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p GETTINGTARTED

Welcome onboard!
We are pleased you have chosen to work with STAR.

Before working with STAR Translation Services, pleatseyou must:
1) Follow the instructions providetiere.
2) Follow the instructions provided kijie project managers
3) Gomply withdeadlines agreed with the project managers

Failing to do so will negatively impact on our corporate image and STAR Translation Services reserv
the right toapplydiscouns on projects

It is important to establish a good reputatioBood communication and reliability are essential. Your
focus should be on delivering top quality work and establishing excellent habits. Our Project
Managers are all very professional and approachable, so be sure to build relationships. The better
your reputation, the more likely you are to receive wotkw quality work, late deliveries or lack of
communication wilhegatively impacyour reputation within theProject Managementeam. It will

be difficultfor youto regain trustonce it is lost.

Remember to contact your PM or the Vendor Manager if you rundiffaulties or are unsure about
something!

IMPORTANMachine Translation Usage

Do not use Machine Translation (MT) unless specifically instructed to do so by the Project Manager. If
requested to use a system, you must only use the approsygstems as directed.

Uploading to, or storing our data in, any Al, MT or automated translation system is strictly prohibited.
The unauthorized use of MT, Al, ChatGPT or similar system is considered a breach of qualitydadéicy,
security policy and confidentiality.

Any breach may result in nepayment for projects, and/or removal from our team of translators.

This document shows you how to:
1) Receive and deliver a translation project from ®€ARupplier portal
2) Create and submit an invoice via the STAR supplier portal.
3) Install and setup Transit NXT.
4) Translate using Transit NXT
5) Check your translations before delivery.
6) Proofread a translation
7) Process projects if you are providing both translation and proofreading (Agencies)
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For information about the CLM Portal & CLM WebEdit, please refeOte 41 Working with CL.M

Availabilityand Working hours:
One of the joys of the way wa&ork is that you have the freedom to work, as much or as little as you
want, and you can combine this with other activities and responsibilities.

If you have norstandard hourspr are on holidaypleasewrite to resources@stats.comwith the
days and times when you are able to accept projebtherwise, we expect you to be available
9:00am to 5:30pm, with an hour for lunch, Monday to Friday in the time zone you are working.
We will onlyexpecta response from you during your working hours.

On the smaller faster turnaround projects, we are looking for acceptance or rejection within an hour
or so.By knowingyour working hours, wevill avoid disturbing you when you have other
responsibilities

If you cannot accept a project for any reason, it is essential that you reject it so we-aasige the
work and avoid potential delays.

By responding when you say you are available you maintain your track record for reladliypu

help to ensure you will be sent more worlh€elproject managers are looking for you to accept or
reject projects quickly and to deliver the projects when you say you will deliver.
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p THE STAR SUPPLHEHRTAL

1 INTRODUCTION TO THE STAR SUFRAHERL

The STABupplier Portals an online platform where you can accgssir projects:

1 Project details ServiceLanguage combination, word count, deadline, project reference,
Project Manager that created the project, stajasc.

1 Files for translationSuch agransit NXT translation ki{fPPF files)

1 Projectrelated files: Such a®riginal files or referencmaterial.

Translationinstructions

1 Support for large filesup to100Mb

Confirm deadlines or suggest an alternatileadline
Deliver youttranslationprojects.

Create, upload andheck the status of invoices

= =4 4 =

Ask questions to the customer and receive the answers

2 REGISTERING AND ACCESSING THE STAR S8OPRHIAER

Access the portakith the following linkhttps://suppliers.starts.com

LF¥ @2dz FNB | FANBRG GAYS {¢!w {dzLJLJX ASNIt 2 NI §

st=rk  STAR Supplier Portal

Log in

Get a log in:

Raar Eorgck Pt

tFad62NRé odzid2y G2 NBIAAGSNI F2N) 0KS FANRG G

Please insert your email address and a password as per image. d@Eanogin identity is your
email address.
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Password#*

Confirm Password

Once you have submitted yo&egistration Formyou will receive a confirmation email. Please
click on the link provided to activate your account.

Once you have completed these steps yamaccess your personal page on the STAR Supplier
Portal From hergyou can managgour projects.

NOTE: if your contact email changes at a later stage, please get in toudlesathices@star
ts.comso we can update your records and ensure requests go to your new email address. You will
also need to register on th8 TARPortal using your new email address.

