have already been counted, click on Count / Update Count
Results or Zup :lJ'

This may be necessary if, for example, the counted files were changed after they had been
counted.

Alternatively, you can press function key F8 to update the result of files that have already
been counted.

Note: If changes affecting the count result, for example those in Options / Profile

Settings / Chars. per Line or Price Basis / Lines, were made after counting files,
the counting result is automatically adjusted. This may be especially useful for
making a cost estimate when different prices are involved.
However, some changes in the Profile Settings will mean that already counted
files must be recounted using the new settings. For example, this would be
necessary when different Document Sections are selected in RTF and Word
documents because the Delimiters or Comment Filter must be adjusted
accordingly. In these cases, the counting results of the files involved are reset.

8.5 Remove Selected Files From List

To remove selected files from the Selection List, Count or Invoice Window, click Count /
Remove Selected Files From List or ml

Alternatively, you can press the Delete key to remove selected files from the Selection List,
the Count Window or the Invoice Window.

Note: The files are simply removed from the Selection List and are not changed or
deleted from the hard disk/diskette.

Note: If selected files are removed from the Count or Invoice Window, the counting
result is automatically adjusted.

8.6 Change Document Format

To change the document format of the selected files, click on Count / Change Document
Format . This resets the counting results of files that have already been selected and
counted. You will then need to carry out a new count process for these files.

If Autoselect (*.*) is selected as the document format, TextCount automatically recognises
the File type or the file format of the selected file(s) it is counting, except ASCIl and ANSI
formats.

Note: To prevent TextCount from counting files in the wrong format and therefore
giving an incorrect result, you should always use Autoselect (*.*) as the
document format because this setting automatically recognises all file formats
apart from the ASCII and ANSI formats.
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9. Invoice

To toggle from the Count Window to the Invoice Window after counting, click on ' ! |in the tool bar
or press Shift + F2, or select Invoice Window in the View menu. You can only activate the Invoice
menu from the Invoice Window.

To return to the Count Window, click on '€ or press function key F2 or select Count Window in
the View menu.

The Invoice menu contains the following functions: Additional Costs, Percentage Costs, Value-
added tax and Remove Selected Files From List.

%TextCuunt 6 - Invoice Window
File  Court | Invoice “iew Tahle Profile Language Options Help

= E“' | v Additional Costs tl El ?|ﬂ:|?| 3| 4 | Prafile: standard.tpfl

——— ¥ Percentage Costs
File v AT Date Lines | Text Format Armount
22 06.2004 235 |'\Wword for Windows | 418,90 ELIR

Haindl01.00C Remove Selected Filas From List 08.07.2002 136 “Word for Windows 19312 ELUR
FAZEZ 146 e.omc 22 06.2004 49 “Waord for Windows E9.58 EUR
FAZEZ 147 edoc 22.06.2004 56 Waord for Windows 7952 ELR
FABED 184 edoc 22 06.2004 29 “Word for Windows 4118 EUR
FABED 187 edoc 22.06.2004 47 “Waord for Windows BE.74ELIR
count.doc 23.06.2004 73 WWord for Windows 103,66 ELIR
7 Files counted 585 972 70 EUR
Fush iob surcharoe 50.00 % 486.35 ELIR
Postaoe 2E0EUR
Subtotal 1.461.55 EUR
WAT 16.00 %5 23385 EUR
Total 1.695 40 EUR
v

9.1 Additional Costs

If the Additional Costs option is activated (v'), the net additional costs you entered in
Options / Profile Settings / Invoice Options / Charge Additional Costs are added and
displayed both in the Invoice Window and on the printout. The result in the Totals row is
automatically adjusted accordingly.

If the Additional Costs option is deactivated, the Additional Costs are not shown and the
result in the Totals row is automatically adjusted accordingly.

See also: 14.3  Invoice Options / Charge Additional Costs, Page 34

9.2 Percentage Costs

If the Percentage Costs option is activated (¥), the net Percentage Costs which you
entered in Options / Profile Settings / Invoice Options / Charge Additional Costs are added
and displayed both in the Invoice Window and on the printout. The result in the Totals row
is automatically adjusted to match.

If the Percentage Costs option is deactivated, the Percentage Costs are not shown and the
result in the Totals row is automatically adjusted accordingly.

See also: 14.3  Invoice Options / Charge Percentage Costs, Page 34
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9.3 Value-added tax

If the Value-added tax option is selected (v), the VAT amount at the percentage rate you
entered in Options / Profile Settings / Invoice Options / Value-added tax is added to the
final total (gross amount) and is shown in the Invoice Window and on the printout. The
result in the Totals row is automatically adjusted accordingly.

If the Value-added tax option is not selected, the VAT amount is not displayed and the
result in the Totals row is automatically adjusted accordingly.

9.4 Remove Selected Files From List

Mark the files you want to remove from the Invoice Window and click on 'ml or press the
Delete key.

Note: The files are simply removed from the Count or Invoice Windows and are not
changed or deleted on the hard disk/diskette. TextCount normally only opens
the selected files in read mode.

Note: If selected files are removed from the Invoice Window, the result in the Totals
row is automatically adjusted accordingly.

10. View

The View menu contains the following functions: Count Window, Invoice Window, Close Window,
Full Path, Filename only, Align to Window and Adjust Columns. To execute the command you
require, simply click on the appropriate menu item. All menu items shown with a bullet point (e) in
front of them are active.

%TextCuunt 6 - Invoice Window

File  Court  Inwoice | Wiew Table Profile Language Options Help

= i | CI 1 Count Window  F2 El ? |[I|@| 3| 3 | Profile: standard.tpfl

= & |nvaoice Yindow Umsch+F2 -

ile
m Close Window  Stro+F2 285 ['WWhard for Windows | 418,90 ELIR
HaindI01.00C p7.2002 136 Word for Windows 19312 EUR
PA252 146 edoc Full Fath 06.2004 49 waord for Windows 69,58 EUR
PAZEZ 147 e.doc # Filename only 06.2004 56 “Word forWindows 7952 EUR
FABED 184 edoc . . 062004 29 “Ward for Windows 4118 EUR
PABED 187 e.doc Align to Window 06.2004 47 “Word for Windows G674 EUR:
count.daoc Adjust Columns 06.2004 73 “Word for Windows 103,66 EUR
¢ Files counted i1 972 70 EUR
Rush ioh surcharae 50.00 % 483635 ELUR
Postaoe ZR0ELR
Subtotal 1.461.55 EUR
WAT 16.00 25 233BEEUR
Total 1.695.40 EUR

A

10.1 Count/Invoice Window

These two menu selection items are used to activate or deactivate the display of the Count
or Invoice Windows.

Alternatively, you can also activate the Count Window by clickihg on
C on the Tool bar or by pressing function key F2.

To display the Invoice Window, click on ! |or press the Shift + F2 keys.
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10.2

10.3

10.4

10.5

Close Window

This menu item closes the current Display Window. To display the Count Window again,
click on "€ or press function key F2.

To display the Invoice Window again, click on ! !or press Shift + F2.

Full Path / Filename only

You use this menu item to define whether the entire file path (directory/folder path) or only
the file name is shown in the File column. If the File column is not wide enough to display
the entire path, the path is shown in an abbreviated form.

Align to Window
This menu item aligns the width of the File column so that all columns fill the Display
Window.

Note: If you change the width of the Program window, the File column is automatically
adjusted.

Adjust Columns

The Adjust Columns menu item adjusts the width of all the columns except the File column,
so that the field contents are shown clearly. The width of the File column is increased or
reduced to correspond to the window size.

