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General
You need to be clear about 

1 goal of the process

2 the skills needed/available

3 the tools needed/available

4 you don't need to do everything yourself!

Do the following:

1 Diagnose problems and state aims

2 Estimate costs: time, equipment, external inputs and skills

3 Opportunities and constraints that will arise from certain strategies
4 Plan steps

5 Do process

6 Document process

7 Re-evaluate solution and reassess from the new situation reached (Tsunoda example)
Tools and techniques

Text editors

Text-only editors are useful for checking and changing encoding, removing formatting, Search and Replace (see below) and ensuring archive standard data. 

An excellent and free one is Notepad++ (http://notepad-plus.sourceforge.net/)

Search and Replace
Use Search and Replace in text editing software such as MS Word or Notepad++. You can make structural changes by driving the process from markup (such as Toolbox markers, or XML tags), flags, styles or end-of-line. 
Useful for counting - simply S&R something with itself (^& in MS Word) and note the results. Also useful for converting text to tables, and for an X-SAMPA approach to managing special characters (e.g. write schwa as $e, then S&R for all instances before exporting for some particular purpose).
MS Word has a literal and a Wild Card S&R. Wildcard allows reference to variable content (e.g. from \tx to the end of the next word).
An S&R definition can be captured in a macro (or make sure to copy the expressions and save for later use).
It is sometimes convenient to copy the expression to be searched for from the source text, and paste it into the Find what box. 

Useful S&R expressions in MS Word:

	^w
	^p
	^t
	^&

	white space
	end of paragraph
	tab
	"what was found"


Full S&R power is available when using Regular Expressions. See MS Word help and the S&R dialogue boxes.

Hint: Never use MS Word "Save As XML" or "Save as HTML". This will not produce the XML you want.

Regular Expressions (also called "regex")
Regular Expressions are a family of languages that provide pattern matching expressions for text. Example expressions:
	\w
	\s
	\t
	[abc]
	+
	^

	any character or letter
	any white space
	tab
	any of abc
	one or more
	not


e.g. <[^<>]+>  What would this match?
There are many tutorials on the WWW, and a nice tester you can play with at http://www.regular-expressions.info/javascriptexample.html.
Table manipulation

A table is equivalent to:

· delimited text with consistent structure e.g. "tab delimited" or "comma delimited"

· a spreadsheet

· a database table

Any of these can be easily interconverted.
Tables are handy for many tasks, such as swapping the order of columns, adding columns etc, which can then be converted back to delimited text, and for sorting. 
Macros

Macros are available with some software such as MS Word. Using a macro, you can record, collect, store and name a series of actions, including complex S&R. For processes that you are likely to repeat, it can be worth designing, testing and keeping a macro.

Spreadsheets

Spreadsheets have all the capabilities of tables plus more. You can fill rows and columns with values and series, or use functions of various kinds.
Example:         =<p>&G31&</p>   (concatenate the HTML tags to the beginning and end of the contents of cell G31)

You can concatenate columns, create complex markup (e.g. links), and convert values. Also you can remap values using the Vlookup and Hlookup functions. 
Spreadsheets are excellent for sorting. Hint: add a column and use Fill Down>Series to insert numbers to store the original order. You can then sort in any useful way and later restore the data to its original order.
Databases
Databases are extremely powerful data management applications. Software such as Toolbox could also be thought of as a database customised specifically to certain linguistic activities. But generic databases (e.g. Access, FileMaker, MySQL) are incredibly flexible and can be set up to input, store, manage, manipulate and output almost any kind of data imaginable. The cost is that you have to do all the setting up and it may require more advanced skills. 

XSLT

XSLT is the stylesheet transformation language that is part of the XML family of technologies. It is used only for XML-coded data, but is very powerful. It is useful for extracting and checking data, as well as its typical use for transforming structures, displaying and outputting data as HTML or for database input. It is difficult to start learning but once you have initial skills they can be extended quickly.

Scripting
For totally flexible and powerful manipulation of text, you can write scripts or programs. There are many languages such as Perl, JavaScript, or PHP. These may be difficult to learn and extend. But if you have properly and consistently structured data, and clear and explicit aims, then you can explain these to someone who can program in one of these languages.
Characters
Some software enables you to view a "character map" to help find, identify and enter particular characters, taking account of encoding, character set and font. For example, we see the string сущ but we don't know what those characters really are - we would like to know if they are Unicode, and, if so, what number. I could browse all the characters in a given character set, and find, for example, that the last character щ was U+0449 using SIL ViewGlyph, and then copy and paste that character.
See http://scripts.sil.org/ViewGlyph_home