3 STAR NEWRANEL

In the main login window, there is a news panel on the right. Here you will find pieces of news
related to the translation industry that are published by our marketing team. We invite you to
check it outg you might find interesting and useful facts! Please example below.

STAR Translation

Translation Services - IS0 9001 and ISO 17100 Certified

Creating a Project | Transit Training
Creating a Project in Transit To translate a document using Transit, you must first create a project. A
wizard helps vou to do this by guiding you step-by-step through the functions so yvou cannot forget any

settings. Selecting Project | Administration | Create takes you to the Create new project window: Create
new project window [...]

The post Creating a Project | Transit Training appeared first on STAR
Translation.

Read full article

Translating Text | Transit Training

Translating text If the language pair is open, the text appears in the editor window in two panes - green
for the source language and red for the target language. When you begin translation, the majority of the
text in the target-language pane is usually not translated and is therefore still in the source languaage. [...]

The post Translating Text | Transit Training appeared first on STAR Translation.

Read full article
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4 EMAILNOTIFICATIONS

You will receive email notifications when new projects are sent to you. The email you will receive
will contain the following information:

1. Service required and languagembination.

2. Name of theproject, and link to the project in the STAR Supplier Partiais is a quick
access to the main details of the projexter.

IMPORTANTCick on this link so that the Project Manager knows that you have received
their email this is just toconfirm receipt of the email.

You carstill suggest aralternative deadlineor decline the project
3. Deadline

4. Wordcount andcost.

5. Special instructions for the projedt is essential to read these carefully to ensure you go
about the task as requested

6. Total value of youinvoice.
7. Project Manager that created this projedior further communication.

www.star-ts.com

Requﬁth}' Translation, English == Irish |

Hi 3008,

Plaasa start on the following Project:

Plaase can | hawe this hxkuE 27-Feb-2035 17-00GMT1? | 3

Content:

Dwescription Unit Price Oty Tatal ELRYE
Cantext Match 0.000 ] ooo| |4
Pre-transkated 0020 1] 000
Fuzzy Match 0030 o 000
Hew 0060 1] [+140]
ather 0.000 o 000

TOTAL 1] .00

5

You are responsible for the translation of Mew 'Words and Fuzzy Match Words, |f you see issues with Context Matches or with Parfect Matches advise your projeg
manager. Plexse sea instructions for processing.

The PPF fil= for this project may cnly includa the most relevant previous translations. This reduces the size of the TH. If you would like the full TM, to speed up your
work and ensure consistency by using searches or Dual Concordance, plaase ask.

If your language has a Style Guide ar Regk Searches ansure they are followsd. Sae guides

For marketing transkations. we expect the style, the sentance structure and the flow of the text to be pricritised over the accuracy of the translations.

B Auchecks must be parformed before delivery in TPF format fi.e. spell, termeinakogy, markup, format, transiation and source wariants].

® s & reguirement to comply with our Format Checks Instructions.

I false positives are found during the checks, make sure to mark those & “ignared”.

»  Adiseaunts fram 5% to 100% will ke applied to non-compliant delivery, indudiing but not limited to:
o errors & variants nat being faed,
o and [ ar False errors & false variants not being marked as “ignored” (30},

All our Irish Translation must mest the Caighdean Qifigidil standard.
Itis & reguirsmant for this project to read, follow and comply with our Jrish Style Guida Instructions.

Total for your invoice: 0.00 EUR |5

Alexandra Stephens |7

Wendor and Cuality Manager

S T-___ R STAR Tramslstion Services

Docklands Infowation Park, 128-130 Cast Wall Road,
Dublin 3. D03 RD34. Ireland
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5 STAR SUPPLIER PORTAL INTERFACE
5.1 TheProject List Tab

Thisliststhe projects that have been assigned to you

Functionalities overview
See the main functionalities of this tab below:

STAR STAR Su p p| ier Portal Logged in as translation@star-13

Logout Preferences

We are missing some of your details (NDA, Qualifications, Competencies)
We have simplified the way of accepting projects to a single button, if required you can simply edit the deadline before accepting a project

91492 PB  Advanced Engineering Ltd Job30 Instructions for Use Project 91492 Swedish 15 m ilh 2130 286 253 61056 *A_P* COMPLETED

50073 DC  RMAuctions Jobl81 auction results French Project 90073 Proafreading French :fl:nlcln”

Anixter (UUS) Job845 MOM for Multi-Lingual Discussion Two RFQ Project 37101 2017-10-18 ACCEPTED BY
English->Dutch = — 17:00:00 i s = == TRANSLATOR

o 2466 0 045 =1 S* COMPLETED

97101 SPM

1. Description:Displaysthe opt leveldetails about the project: languag®mbination,
suggested deadline, wordcount, etc. The description line is a hyperlink that will lead to a
more detailed view of the projearder.