This function is especially useful if you want to optimise the display of very long file names
or entire file paths because the File column is adjusted to be as wide as possible within the
Display Window.
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11. Table

The Table menu contains the following functions: To Clipboard, To File... ... , Add Totals Lines and
Delimiter with the options Tab and Semicolon. Menu items marked with a v' in front of them are
active. You can decide here how you want to continue processing your TextCount tables.

%TEﬂCnunt 6 - Invoice Window

File Count  Inwoice  Wiew | Tahle Profile Language Options Help

= != | £|T AN To Cliphoard IJ El ?|[I|?| 3| 4 | Frafile: Standard.tpfl

To File...

|Fi|e Date Lines | Text Format Arnount
¥ Add Tatals Lines 22 06,2004 235 | 415,90 ELIR

Haindi01.0OC Delimiter » | 08.07.2002 136 “Word for Windows 19312 EUR

FAZEZ 146 edoc 22.06.2004 43 “Waord for Windows 958 ELIR

FAZEZ 147 edoc 22 06.2004 56 WWord for Windows 79652 EUR

FABED 184 edoc 22.06.2004 29 “Waord for Windows 4118 EUR

FABED 187 edoc 22 06.2004 47 “Word for Windows EE.74 EUR

count.doc 23.06.2004 73 WWord for Windows 103,66 EUR

7 Files counted 585 972 Y0 EUR

WAT 16.00 %5 15563 EUR
Total 1.128.33 EUR
|Disp|ay contents of takle in display window 7

11.1 To Clipboard

Click on To Clipboard to copy the contents of the Count Window or the Invoice Window to
the Windows clipboard, depending on which window is currently active in TextCount. You
can then paste the clipboard's contents into your word-processing program or into another
Windows program. To do this, toggle to that program by calling it up and then pressing
Ctrl + V.

The output is not formatted for printing. It is simply intended for further processing in a
word-processing or spreadsheet program. Each of the fields in a line is separated by a
specific delimiter (tab or semicolon) and is output in separate lines. You can specify which
delimiter is used here.

See also: 11.4  Delimiter, Page 26
See also: 11.3  Add Totals Lines, Page 26

11.2 To File

Click on To File... ... to output the contents of the Display Window (Selection List, Count
Window or Invoice Window) in ANSI format to a file that you can then process using your
word-processing program or any another Windows program that supports this format.

Enter the name under which this file is to be saved in the displayed dialogue in the line next
to "file names". The folder in which the file is to be saved is shown next to "Save".

See also: 11.3 Add Totals Lines, Page 26
See also: 11.4  Delimiter, Page 26
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11.3 Add Totals Lines

If the Table / Add Totals Lines function is active (v'), the Totals area of the displayed table
is also transferred when the file is output To Clipboard or To File... .... This setting is
recommended if you want to continue processing the table in a word-processing program.
It is not suitable for further processing in a spreadsheet program such as Lotus 1-2-3 or
Excel because these programs use formulae and macros to generate their own totals and
conflicts or errors may arise if totals are already present.

See also: 9.1 Additional Costs, Page 22
See also: 9.2 Percentage Costs, Page 22
See also: 9.3 Value-added tax, Page 23
See also: 11.4  Delimiter, Page 26

To activate (v') or deactivate this function, click on Table / Add Totals Lines.

11.4 Delimiter

In Table / Delimiter / Tab or Table / Delimiter / Semicolon, you can define the delimiter (tab
or semicolon) used to separate the individual columns of the Count or Invoice Window
when these data are output to To Clipboard, To File... ... or to Print. You can select the
following delimiters:

Tab:

If the Tab option is active (v'), the contents of the Display Window are output in such a way
that each field is separated from the next by a tab. This is especially useful if you want to
continue processing the data in a word-processing program. By optimising the settings of
the tabs, you can create a justified table.

See also: 11.3  Add Totals Lines, Page 26
See also: 11.5 Inserting a TextCount table into a Microsoft Word document, Page 26

Semicolon:

If the semicolon option is active (v), the contents of the Display Window are output in such
a way that the individual fields are separated from each other by a semicolon. This type of
output is recommended if you want to continue processing the data in a spreadsheet and
therefore need to import the data in csv format. The output includes column headers, the
list of counted files, characters, words, lines and page values as well as the Totals area, if
activated. Since spreadsheet programs such as Lotus 1-2-3 or Excel use formulae and
macros to generate their own totals, conflicts or errors may arise if totals are already
present. To avoid this, the Table / Add Totals Lines option should not be activated if you
want to transfer a TextCount table to a spreadsheet program.

See also: 11.6 Inserting a TextCount table into a Microsoft Excel document, Page 27

11.5 Inserting a TextCount table into a Microsoft Word document

You can insert the contents of the Display Window (Selection List, Count or Invoice
Window) into Microsoft Word in order to use it in a standard invoice where it can be edited
or formatted.

To do this, activate the Tab (v) option in the TextCount Table / Delimiter menu. Then click
on Table / To Clipboard. The contents of the current TextCount window are then copied to
the clipboard. Now open your standard invoice file in Microsoft Word or create a new file
(New ...) and then press Ctrl + V. This inserts the unformatted TextCount table into
Microsoft Word. Now mark the inserted text. To do this, position the mouse arrow to the left
of the first line until it appears as an arrow pointing to the right. Draw this arrow downwards
to the last line of the inserted text. The inserted and selected text is now shown against a
black background. Select the Convert option in the menu Table and then click on Text in
Table. In the Split Text By option, click on the Tab Stop button and then on OK. The
inserted text is shown in a table which you can format to suit your requirements.
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11.6

Inserting a TextCount table into a Microsoft Excel document

You can insert the contents of the Display Window (Selection List, Count or Invoice
Window) into Microsoft Excel in order to add it to a standard invoice where you can edit or
format it, or carry out further calculations.

The output includes column headers, the list of counted files, characters, words, lines and
page values as well as the Totals area, if activated. Since spreadsheet programs such as
Lotus 1-2-3 or Excel use formulae and macros to generate their own totals, conflicts or
errors may arise if totals are already present. To avoid this, the Table / Add Totals Lines
option should not be activated if you want to transfer a TextCount table to a spreadsheet
program.

Before the contents of the Display Window are output with Table / To File... ... , you should
make the following settings in TextCount:

Table / Add Totals Lines not activated
Table / Delimiter / Semicolon activated (v')

Click on Table / To File... Enter a file name next to file name: and click on Save. The file is
saved in ANSI format with the file extension .txt in the directory shown next to Save. Now
toggle to an empty Excel worksheet. Click on Data / External data / Import text file import ...
and toggle to the directory that contains the file you have just saved. Double-click on the
file name. This window now appears:

Textkonvertierungs-Assistent - Schritt 1 von 3

Der Textkonvertierungs-Assistent hat erkannt, dass Thre Daten mit Trennzeichen versehen sind.
Wienn alle dngaben karrekt sind, klicken Sie auf “weiter ', oder wahlen Sie den karrekten Datentyp.

rspringlicher Datentyp
Wahlen Sie den Dateityp, der Ihre Daten arm besten beschreibt:
i - Zeichen wie z.B. Kommas oder Tabstopps trennen Felder (Excel 4.0-Standard.
& ‘Eeste Breite - Felder sind in Spalten ausgerichtet, mit Leerzeichen zwischen jedem Feld.

