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➤ Edit Annotations Attributes

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

● Click on “Edit Annotation Attributes” and select the 
annotation you want to edit

● You can choose any attribute and edit it manually. Just 
remember to click on “Add / Set Attribute to save the 
changes, and then click on “OK”

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


● Click on “Copy Annotation Attributes” and select the 
annotation you want to copy

● Then, just click on the annotation you want to receive the 
attributes

➤ Copy Annotation Attributes



➤ Parsing Materials Citations

● “Parse materials citations (subSubSection)” will parse the 
materials from that section individually

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


● At this time of the course, it is useful to open and parse a 
material citation individually

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

➤ Parsing Materials Citations (XML view)

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


● Check 
materials 
citations 
details in the 
attributes

● Check 
paragraphs 
after closing

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

➤ Parsing Materials Citations (XML view)

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ XML View

● Checkboxes:

- On the right: 
boundaries 
are delimited

- On the left: 
all text is 
highlighted

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ Parse reference

● Click on a reference and select “Parse Reference”. It will 
parse that bibliographic reference individually

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ Parse taxon name

● Click on a taxonomicName and select “Parse Taxon 
Name”. The attributes will be imported from GBIF 
backbone

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ Assign captions for figures and tables

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

● Click on the image/table and choose “Assign Caption”

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ Find or List Words

● Search for a specific word

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ List Annotations

● Select ‘Edit -> List Annotations’
● Use formulas to search for annotations of interest
- Merge annotations
- Rename (change type of annotation)
- Remove (not Delete)
- Edit attributes
- Rename…/Modify…/Remove… a group of attributes

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ List Annotations

● Search for attributes:
- taxonomicName[./@genus='Cosmianthemum'] 
- taxonomicName[./@species='melinhense']
- materialsCitation[./@typeStatus='holotype']

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ List Annotations

● Search for annotations:
- collectionCode[./#first='NHMB']
- taxonomicName[./#first='Cosmianthemum']
- taxonomicName[./#last='melinhense']

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ List Annotations

● Search for annotations inside annotations:
- subSection/collectionCode
- subSection/materialsCitations

P.S: Useful for finding all misassigned annotations

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F

https://tb.plazi.org/GgServer/summary/D51BB22BFF9BFF9CF12F8517FE69AE2F


➤ Revise Block Paragraphs

● Click inside a block, in any part but words
● Select ‘Revise Block Paragraphs’
● Toggle between “indented”/“outdented” OR checking 

“Make each line a separate paragraph” may be useful

https://tb.plazi.org/GgServer/summary/9048FFE6FFA5FA46FFED5746FFE6FFC2

https://tb.plazi.org/GgServer/summary/9048FFE6FFA5FA46FFED5746FFE6FFC2


➤ Revise Block Paragraphs

https://tb.plazi.org/GgServer/summary/9048FFE6FFA5FA46FFED5746FFE6FFC2

https://tb.plazi.org/GgServer/summary/9048FFE6FFA5FA46FFED5746FFE6FFC2
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