2. Invoices Displaysyour invoice number in the invoice field for the project if we have
processedt. Note: theportal only shows the invoices for the last 90 days

3. Status:Displayghe status of your projects reverse chronological order, the newest
orders appeaat the top of thescreen.

Project status information
Your project will show one of the following statusesrganised here following a normal workflow:
1. READY TO STARhe project was assigned toyaudzi &2 dz KI gSy Qi | OOS
project line is displayed iblue.
2. RECEIVED BY TRANSLAYOUhave accessed the project via yparsonal space on the
Supplier Portal. The project line is displayeblire.
3. CKS adlddza graftt 0S dzLRI GSR G2
confirmed or modified the suggested deadline. The project line is displageden.

4. As'the previous one, this status shows that you have accepted
our project. It turns orange only when your project is due anytime in the followhay3.

5. Again, this status shows that you have accepted the project,
but suggested an alternative deadline. Your project is @augimein the following 3days.

6. . This'status will show once you have delivered the files
via the portal. The project line is displayed in ligtey.

7. RECEIVED BY PROJECT MANA®GE project has been downloaded by the Project
Manager.
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8. COMPLETEDhe project will show as completed once it is closed off. Informdton
completed projects will stay up for some time but will eventually disappear from your list o

LINP2SOGad tfSIrHasS y24S GKFG 2y 0S | LINRB2SOi
access the files related to it anymore. The project line is displayddrkgrey.

Accessing your project in the STAR Supplier Portal

Click on the project description to access more details about the order.

Context
From | To Deadline e Invoice
Match

103685 Grast Plains Manufacturing Inc Job&S Manuals Translation Projsct 103685 DTP Farse o o o o READY TO START
105463 ER [|INTERNAL Job21 Test Supplier Portal Project 105465 English-*Franch ENG  FRA 2DIEON04 440 o as 6 READY TO START
D036 [EGH |oas =i e et SR T Eng  apy 20180504 op iy 91 45,142 25,321 READY TO START
English->Japan=se 05:00:00
tosses L Great Plains Manufacturing Inc Job65 Manuals Translation Project 104388 e |l e | e A e = P
English->Japansse 09:00:00
Fraeman Tachnology Ltd Job17 Flow Performance and Povider Texts into Chinsss 2018-04-27 ACCEPTED BY
102182 AP oroject 102162 English->Simplified Chiness e S finie0 a0 15305 L ase 1653 S TRANSLATOR
Allied Machine and Enginesring Corp Job12 Website translation Project 105144 2018-04-20 ACCEPTED BY
105144 AU english->Franch NG FRA. 14:00:00 || B 2= TRANSLATOR
Allied Machine and Enginesring Corp Job12 Websits translation Project 105145 2018-04-20 ACCEPTED BY
103143 AU eoglish->French NG FRA Jai00:00 o 2 e TRANSLATOR
Allied Machine and Engineering Corp Job12 Website translation Project 105146 2018-04-20 ACCEPTED BY
105148 AU Loglich->Franch Bio | B Hieno 212 = I3 13 TRANSLATOR
7 2018-04-20 FILES UPLOADED
81179 DL INTERNAL Jobll Company NDA Project 81179 Irish Bws | fone = ooae 718 o 0 0 CANCELLED B

5.2  Your project in the supplier portal

After clicking on the project description, you will be redirected to the main project windowth&ee
screenshot below.

From:  resaurces @star-ts.com Dste: 20250226 0415933
Toi | alexandrastephens @star-ts.com Subject:  Please starts INTERNAL Job1221, Test_Project_SupplerPortal_AS, Project 190931
Request for Translation, English -> Irish

ProjectiD 150931

Project Manager  Alexendre Stephens soex,
Plaase start an the following Projact:

Description INTERNAL Job1221 Test_Project_SupplierPortal_AS Project 190521 English->Irish INTERNAL Job1221 Test_Project_SupplierPortal_AS Irish Project 190931
this back on 27-Feb-2025 17:00 GMT?