Irmpart beginnen in Zeils: Il E‘ Dateiursprung: |WWindows (ANST) j

Yorschau der Datei E:\IOVtest2, tat,

Datei;Datum; Zeilen; Textformat; Betrag i
[E:%0%031111 PL3, LH-& engl.xls;20.11.2003;219;Excel;310,98
[E:%0%230204-EN- 1_ZRiucklaufProduktionATZIE63642 .doc:21.02.20047353
E:%0%230204-EN- 1_Redakt icm_L icht_Be leuchtung_JlTZ_E 63_64 .docr2l.04
[E:%0%230204-EN- 1 Red ITII Einleitung Design Konzept ATZI E63_64_ 191
0% Z230204-EN-3-Biicklauf ] : ﬁLI

| 2l
Abbrechen | = ZLrtick | \Weiter = I Fertig stellenl

a b lofe e e

Mark the field Separate and click on Continue.
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Textkonvertierungs-Assistent - Schritt 2 von 3 m

Dieses Dialogfield ermaglicht es Thnen, Trennzeichen festzulegen. Sie kdnnen in
der Vorschau der markierten Daten sehen, wie Thr Text erscheinen wird.

[~ aufeinanderfo Igende Trennzeichen als ein Zeichen behandeln

Trennzeichen

i I Semkolon [~ Komma "
: Texterkennungszeichen: I i I
I Leerzeichen I Andere: I - &

~orschau der markierten Daten

Datei —
E:%0%031111 PL3, LH-4 engl.xls

[Exh0h 230204-EN-1_ ZRicklaufProduktionlTIEE3642 .doc
E:\D\2302DQ—EN—1_Redaktion_Licht_Beleuchtung_ATZ_EGS_Gq.doc
E:\D\2302DQ—EN—l_Red_III_Einleitung_Design_KDnzept_nTZ_E63_64_1911[

- -

«| | i
Abbrechen | < Zuriick | Weiter > I Fertig stellenl

Select Tab or Semicolon (¥), depending on the Delimiter you activated when you saved
the file in To File... in TextCount. Click on Continue.

Textkonvertierungs-Assistent - Schritt 3 von 3

Dieses Dialogfeld ermiglicht es Thren, jede atenformat der Spalten
Spalte zu markieren und den Datentyp & Standard
festzulegen. ~
Die Cption 'Standard’ behalt Datums- und ot
Zahlenwerte bei und wandelt alle anderen C patum: [T -
Werte in Text um. = = = " :
" Spalten nicht impartieren (dberspringeny

Weitera... |

Morschau der markierten Daten

Abbrechenl < Zuriick | \Weiter =

In this step, select the Default setting and click on Finish. You now see this window in
which you can select Existing worksheet. Click on OK. This inserts the TextCount table
into the Excel worksheet.

Daten importieren m

\Wo sollen die Daten eingeflgt werden? oK

Abbrechen |

" MNeues Blatt Eigenschaften. .. |
" PivotTable-Bericht SR |

Tip: If you used TextCount to save the file name of the table using Table / To File...
with the file extension .csv, you need not repeat these steps the next time you

* pestehendes Arbeitshlatt:




TextCount 29

import the TextCount table. Instead, you can import it quickly and easily using
the drag & drop option.

Tip: You can also export the TextCount table to Excel via the clipboard. Before you
do this, select tab as the delimiter. Then select a field in Excel and insert the
contents of the clipboard. Excel uses the selected delimiter (tab) to
automatically distribute the imported data to adjoining fields in the worksheet.

See also: 7.2  Selecting files with drag & drop, Page 16

12. Profile

When TextCount is called up, the profile standard.tpf is automatically loaded into the TextCount
program folder. If this profile is not already present, it will be generated and filled with default
values. You can change and save these values to suit your requirements in Options / Profile
Settings.

You can store user- or customer-specific settings and reload them as required. You can therefore
create individual charging profiles for each customer and then store them, for example, under the
customer's name. All the settings you define in Options / Profile Settings are stored in these
profiles. The file name of the currently selected profile is displayed in the Tool bar. To change the
current settings, click on the Profile name in the Tool bar.

If settings for a profile have been changed in Options / Profile Settings but have not yet been
saved, this window is shown before you select a new profile or if you Exit TextCount:

CErTEET x|

Profile "'standard tpf" has been changed. Sawve this profile?

If you want to accept these changes, click on Yes. They will then be available the next time you
call up TextCount. To use the original settings (before you made the changes), click on No.

12.1 Load Profile...

Use Load Profile ... to load one of the profiles that have been stored. The file name of the
currently selected profile is shown in the Tool bar. The default directory used to load or
save the profiles is the TextCount program folder. However, you can also save profiles in
a different directory. Profiles have .tpf as their file extension. This file extension is
automatically assigned by TextCount when Save Profile or Save Profile As... ... is used to
save a profile.

12.2 Save Profile

Use Save Profile to save the active and changed profile under its file name. This menu
option is only active if the current profile settings in Options / Profile Settings have been
changed since the last time they were saved. The file name of the currently selected profile
is shown in the Tool bar. The default directory used to load or save the profiles is the
TextCount program folder. However, you can also save profiles in another directory.
Profiles have .tpf as their file extension. This file extension is automatically assigned by
TextCount when Save Profile or Save Profile As... ... is used to save a profile.

12.3 Save Profile As ...

Use Save Profile As... ... to save the active profile under another file name. The file name
of the currently selected profile is shown in the Tool bar. The default directory used to load
or save the profiles is the TextCount program folder. However, you can also save profiles



TextCount 30

13.

14.

in another directory. Profiles have .tpf as their file extension. This file extension is
automatically assigned by TextCount when Save Profile or Save Profile As... ... is used to
save a profile.

See also: 7.5 Include Profile Settings, Page 17

Language
Use this menu item to change the current language setting for the user interface. The currently
selected language is marked (®).

After you have selected the language, the TextCount user interface appears in this language. All
settings and counting results are retained.

Note: This setting only affects the language of the TextCount user interface, it has no effect
on the language in which the files that are to be counted were created.

TextCount uses some of Windows' default dialogue windows (for example file select or file save).
These dialogues contain elements that appear in the language in which Windows was installed
and cannot therefore be "overwritten". That is why some windows may appear in a mixture of
languages.

Options

The Options menu contains the Profile Settings and Program Options functions.

14.1 Profile Settings

The Profile Settings are subdivided into the Count Options, Invoice Options and RTF and
Word Options menus. All the parameters that are relevant for counting and creating an
invoice are entered here.

14.2 Count Options

In Count Options you can define the following:

TextCount b - Profile Settings - (standard.tpf) m

i Imvaice Optiunsl RTF and Yord Optiunsl

—Comment ~Counting Parameter

" Comment Filter b W'ord Length Ig

QK
Comment Start Chars |< Chars. per Line IED_ Cancel |
Comment End Chars |>— Lines per Fage |25_ Help |

~Delimiter ~Totalling Method for Lines and Pages
¥ Count one hlank between wards & Add Rounded-off Totals for Each File
\Word Delimiters " Calculate Bound-off Fram Chars
I&'-;@'\.‘_‘ " Calculate Exactly without Rounding-off

[T Count|BM Graphics Characters

Comment:
In the Comment options you can exclude text passages from being counted.

Comment Filter:

Click on the Comment Filter field to exclude specific text passages in the selected files
from being counted. If you have activated the Comment Filter option (v'), the texts between
Comment Start Chars and Comment End Chars are not counted.
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One way in which the Comment Filter function could be used is to prevent counting of text
passages, for example lines of numbers, or text taken from previous translations or text
provided by the customer.

You can also use this function to exclude encapsulated comments from being counted.
Encapsulated comments contain formatting instructions in files that were converted by a
third-party program, e.g. FrameMaker, into RTF or MIF format.

If, for example, you have selected < as Comment Start Chars and > as Comment End
Chars in the following sample text, the entire comment (in this case formatting instructions
in a FrameMaker MIF file, which was processed by the Trados STagger program) is
excluded from counting; only the word "introduction” is counted.

Example: <tr 38> <ps "1Heading" 1><pn "1<:t>" 1><:crmk 1>Introduction "Body" 2>

In this example, "Heading" and "Body" are not translated terms. They are actually part of
the formatting instructions and are therefore not counted.