Source Language  =n UK
Descrition ___UnitPrice Oty Tokal EURIE
Target Langusge  GAE (03 IE) Contextmatch 0000 0 0.00
pre-transiated 00w o aco
= Fuzzy Mateh 000 0 000
Deadline 202502 Accept Project N oo o o0
other 000 o 000
Conformance show [ToTAL )
r o o o of e Word and ey Vit Yords. I o s s vihConot ohes o et Malches svise yourproetmager, e e
instructions far procass
New word o The DOF file for translations. of the TM. Tf you would like the full TM, to speed up your work and ensure
consistancy by using searches or Dual Goncordance, please ack.
Fuzzy Match word 0 1Fyour language s o Stle Guide or g Searches nsurs thy are ol See quces
miriating ransiations, e sxpact tha tha tast s b ed over the transiations.
Pre-translated word 0 Amw Checks must be performed before delivery in TPF format (L. spell, terminal rkup, format,
<itisa
Contest Match word 0 » o postesae foundcrngte e makesurs o mark hose a5 gnorc”
e, g,
ather o S e i
il cur T Transiaton rust meet the Caighdedn Ol standarc
ToTALE 000 Tt is 2 requirement for tis project o read, follow and comply with our Irsh Style Guids Instnuctons.
Total for your imveica: 0,00 EUR
Status READY TO START
Alexandra Stephens
cans - Vendor and Quality Manager
Transl. Statu. SR Tarlston Senvces
Docklands lanovation Park, 128-130 East Wall Road,
Dublin 3, 005 RD34, reand
Phone: +353 (o)1 8365614
DOWNLOADABLE FILES: [ Downlond all 2= Zip e,
Vieb: htpst funsstar-toco
Translation Services | 150 9001 | 150 17100 Certified
lename. Date / Time ze This el ancany slachments s confcentia aespondence e ol T s o the dhdal c eny T above. I you are ot the lerded recipant

e s el viray s b e trid seant o ety gl oy G, Gt e
wation Plase deete his message fom your system and cancel the subserption.

ERNALIob211_E

.PPF 20250226 1

30 715,17 K

3 test project doc 2025-02-26 1215832 1624 KB w 1, o, desrayed, arive lte o ncomplete, or

contain vinuses. STAR doss nat accspt o sssume any by orresponsibity or any use of o relence on ths emal
Question link for translator
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UPLOADED FILES:

No Files Uploaded Yet.

UPLOAD TRANSLATED FILES:

Upload a file . .

Notes for Project Manager regarding upload/delivery:

The information below is organiséato sections:
1 Section 1Starting theproject
9 Section 2Translating theproject
9 Section 3Completing theproject
9 Section 4Delivering theproject
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Section 1: Starting the project

ProjectID 105087 1

tstiongstar-ts.com Suvject Plesse start: INTERNAL Job21, Test Supplier Portsl, Project 105457
Request for Translation + Proofreading, English -> French 5

Deadline 20180501 170000 | [EEE S 2

IConformance o i3

DOWNLOADABLE FILES: 4

| 1509001:2008 | ISO 17100:2013 Certified

1. General informationThis is static information that has been set by the Project Manager
who created the project.

2. Deadline The suggested deadline set by the Project Manager is displayed in the white field.
tfSFasS O2yFANY (GKS RSIRfAYS 04! @d@estwiihint N2 2

the deadline Changehe deadline(by editing the Deadline field) ifou needmore time
YR Of AO1 da! OOSLIi tNepe2SOied

The Project Manager will analyse your request and will send you an email if the deadline
you suggested is not viabler the end customer.

5

accept thedeadline It avoidsyour project being reassigned to another translat@nce
you do thisthe project status will be updated tccepted by Translator

If you edit the deadline, the field will become -elitable. Any further modification of the
delivery date or queries regarding the deadlmest benotified to the Project Manager by
email.

3. Conformancel f AO1 &aakK2gé¢ G2 NBIR (GKS t N&cagnfmi

2dz Ydzad Of A 01 1 KS. Thisshov@ $heRrojdciNBrageQhintyoud dzi ( 2

you have the skills and can meet the requirements of the projéecK A & a&! OOS LJi ¢

confirms that you can meet the requirementblote: To Accept the project you must click
the Accept button in point 2 abovdt is essential that you read and follow all the
instructions provided for each project.