Comment Start Chars:

Comment characters at the start of the text passage that is to be excluded from counting.
For the characters in Comment Start Chars or Comment End Chars, you can enter a
character string of up to three characters from the ANSI character set. Please note that the
characters or character strings that you enter as the Comment Start Chars and Comment
End Chars must differ from one other and must not be used in any other place in the text to
be counted. If you try to enter the same characters for Comment Start Chars and Comment
End Chars, TextCount will display a warning. Before you enter a comment character in
this field, you should therefore use the Search function in your word-processing package to
check whether the character you have chosen is already present in the file.

Comment End Chars:

Comment characters at the end of the text passage that is to be excluded from counting.
For the characters in Comment Start Chars or Comment End Chars you can enter a
character string of up to three characters from the ASCII character set. Please note that the
characters or character strings that you enter as the Comment Start Chars and Comment
End Chars must differ from one other. Before you enter a comment character in this field,
you should therefore use the Search function in your word-processing package to check
whether the character you have chosen is already present in the file.

Important note: To exclude text passages from being counted, it is important that the
comment characters for the Comment Start Chars and Comment
End Chars are different and are always placed at the start and end
of the text passages to be excluded from counting. After counting,
the inserted comment characters can be removed from the counted
files again by using the search and replace function in the
appropriate word-processing package, provided they are not
formatting instructions.

Important note: Inverted commas (") are not permissible Comment Chars for
counting Excel files.

The comment characters themselves are not counted!

Delimiter:
You can use delimiters to influence the counting of lines (Count one blank between words)
and the counting of words (Word Delimiters, Max. Word Length).

Count one blank between words::
This setting option influences the counting of lines, but not the counting of words.
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If the checkbox to the left of Count one blank between words is not selected, then all
characters except blank spaces are included when counting lines and are then divided by
the value specified in Chars. per Line.

If the checkbox to the left of Count one blank between words is selected (v'), all characters
including one blank space are included when counting lines and are then divided by the
value specified in Chars. per Line. If there are several consecutive blank spaces in a text,
only one of these blank spaces is counted. If a left-justified text is formatted as justified text
or several consecutive blank spaces or tabs are inserted in the text, thus increasing the
number of blank spaces between two words, only one blank space is counted because the
space bar was only pressed once to generate these spaces between words.

Normally, lines are counted with the setting Count one blank between words selected (v').
See also: Chars. per Line in 14.2 Count Options, Page 30

Word Delimiters:

Specifying the Word Delimiters, for example the characters &'-/@\_"". In this field you enter
all characters that "split" word formations in which these characters occur.

Examples: Co-operate is counted as one word. If the hyphen (-) is entered as a word
delimiter in the Word Delimiters field, the phrase co-operate is counted as two
words.

Uncle Tom's Cabin is counted as three words, but if the apostrophe () is
entered in the Word Delimiters field, it is counted as four words.

Note: Numbers are counted as one word, no matter what the setting is for Word
Delimiters and the set Max. Word Length. Please also note the information
below on Max. Word Length, which you can set in this menu in Counting
Parameters.

See also: 14.4  Counting numbers, Page 36
Counting Parameters:

TextCount counts the selected files using the pre-defined values and settings in this
window.

Max. Word Length:

Specifies the maximum number of characters per word. If the value entered here is "0", a
word is only defined by the delimiters specified in Word Delimiters and the blank spaces
between the words. This setting only affects the counting of words and has no influence on
the counting of characters, lines or pages.

For example, if the value 8 has been entered in this field, the word anarchosyndicalist is
counted as 3 words. 18 characters divided by 8 = 2.25. Since there are no quarter- or half-
words in real life, TextCount always rounds up the total after the decimal places when
counting words. Words of this length or longer are not unusual in technical and scientific
texts. Even the word in this example, which is not unusually long, shows how significant
differences can occur when counting words. In practice, this often leads to differences of
opinion and very often legal proceedings since, for example, an English to German
translator gets the same word price for a long word such as
Zylinderkopfbefestigungsschraubenanzugs-drehmomentrichtwerte as a German to English
translator gets for or or similar short words. For this reason, we recommend that you
charge on the basis of lines and that you agree the Chars. per Line with the customer
before the job starts. If this is not possible because, for example, the client is in a country
where it is normal practice to charge according to the number of words, we recommend
that you agree a fixed price, in writing, with the customer_before the job starts.

If you want word counting to broadly match the word counting in Microsoft Word, enter the
value 0 in the field next to Max. Word Length. The Word Delimiters field must be empty.
However, since Microsoft Word does not count all texts, e.g. it omits texts in text frames,
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the TextCount result will usually always be higher since TextCount also counts texts of
this kind.

See also: 2.3 Differences between TextCount and the Statistics functions in the
different versions of Microsoft Word, Page 7

Number values that are split by a point or comma, e.g. 1,234.56 or 27.02.1998, are
counted as one word by TextCount.

See also: 14.4  Counting numbers, Page 36

Chars. per Line:
In this field, you specify the number of characters per line. The value entered in this field
and the option Count one blank between words are the only parameters that are relevant
for counting lines.

If the checkbox to the left of Count one blank between words is selected (v'), all characters
including one blank space are included in line counting and are then divided by the value
specified in Chars. per Line. If there are several consecutive blank spaces in a text, only
one of these blank spaces is counted. If a left-justified text is formatted as justified text and
the number of blank spaces between two words increases as a result, TextCount also only
counts one blank space each time because the space bar was only pressed once to
generate the spaces between the words.

Normally, lines are counted with the setting Count one blank between words selected (v').

Lines per Page:

In this field, you specify the number of Lines per Page. You specify the number of
characters per line in Chars. per Line. In Count one blank between words you determine
whether blank spaces between words are to be included in counting lines.

In practice, this charging method is often used by publishing houses.

Totalling Method for Lines and Pages:
Using the options listed below, you can specify the totalling methods for lines and pages.
The setting you specify affects the total count results for lines and pages.

Add Rounded-off Totals for Each File:

If you select this option, the individual results for particular files are rounded up to the next
highest whole number in the Lines or Pages columns. These rounded-up individual results
are then added together to produce the result in the Total row.

Example: An individual result (number of lines in one file) of 378.50 lines is displayed as
379 lines and this value (379 lines) is added to the other results.

This method for calculating totals was a standard feature in earlier versions of TextCount.

Calculate Round-off From Chars:

If you select this option, the total lines or number of pages for the individual files are initially
rounded up to the next highest whole number as described above. However, in the Total
row, the total number of lines or number of pages for all counted files is determined from
the total of all counted characters and not from the rounded-up individual results described
above.

Example: The line count for FileO1.doc equals 137.60 lines and is rounded up to 138 lines
and displayed as an individual result in the Lines column. The line count for
File02.doc equals 15.40 lines and is rounded up to 16 lines and displayed as an
individual result in the Lines column. With this setting the total for these two files
is 153 lines (137.60 + 15.40 = 153) and not 154 lines (138 + 16 = 154).

Calculate Exactly without Rounding-off:
The number of lines and pages for each file is calculated to two decimal places and added
to the Total row.
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Example: The line count for FileOl.doc is 137.22 lines and is displayed as an individual
result in the Lines column. The line count for File02.doc is 15.54 lines and is
displayed as an individual result in the Lines column. With this setting the total
for these two files is 153.76 lines (137.22 + 15.54 = 153.76).

The value displayed for the second decimal place is rounded, but internally TextCount
calculates with much higher accuracy.

Note: We recommend that you agree the charging method for the total with the client
before the job starts. The final total may vary a great deal, especially if a job
includes many files.

Count IBM Graphical Characters:

The company IBM has defined the so-called IBM graphics characters in the extended
ASCII character set to display simple masks and frameworks. These characters are in the
extended ASCII character set between characters 176 and 223. These characters are no
longer used in Windows.

Click on the checkbox next to Count IBM Graphical Characters if you want to count
frameworks, tables and diagrams created in a DOS word-processing package.

Invoice Options
In Invoice Options you can specify the undermentioned options for creating an invoice:

TextCount 6 - Profile Settings - (standard.tpf) m

Count Options  Invaice Options | RTF and Waord Options |

—Price Basi ~Charging Method
Ok, |
‘Wards:

0.40  WWords

Lines: 142 & Lines ﬂl
Pages: |45.un " Pages Help |

Currancy: IEUP‘
v “alue-added tax |1 6.0 %
[¥ Charge Additional Costs ¥ Charge Percentage Costs:
IPDStage IRush jok surcharge
250 ELIR 50.0 i

Price Basis:
You can specify the invoice settings in this dialogue.

Words:
You can specify the price per word in this field. The value must be entered as a decimal
point value (for example 0.28).

See also: Max. Word Length and Delimiter in 14.2  Count Options, Page 30
See also: 14.4  Counting numbers, Page 36

Lines:

You can specify the price per line in this field. The value must be entered as a decimal
point value (for example 1.40). You can specify the characters per line and whether a blank
space should be included in counting in the Count Options fields Chars. per Line and
Count one blank between words.

See also: Count one blank between words and Chars. per Line in 14.2 Count  Options,
Page 30
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See also: 14.4 Counting numbers, Page 36

Pages:
You can specify the price per defined page in this field. The value must be entered as a

decimal point value (for example 42.00). You can specify the number of lines per page and
characters per line, and also select Count one blank between words in the Count Options
in the fields Lines per Page, Chars. per Line and Count one blank between words .

Currency:
You can specify the currency short code in this field. Example: €, $ or £. You can also

naturally use other currency codes such as the internationally defined ISO currency IDs
(USD, GBP, EUR etc.) The currency code must be entered in capital letters in compliance
with the ISO standard.

If you enter a currency short code from the table shown below, TextCount automatically
displays the dialogue Display Amount in Euros below it. If this dialogue is activated (v'), the
amounts are shown in the currency of the entered currency short code together with the
converted Euros amount in brackets in the Invoice Window.

Currency short code Currency code Euro exchange rate
ATS Austrian Schillings 13.7603
BEF Belgian Francs 40.3399
DEM German Marks 1.95583
ESP Spanish Pesetas 166.386
FIM Finnmark 5.94573
FRF French Francs 6.55957
GRD Greek Drachma 340.750
IEP Irish Punt 0.787564
ITL Italian Lire 1936.27
LUF Luxembourg Francs 40.3399
NLG Dutch Guilders 2.20371
PTE Portuguese Escudos 200.482

Source: German Bundesbank

Charging Method:

In this dialogue, you can specify which charging method is to be used for counting and
calculating the charges for the selected files. Possible options are calculation based on
Words, Lines or Pages.

Note: Only one charging method can be activated at once. The Characters, Words,
Lines and Pages columns and their counted values per file are always shown in
the Count Window. In the Invoice Window, however, only the column with the
active charging method is displayed.

See also: 14.2  Count Options, Page 30

Value-added tax:

If you select the Value-added tax checkbox (v'), you can enter a VAT rate in the text field
next to it. This is then used to calculate a VAT amount from the net amount and is added to
the total in the Invoice Window.

The value must be entered as a decimal point value (for example 7.5 or 16.0).

Charges for which no value-added tax is due, for example translations ordered from one
EU member state for delivery to another one, deselect the Value-added tax checkbox.

Charge Additional Costs:

If you select the Charge Additional Costs checkbox (v), you can enter the type of
additional costs, for example postage and packing or CDs, in the text field below it. You
enter the net price for the additional costs in the field below the additional costs description
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field. The currency unit shown to the right of the net price box is taken from the value
entered in the Currency field under Price Basis.

Charge Percentage Costs:

If you select the Charge Percentage Costs checkbox (¥), you can enter the type of
additional costs and a percentage rate in the text field below it. The percentage costs are
calculated by multiplying the determined total amount for the counted files by the specified
percentage rate. The percentage rate entered is applied to the calculated net value. If the
percentage rate is entered without a prefix operator, TextCount adds this percentage rate
to the net value. If a particular percentage rate is to be deducted from the net value, you
must enter a minus sign with the percentage rate.

Example: If you want to give the customer a discount of 10%, select the Charge
Percentage Costs checkbox, type "Discount” in the text field below it and enter
the value -10 in the percentage field (marked by "%) below that.

Example: If you want to charge a 30% surcharge for fast delivery, select the Charge
Percentage Costs checkbox, type "Surcharge for fast delivery” in the text field
below it and enter the value 30 in the percentage field (marked by "%) below
that.

14.4 Counting numbers

Numbersare counted as one word during word-based counting, regardless of the set Word
Delimiters and the set Max. Word Length. In the case of line-based counting, numbers are
counted as characters.

Equations such as 2*4=8 are also counted as one word, provided the equations contain no
blank spaces.

This special method for counting numbers only affects the number of counted words, not
the counted characters, lines or pages.

This counting method for numbers increases the accuracy of word counts, since otherwise
numbers such as 3.14 would be counted as two words and equations such as 2*4=8 would
be counted as three words.

Number values that are split by a point or comma, e.g. 1,234.56 or 27.02.1998, are
counted as one word by TextCount.

TextCount only counts texts in formulae that have been created with the appropriate field
functions. Texts in formulae created with MS Equation Editor are not counted.

14.5 RTF and Word Options

The settings made in RTF and Word Options only apply to RTF and Word for Windows
documents.

Count hidden text:

In some word-processing programs, text sections can be formatted as hidden text. In
Word, for example, you can select the function Tools/Track Changes/Highlight Changes. If
you select this function, although the text is present in the file, it is handled differently
according to the setting in the Word dialog box: if the Track changes while editing
checkbox is not selected, the hidden text is not displayed or printed, but remains in the
document and is included in counting if Count hidden text is activated (v) in TextCount.

If the Count hidden text checkbox (¥') is activated, you can also count Trados files and
then determine the line count of source and target texts. If you do not select the Count
hidden text checkbox (not ticked), TextCount only counts the lines in the target text.

If you do not wish to include hidden text in counting, remove the tick.

See also: 16.6  Trados format, Page 42
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Note: We usually recommend that you deactivate this setting since, in practice,
customers often send files for translation in which the Word Tools/Track
Changes/Highlight Changes function is activated, but Track changes while
editing is not selected. This means that only the current version of changes is
displayed on the screen. However, since this setting is active, earlier changes
are also still present in the file and are included in counting if the Count hidden
text is selected in TextCount (¥).

Earlier versions of TextCount always included hidden text in counting. From version 6
onwards, you can now exclude hidden text from counting for files in Word format (*.doc)
and Rich Text Format (*.rtf).

Count deleted text in review mode:

If you edit a document in review mode (which you select in Word with Tools/Track
Changes/Track changes while editing), deleted text is only removed from the document
when you have accepted changes. Text deleted in the review mode is included in counting
if you activate this option (v').

If you want to exclude text deleted in the review mode from counting, deselect "Track
changes while editing”.

Note: We usually recommend that you leave this setting deactivated since, in practice,
customers often send files for translation in which the Word Tools/Track
Changes/Highlight Changes function is activated, but Track changes while
editing is not selected and also changes have not been accepted. This means
that only the current version of changes is displayed on the screen. However,
since this setting is active, earlier changes are also still present in the file and
are included in counting if the Count hidden text option is selected in TextCount

).