4. Downloadable filesThis is where you can download all the projesfated files.Usually it
will be a Transit NXT translation kit (*.PPF) and wordcount file (*.rep). Other materials
might be enclosed here tqsuch ageference materialMake sure you can open the
project and files successfully before accepting tteesk.

5. Email copyHere you will find the same information as in thew project notificationemail.
Itcontains any additional remarks or instructions sent by the Project ManBigmse pay
carefulattention to any instructionshere.
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ProjectID 105468

Project Manager £

Description INTERNAL Job21 Tast Supplier Portsl Project 105488 English. > Franch

Source Langusge =1 UK

From:  tanslstion@starts.cem Date: 2015-04-08 01:54:28
Tor tramsiation@star-ts com Supject: Plasse start: INTERNAL 1=b21, Test Supplier Portal, Projact 105485

Request for Translation + Proofreading, English -> French

Target Langusge  TRA (I 7R}

Deadline 20180504 17:00:00

Conformance S
Fizaze can I have this back on O4-May-208 17:00 GHT.
New 1.440
Description Urit Price Oty __Total SUR/E]
Fuzzy ° - o0 0 0.00]
0.000 1440 0.00]
Context Match & 600 © 0.00]
ooo0 3 0.00]
Pre Trans. 3 Corteat Match o000 6 0.00]
ToTas e85 o.0|

Status READY TO START

Transl. Status o2 ovar the aszuracy of the trarsistions

Tetal far your inveice: 0,00 EUR

King ragargs,
DOWNLOADABLE FILES:
30008
Bratect Hansger
Filename f STAR Translation Services | _Brilliant Translation
Address:  Desiands Innevation Park, 128-13 Bast Wall Rzad, Dublin 3, DO3 AD3<, Iriarng
2015-04-08 03:51:10 249 pytes Phone: RL +353 UK: +44 (0)2036 427458 USE: +1 §26-741-8567
Web: ot e
2015-04-08 02:51:23 708,52 KB
Translation Services | 150 0001:2008 | IS0 17100:2015 Certified
2015-04-08 08:51:27 o bytes

1. Questions and Answertn this section you will find two buttons with different
functionalities:

Question link for translatoBy clicking this button, you will access the main interface of the
Q&A within theSupplier Portal. If you are working with a emworker or with an external
translator,please forward on this URL to them so they can ask questions directly.

Ask a questionClickthis buttonto ask the customea questionas showrbelow:.

Logged in as pm7@star-ts.com
Logout Preferences

Logout

‘Question link for translator
ProjectID 113808

Project Manager 1w

Description INTERNAL Job89 TEST Q and A Portal Project 113808 Engish->German

Source Language =n UK

DEU (de DE) TRIUESEr Gcom - Date: 20181116 03:43:52
Target Language wEns To:  pmi0@star-ts.com Subject:  Please start: INTERNAL Job68, TEST Q and A Portal, Project 113308
—_— Request for Translation, English -> German
Deadline 2018-11-19 10:50:00 |
Hi Damian,
Please start on the follawing Proj
Conformance shaw INTERNAL Jobg9 TES

TESTQ 1138
ve this back on MT.

lease can :
New 0 Description UnitPrice  Qty  Total EUR/E
other 00 0 0.00
FIJIIy 0 Mew 0.000 o 0.00]
Fuzzy Match om0 0 0.00
Pre-translated om0 0 0.00
Pre Trans. o Context Match ] 0.0
TOTAL 0 0.00]
Context Match 0 mportant: Our process for ranslation has changed. From now on, translators wil not proof perfect matches (repetitions and
100% matches).
Status READYTO START Please see the instructions on how the files for translation are processed.
Please make sure these are not filtered during your proofreading pass. You are only allowed to filter Context matches.
Transl. Status For marketing translations, we expect the style, the sentence structure and the flow of the text to be prioritised over the accuracy of

the translations.
Unless specified othervise by the Project Manage, l translations must use the German quotes
Total for your invoice: 0.00 EUR

ind renars

U Askingquestions:
The customer will receive your questions direcifiake sure your questions are written in
Englishand addressedlirectly to the customer.
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Project List Settings Invoices Lsg ot
ASK QUESTION(s) - click Halp above Tor more infermation.
Praject 10 113808

File: TEST © and A Portal,docx

Liscathon
[ Sequeentf page):
HGUrcs TRt

Page 1, Paragraph 1.