Earlier versions of TextCount always included text deleted in the review mode in counting.
From version 6 onwards, you can now exclude text deleted in the review mode from
counting for files in Word format (*.doc) and Rich Text Format (*.rtf).

Document Sections:

The settings you make in this dialogue window only influence the counting of Word for
Windows or RTF files. If the corresponding checkboxes are selected (v'), the document
sections shown below are included in counting:

Main Text:
The main text is counted.

Footnotes:
Footnotes, including end notes, are counted.

Header/Footer:

Headers and footers are counted. Identical headers/footers used on several pages are only
counted once. If headers/footers change from one particular page to the next, they are
counted again.

Notes:
Any texts created using Microsoft Word's Note or Comment function are counted.

Program Options

Settings in this window are non-profile-specific and are saved after the program has been
shut down.

Drag & Drop settings:

Activate on files:
If you select this checkbox, you have the option of selecting the text format when you
select files with drag & drop.
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Activate on directories:
If you select this checkbox, you have the option of selecting the text format when you
select folders with drag & drop.

If you do not select these settings, any files and folders placed in the counting list with drag
& drop will be associated with the text format that you last selected in Select files ....

If Autoselect has been selected as the current format in Count / Change Document Format,
TextCount determines the text format itself and displays the format used to count the file.
To prevent TextCount from being "forced" to count files using the wrong text format,
Autoselect should be used as the default setting.

See also: Drag & drop in chapter 7.1 Select Files, Page 15

15. Help

While working with TextCount, you can display help texts in one of the following ways:

Place the mouse pointer arrow on a particular menu item and press the F1 key. The help window
is called up.

Select one of the options in the Help menu on the tool bar:

= m@ -a él Conte_nts, antent—Sgnsitive Help..., Help on Help, About TextCount
= and Licence information.

If the TextCount help system cannot answer a question, registered users can send us an e-mail
(support@TextCount.de), but please try the RTFM method first!*. We always do our best to
provide detailed answers to all questions concerning TextCount. However, we expect users to
have the necessary basic knowledge of their Windows operating system and Microsoft Word.

Contents:

Displays the first page of the TextCount help system. You can click on the Contents, Index,
Search, Back buttons to move through the help system and display help texts for individual
functions. You can use the Index or Search function to look up information in the help system.

To return to the help index after you have read the required information, click on the Back button.
If you want to return to the initial screen from within the help tool, click on the first button on the
left-hand side of the help window and then on Close.

If you are moving between help topics that are thematically linked, you can scroll through them
using the two << and >> buttons.

If you click on a keyword displayed in green, texts involving that keyword will be shown.

You will find more information about the help system in your Windows documentation.
Content-Sensitive Help...:

If you select this menu item, a dialogue is shown in which you can search for particular topics or
carry out a full text search of all texts used in the help system.

How to use Windows Help:
If you select this menu item, the help system provided by the operating system is shown in which
you can generally familiarise yourself with the functionality of the Microsoft Windows help system.

You will find more information about the help system in your Windows documentation.

About...:
If you select this menu item, a dialogue box containing information about TextCount is shown.

In the top part of the window you will see the TextCount Version number and your Licence
number with your registration data.

If you click on the TextCount Homepage button, you will open the TextCount homepage in your
Internet browser. To do this, you also naturally need a working connection to the Internet.

! (RTFM = Read The Flaming Manual)
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16. File f

ormats

TextCount supports the following file formats:

In the

ASCII (*.*)

ANSI (*.*)

Word for Windows (*.doc), (Word 2000 or higher required)
HTML (*.htm*)

Rich text format (*.rtf)

Excel (*.xlIs), (Excel 2000 or higher required)

above-mentioned list the character * stands for any character string or any file name.

If you select Autoselect (*.*) as the file type, all the files in the selected directory will be displayed.
With this setting TextCount automatically recognises the File type or the file format of the
selected file(s) during counting, unless they are ASCII or ANSI format. If a particular word-
processing package has been selected in File type, TextCount only displays files which have the

associ

ated file extension for this word-processing package and are located in the selected folder.

See also: 7.1 Select Files, Page 15
See also: 8.6 Change Document Format, Page 21

By using exchange formats or converting files, it is also possible to count other file formats.

16.1

16.2

Rich text format (RTF)

Rich text format (RTF) is a proprietary Microsoft document format that can also be edited
by many other word-processing and DTP programs. For this reason, RTF is also a popular
format for exchanging data between different word-processing and DTP programs. If you
have documents in a format that TextCount does not support, you can use your word-
processing or DTP program to convert these documents to RTF format and count them in
this format with TextCount.

If you select Autoselect (*.*) as the File type, TextCount automatically recognises Rich text
format.

HTML format

The file format Hypertext Markup Language (HTML) is the most commonly used format for
displaying Internet pages on the Internet. Just like the Internet itself, the HTML format is
being constant changed and extended. Unfortunately, not all these changes are
implemented via the responsible standardisation committees. Manufacturers of browsers,
in particular, constantly extend their HTML variants, at times deliberately, to make the
pages thus generated more difficult to read for other browsers. For this reason, it cannot
always be guaranteed that an HTML document actually complies with the HTML standard.

TextCount supports and counts HTML documents up to HTML version 4.0.

Note You should not use TextCount to count HTML documents saved in Word for
Windows since Word for Windows does not conform to the HTML standard and
the counting result may therefore be incorrect.

Note: If an HTML document contains Java or Perl scripts, calls to database queries
and other dynamically generated document sections, they will not be counted.

Since some formats such as HTML are constantly changing, you will find smaller, current
updates free of charge on our website http://www.TextCount.com. In addition, you can go
to this website to download a free demo version of TextCount, which you are welcome to
pass on to interested colleagues.

Internet sites may involve a very large number of HTML files which are distributed across
many subdirectories. For this reason, you should select HTML files and folders with drag &
drop.
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See also: 7.2 Selecting files with drag & drop, Page 16

16.3 PageMaker format

In the current version of TextCount PageMaker files can only be counted if they are saved
in HTML format. It is only possible to export files to the HTML format in PageMaker version
6.5 and higher.

How to convert PageMaker files to HTML format

1. Open the PageMaker file you want to export to HTML.

2. In the File menu select the Export option. Another menu is displayed in which you select
the HTML option.

3. In the next window called Export HTML, click on Unnamedl. Then click on the
Document button.

4. In the next window Save document as, use the File Name field to enter a file name for
your document. Now click on the OK button.

5. Now return to the HTML export window. If you click on the Export HTML export button in
this window, your file will be exported in HTML format and you will then be able to count
it with TextCount.

See also: 16.2 HTML format, Page 39

Converting PageMaker-files to PDF format and then saving them in RTF format

This method is quicker and easier than the procedure described above for conversion to
HTML format. However, a prerequisite is that you have the full version of the program
Adobe Acrobat (including the Acrobat PDFWriter). The free Acrobat Reader cannot be
used for this purpose since it can only read PDF files. PageMaker files must first be saved
in PDF format (printed) before they can be counted. You will find details of the steps for
converting or printing in the documentation or help for the Adobe Acrobat program. You
can also use another program that reliably converts documents to PDF format and saves
them for this purpose. When you have performed this step, open the generated PDF file in
the full version of Adobe Acrobat and click on File / Save As .... In the Object Name field,
enter a file name and select the File type RTF Rich text format) (*.rtf) in the field below it.
Then click on Save. The RTF file will be saved in the folder specified in Save in: where you
can count it with TextCount.

Note: If the PDF file contains headers or footnotes that are the same on each page,
you must use the Edit / Replace... command in Word to remove them in the
converted RTF file.

16.4 PowerPoint format

PowerPoint files must first be converted to PDF format (printed) before they can be
counted. The free Acrobat Reader cannot be used for this purpose since it can only read
PDF files. You will find details of the steps for converting or printing in the documentation or
help for the Adobe Acrobat program. You can also use another program that reliably
converts documents to PDF format and saves them for this purpose. You will then need to
edit the generated PDF files as described below in PDF format.

Note: If the PowerPoint file contains slides with Notes Pages, you must select "File/
Print..." in PowerPoint. The Print menu opens so that you can select the
Acrobat PDFWriter as printer in "Name:". Lower down in this menu you will see
the field "Print what:". Click on the drop-down menu in this field and select
"Notes Pages". The Notes Pages will then be included in the printout.

Note: If the PDF file contains headers or footnotes that are the same on each page,
you must use the Edit / Replace... command in Word to remove them in the
converted RTF file.
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See also: 16.5 PDF format, Page 41

16.5 PDF format

Before you can count PDF files you must first save them in RTF or Word-for-Windows
format. There are two options in this case:

Converting PDF files to RTF format with the full version of Adobe Acrobat

Provided you own the full version of Adobe Acrobat (including the Acrobat PDFWriter) -
The free Acrobat Reader cannot be used for this purpose since it can only read PDF files -
it is really easy to convert PDF files. In the full version of Adobe Acrobat, just open the PDF
file and then select File / Save As.... In the Object Name field, enter a File Name and select
the File type RTF Rich text format (*.rtf) in the File type field below it. Then click on Save.
The RTF file will be saved in the folder specified in Save in: where you can count it with
TextCount.

Note: If the PDF file contains headers or footnotes that are the same on each page,
you must use the Edit / Replace... command in Word to remove them in the
converted RTF file.

Converting PDF files to the Word-for-Windows-format using the Adobe Acrobat
Reader

If you do not own the full version of Adobe Acrobat but only the Acrobat Reader which is
supplied with many program packages or is available free of charge on the Internet, you
must follow the steps described below to convert PDF files to Word-for-Windows format
before counting them with TextCount:

1. In Acrobat Reader, open the PDF file you want to count.

2. In the View menu, select the Continuous menu item. This step is important as otherwise
Acrobat Reader will only select individual pages. When you select Continuous, the
entire document is selected.

3. To select the entire document, press Ctrl + A. The document is highlighted in colour.
4. Copy the entire document to the Clipboard by pressing Ctrl + C.

5. Open Word and create a new file (if necessary: File / new ...). Then press Ctrl + V. The
document will be "pasted" (inserted) from the Clipboard into your Word file.
Unfortunately, most of the formatting of the PDF document will NOT be transferred if
you use this procedure, but the characters you want to count will be available.

6. Save this Word file using a suitable name and close it. Now you can count this file in
TextCount.

Note: If the PDF file contains headers or footnotes that are the same on each page,
you must use the Edit / Replace... command in Word to remove them in the
converted RTF file.
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16.6 Trados format

Using version 6.xx of TextCount you can also count "uncleaned" Trados files.

If the Count hidden text checkbox is selected (¥) in Options / Profile Settings / RTF and
Word Options, the source and target text will be counted in "uncleaned" Trados files. If the
Count hidden text checkbox is not selected (no tick set), TextCount only counts the lines in
the target text.

Using these two options, you can find out the number of (already) translated lines without
having to do a clean-up beforehand in Trados Workbench. This is an advantage in the
case of larger projects if you want to find out how the translation is progressing, i.e. how
many lines have been translated so far.

See also: 14.5 RTF and Word Options, Page 36

16.7 FrameMaker format

Before you can count FrameMaker files, they must first be saved to RTF format in
FrameMaker using the File / Save As command.

Note: Some FrameMaker versions do not automatically assign the file extension RTF.
In this case, you must enter this file extension manually when you save to RTF
format, as well as the file name.

FrameMaker files in MIF format processed with Trados STagger contain formatting
instructions between encapsulated comments that should not be counted. In MIF
filesencapsulated comments or formatting instructions are placed between the characters <
and >. For this reason, you must select the Comment Filter checkbox (v) before counting
and select the character < as the Comment Start Chars and the character > as the
Comment End Chars in TextCount. In the text example below, this setting is used to
exclude all the comments or formatting instructions in the MIF file from counting: only the
word "Introduction" is counted.

Example: <tr 38> <ps "1Heading" 1><pn "1<:t>" 1><:crmk 1>Introduction "Body" 2>

In this example, "Heading" and "Body" are not translated terms. They are actually part of
the formatting instructions and are therefore not included in counting.

See also: Comment and Comment Filter in 14.2 Count Options, Page 30

16.8 WordPerfect

Before you can count WordPerfect files, they must first be saved to RTF format in
WordPerfect using the File / Save As command.

16.9 Trados TagEditor

Before you can count Trados TagEditor files, they must first be saved to Word format. In
the Trados TagEditor, mark the complete file (Ctrl + A), press Ctrl + C to copy the marked
content to the Windows clipboard, switch to Word and open a new file, then press Ctrl + V
to insert the marked content. Save this Word file and select it for counting in TextCount.

When counting this type of Word files, make sure that the RTF and Word Options are NOT
set (activated) in TextCount. With this setting only the target (translated) text is counted
and the source text is excluded from counting.

In TextCount you must also set (activate) the Comment filter. If you have activated the
Comment Filter option (v'), the texts between Comment Start Chars and Comment End
Chars are not counted. Select < as Comment Start Chars and > as Comment End Chars or
any other character(s) that enclose tags to exclude the tags and control characters from
being counted.
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The comment characters themselves are not counted!

See also: Comment and Comment Filter in 14.2 Count Options, Page 30
See also: Trados format in 16.6 Trados format, Page 42
See also: Trados format in 16.7 FrameMaker format, Page 42

16.10 MIF
The following description appplies to Trados 2011 SP2:

Open the MIF file into Trados 2011 SP2.

Save the project.

Export the file to Trados 2011 SP2 using File / Export for External Review.
This will give you a docx file.

Launch the exported docx file in Word.

Delete the columns Segment ID, Segment status and Source segment.
Save the file in Word.

You can now count the file using TextCount.
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16.11 Trados 2011
The following description appplies to Trados 2011 SP2;

Open the MIF file into Trados 2011 SP2.

Save the project.

Export the file to Trados 2011 SP2 using File / Export for External Review.
This will give you a docx file.

Launch the exported docx file in Word.

Delete the columns Segment ID, Segment status and Source segment.
Save the file in Word.

You can now count the file using TextCount.



TextCount

44

He [Edt view Trardlaton Fermat Project Took Help
.

LIt 3 ool 2 M NI s[¢@ 0,

Termbacs Saarch

U Mo opentemibase.

Grupo destinatario

durante toda su duracion util.

[’ bew Fro] | L)t
e T e
Cose CuleFd
Ciose Ml Clrl+Shift+F4
H save cues [ EBUIBLEY
Save 4. F12
W Save Source As.
V| save Target ac. ShiftsF1z oM of auamated wansiaton servers
G saye oSS
Batch Tasks »
% Export for Extemal Review
% Update from Extem Review
Pt Frevien, . culsp
Vewln » Incaidarcs Seach
Adve oo el S oy R 1y Wissen mussen
Rcent Documents N
Setig » anleitung ist filr das Bedienungs-, Wartungs- und Reinigungspersonal
Seryers..
Ext arsra [T Betriebsanleitung !
& itung ist Teil der Maschine und muss iiber deren gesamte Lebensdauer
behalten und gepflegt werden.
31 Bel der muss diese der beigelegt werden!
32 Plktogramme

Symbol
Bedeutung

Gefahrenstelle

Magliche Folgen bei Missachtung
Wichtiger Hinweis

Fehler baim Bearbelten des Produkts,
Beschédigungen an der Maschine

Leichte bis schwere Verletzungen,
Beschadigungen an der Maschine
Warnung vor Quetschgefahr
Leichte bis schwere Quetschverletzungen
Warnung vor Messerschneiden
Leichte bis schwere Schnittverletzungen
Warnung vor Einzugsgefahr
Schwere Verletzungen
19 i Anlauf

Leichte bis schwere Verletzungen
L

2 L
Laserstrahlung
54 ligung der Augen

Einsprilhen mit Sprays verboten

Nicht unter die

schwere
angehobene Last treten

Neben den Texten stehen sie filr besondere Hinweise, Warnung vor Gefahrenstellen usw.