Doy

Junstion;
e RS your gquestich Bere =

Save Question [ Add another OR Done - Notify PM

Important guidelinesfor asking questions:

1 Do not suggest translations in your own languageustomers receiving the questions
most likely are English native speakers and they will be able to help you with the source
languageonly (usually English).

1 Only aslquestions inEnglish

1 Checkthe source text reference materialsandtranslation memorybefore asking a
guestiong youwill frequently ind the answer by analysing these materials!

1 Make sure you articulate your questionkealy and concisdy. This will help tensure
you will geta faster and more accurasmswert

 Formulateyourlj dzS&a A2y &2 GKIG G0KS OdzadG2YSNI Oy

If you areunsure about the meaning of the sourcgjggestthe different options of how
you understand the source in English so that the custaraersimply pick one of your
suggestions.

1 Avoid using abbreviations

1 Make sure to check the full project before asking a question and tagkaall the
guestions you might have in one gdhis way the customer will only have to be asked
once and you will get your answefesster.

Make sure you fill in all fields available correctly. This information is essential for finding the
section you are having issues wglthe better described and located, the easier it will be to
answer/I\L y & [ 2 @Inai iks2ri/ofily theRegment number as the custordees not

have access to Translhsteadyou must insert the correct location in the source filed.,

page #, paragraph #) to enable the customer to easily check the source term in context
and clarify your question.
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Section 3: Completing the project

Pleasecompleteall the tasksdescribedin the sectionFINAL CHECK&fore delivery.

Sectiond: Delivering the project

UPLOADED FILES: 1

No Files Uploaded Yet.

UPLOAD TRANSLATED FILES: 2

Upload a file

Notes for Project Manager regarding upload/delivery: 3

Enter Comments Here

;

1. Uploaded filesIf you have uploaded any files, they will be lishede.
Upload translated filedJsethisfield to deliver your translations. Normally, this should be a
Translation Transit Packag&. TP ¢ not a *.PPF. Please note there is a 100 Mb limit per

uploadedfile.
You will be asked to confirm you have followed the instructions and banglied with the Project

requirements.

| confirm:
1) The instructions have been followed and
2)the assignment has been performed in accordance with the Project Requirements.

Cancel

3. Notes for Project Managetnsert any relevant comments for the Projdtanager.

4. Done Uploading Notify PM Click this button once you have uploaded the translated files to the
STAR Supplier Portal. The Project Manager will be notified that you have uploaded your translations
After clicking this button, the status of your project will chang&iles uploaded by translatan

the project listtab.

Star TS Test Supplier Portal Test 2013-02-27 FILES UPLOADED BY
44670FP b oject 44670 French ENG  FRA 54.00:00 By a g : TRANSLATOR

You will be able to remove the files or upload more filesil the project iscompleted
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Additionally, for proofreading tasks, you are given the option to provide feedback on the quality of
the translationyou received In particular we ask you for feedback when the initial translation was
particularly good or poorlf the translation was performed by a ndvanslatorin probation, you will
not be able to deliver the project until you have submittéds feedback.

The feedbacksthen sharedautomaticallywith the translator The revised PP also automatically
shared with the initial translator

¢2 LINPOARS FSSRolFIO1xX Oft A0l GKS odzidz2y alL o2 dz
below.

Iwould like to submit feedback on the translation

UPLOADED FILES:

No Files Uploaded Yet.

UPLOAD TRANSLATED FILES:

Motes for Project Manager regarding upload/delivery:

Erter Comments Here

Upload a file

The evaluation form is displayed for you to fill out.
Once all fields have been completed, click | @S WS @A S5 ¢
Youcan submit your feedbaakntil the project isicompletect.
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Evaluation of Translation

(all are fields required)

Please tell us the types of issues you found.