Pictogramas

peligro, etc.
Simbolo
Significado

Indicacién importante

Fallo al elaborar el producto,
deterioros en la maguina
Punto de peligrot

Lesiones leves hasta graves,
deterioros en lamaquina
Aviso de confusiones

Aviso de filos de cuchilla
Cortaduras leves hasta graves

Lesiones graves
Arrangque automatico
Lesiones leves hasta graves
Voltaje peligroso

Peligro de muerte

Radiacién lasérica

Deterioro de los ojos

Peligro de explosion,

Tem Recogrion | Tembase Seaich |

LO jue Uebe Sauel SODIE ESIE NdNudl U Imsuucciones
Este manual de instrucciones se dirige al personal de servicio, mantenimiento y limpieza.

Significado de este manual de instrucciones
Este manual de instrucciones es parte de la maquina y ha de guardarse y actualizarse

jAl vender la maquina hay que adjuntar este manual de instrucciones!

Se encuentran al lado de los textos para dar indicaciones especiales, avisos de puntos de

Consecuencias posibles en caso de desacato

Contusiones leves hasta graves

Aviso de peligro de arrastre adentro

prohibido usar sprays para el rociado
Peligro de muerte, lesiones graves
Eviten ponerse por debajo de la carga levantada

r

B

g




TextCount

45

17. Index

I S—

About
Activate on directories
Activate on files

Add Rounded-off Totals for Each File

Add Totals Lines
Additional Costs
Adjust Columns
Align to Window
ANSI character set
ASCI| character set
Autoselect

38
38
37
33
26
22
24
24

6

6

15, 21, 39

B ||

Blank space

6

C ||

Calculate Exactly without Rounding-off

Calculate Round-off From Chars
Calculator

Change Document Format
Charge Additional Costs
Charge Percentage Costs
Charging Method

Chars. per Line

Close

Close Window

Comment

Comment End Chars

Comment Filter

Comment Start Chars

Contents

Content-Sensitive Help

Count

Count All Files

Count deleted text in review mode
Count hidden text

Count IBM Graphical Characters
Count one blank between words
Count Options

Count Selected Files

Count Uncounted Files

Count Window

Count/Invoice Window

Counting algorithm

Counting numbers

Counting Parameters

Currency

Currency short code

33
19
21
35
36
35
33
19
24
30
31
30
31
38
38
20
20
37
36
34
31
30
20
20
10
23

6
36
32
35
35

D ||

Delimiter

26, 31

Differences between TextCount and the
Statistics functions in the different versions

of Microsoft Word 7
Display Window 10
Document Sections 37
Drag & drop 16
Drag & Drop settings 37

II%
Encapsulated comments 31,42
Equations 36

[I%Ié
File 15
File formats 6, 39
File type 15
Filename only 24
Footnotes 37
Formulae 36
FrameMaker 31
FrameMaker format 42
Full Path 24

I-%Ié
Header/Footer 37
Help 38
Hidden text 36
How to use Windows Help 38
HTML document 39
HTML format 39

“élé
Include Profile Settings 17
Inserting a TextCount table into a Microsoft

Excel document 27
Inserting a TextCount table into Microsoft

Word 26
Installation 11
Internet page 39
Invoice 22
Invoice Options 34
Invoice Window 10

u%
Language 30
Licence number 39
Licence terms 9
Lines 34, 35
Lines per Page 33
Load Profile... 29



TextCount 46
M |I Save Profile As ... 29
Select Files 15
Main Text 37 Select'Nevy File§ 17
Max. Word Length 32 Select!ng fll_es with drag & drop 16
MIE 43 Sele_ctlon List 16, 17
MIF files 42 Semicolon 26
MIF format 42 Special characters 6
Status row 14
I
I-%Ié
Notes 37
Number values 33, 36 Tab 26
Numbers 32, 36 Table 25
Tabs 6
TagEditor 42
%’I Text in text boxes 8
_ Title bar 13
Options 30 To Clipboard 25
To File 25
P || Tool bar 14
Totalling Method for Lines and Pages 33
PageMaker format 40 Trados 2011 43
Pages 35 Trados files 36, 42
PDF format 41 Trados format 42
Percentage Costs 22 Trados TagEditor 42
PowerPoint format 40 Transfer of the utilisation right 9
Price Basis 34 Typographical conventions 10
Print 17
Printer Setup ... 18 0
Profile 29 [—I
Profile Settings 30 Update Count Results 21
Program Options 37
v 1
u%lé
i ) Value-added tax 23,35
Registration data 39 Version number 39
Remove Selected Files From List 21, 23 View 23
Restriction in use 9
Restriction on duplication 9
Restrictions on liability 9 W I
Rich text format 39 .
RTE 39 Word Delimiters 32
RTF and Word Options 36 WordPerfect 42
Words 7,34,35
Workbench 42

S ||

Save Profile 29



	1. New features in version 6.xx
	2. Introduction
	2.1 Counting algorithm
	2.2 Words
	2.3 Differences between TextCount and the Statistics functio

	3. Licence terms
	3.1 Restrictions on liability
	3.2 Restriction on duplication
	3.3 Restriction in use
	3.4 Transfer of the utilisation right

	4. Typographical conventions
	5. Installing TextCount
	6. The Program window
	7. File
	7.1 Select Files
	7.2 Selecting files with drag & drop
	7.3 Select New Files ...
	7.4 Print ...
	7.5 Include Profile Settings
	7.6 Printer Setup...
	7.7 Calculator
	7.8 Close

	8. Count
	8.1 Count All Files
	8.2 Count Selected Files
	8.3 Count Uncounted Files
	8.4 Update Count Results
	8.5 Remove Selected Files From List
	8.6 Change Document Format

	9. Invoice
	9.1 Additional Costs
	9.2 Percentage Costs
	9.3 Value-added tax
	9.4 Remove Selected Files From List

	10. View
	10.1 Count/Invoice Window
	10.2 Close Window
	10.3 Full Path / Filename only
	10.4 Align to Window
	10.5 Adjust Columns

	11. Table
	11.1 To Clipboard
	11.2 To File
	11.3 Add Totals Lines
	11.4 Delimiter
	11.5 Inserting a TextCount table into a Microsoft Word docum
	11.6 Inserting a TextCount table into a Microsoft Excel docu

	12. Profile
	12.1 Load Profile...
	12.2 Save Profile
	12.3 Save Profile As ...

	13. Language
	14. Options
	14.1 Profile Settings
	14.2 Count Options
	14.3 Invoice Options
	14.4 Counting numbers
	14.5 RTF and Word Options
	14.6 Program Options

	15. Help
	16. File formats
	16.1 Rich text format (RTF)
	16.2 HTML format
	16.3 PageMaker format
	16.4 PowerPoint format
	16.5 PDF format
	16.6 Trados format
	16.7 FrameMaker format
	16.8 WordPerfect
	16.9 Trados TagEditor
	16.10 MIF
	16.11 Trados 2011

	17. Index