General assessment of the quality: [Choose a score

Summary on the overall quality of t

Choose a score

w

1. Very good, up to a high quality standard

2. Fit for purpose, but there is room for improvement

3. Plenty of room for improvement, but still acceptable
4, Not up to an acceptable standard

Doc. Nog SOP 1

Spelling Grammar (Punctuation) J Syntax

(Spelling errors, typos) Mo  Found Mo Found
issues issues issues issues

Terminology Untranslated Text

(Too general, inconsistent with TM or (Source word, sentence or concept not

dictionarigs, showing lack of research) No Found in transiation) No Found
issues issues issues issues

Style/Tone B _

(Inappropriate for audience or type of Localization

text) Ne Found (Mot localized for target country) No Found
issues issues issues issues

Mistranslation/Inappropriate translation

(Toe literal, moved too far from

source, mistakes or showed lack of

understanding of area) No Found
issues issues
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5.3 SettingsTab

In the Settingstab, there are two sectionsit NSFSNBy O0Saé¢ | yR

'YVYRSNIJ 6t NEFSNByOSae e@2dz Olyy
- View a summary of your Portdétails
- Modify yourUsername Display Nameand Password

STAR STAR Supp“el’ Portal Logged in as resources

Logout Preferences

Invoices

Project List Settings Logout

ji} 889

Email  resources@star-ts.com
Supplier ID 1000
Username resources
Display Name Vendor Manager
Email Reminders [/
New Password

Confirm Password

' vYRSNJ a5SGlFAfaég @&@2dz OFyY
- Add/Modify your invoicing details (required)
- Add/Modify other details about your services and availability.

Invoices

Project List Settings

Company Name Internal

Invoice Address éz{aﬂ-“lsau East Wall Road, Dublin 3, D03 RD34

VAT Status [other /@
VAT ID INTERNAL INVALID 6
[Get Form] signed NDA |Browse__| No file selected. (2]
Transit License expires on mm/ dd / yyyy & 9
Qualifications details
Competencies details
Time Zone [Ewrope/Dublin ]
Website URL http://star-ts.com
Telephone +353 1 8365614
Business Hours Thu, Fri
(your timezone) details
Expertise i
Services details

54 InvoicesTab
U To be Invoiced

In theInvoicestab > To belnvoiced you willsee a list of your completed projects for invoicing

purposes.
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/
/

STAR Supplier Portal

Project List Settings Invoices Logout

To be Invoiced
G- e e
List Invoices
ENG DEU

AandD Instruments Job43 Ing 2020-04-02
131365 L1 131355 Enalish->German 14:00:00 LS

1,717

1. ThesectiondTo be Invoiced shows a list oprojectsfor which we have not yet received an

invoice

2. ¢ KS & Senickdoyyetdeady forinvoicing aK2¢a | tAad 27

delivered but are not yet closed. Please note that projectsardpbe invoiced 4 days after

completion.

3. ¢ KS a Peevicusyyhvoiced aKz2ga | fAa
invoice.

2T 220a

[N

Note that the portal only showsprojectsfor the last 90 days

You can create and submit your invoice directly via the Supplier Portal. For instructions on how to
do this, please refer to the Finance Details and Policy Form you completed during the onboarding

procesgSTF SupplierFinanceDetailsAndPolicy.dolfxjou do not have this document, please
contactresources@starts.com

sTaR  STAR Supplier Portal Logged in as

Logout Preferences

Project List Settings Invoices Logout

A select ProjID Description

/

g 2025-06-02 195527 CLM_Test_ER Job 144 Internal Audit CancelmeProject Translation 10.00
2025-06-02 195528 CLM_Test_ER Job 144 Internal Audit CancelmeProject DTP 0.00
2025-06-02 195529 CLM_Test_ER Job 144 Internal Audit CancelmeProject Translation 10.00

|
JAl Services not ready to be invoiced yet

: Status Delivered ProjID Description EUR
waiting on next step 2025-04-10 193116 CLM_Test_ER Job 141 Test 1 Unaltered String - Test 2 DTP Translation 10.00

AN

\
\ 3 | Previously Invoiced

NP Status Your Inv. No Delivered ProjID Description

EUR
invoiced 2025-04-07 191138 CLM_Test_ER Job 139 testing Translation 171.67
invoiced 2025-04-07 191139 CLM_Test_ER Job 139 testing Proofreading 57.38
invoiced 2025-04-11 193148 CLM_Test_ER Job 141 Unaltered take2 Translation 10.00
invoiced 2025-04-11 193149 CLM_Test_ER Job 141 Unaltered take2 Proofreading 10.00
invoiced 2025-04-14 193222 CLM_Test_ER Job 141 Test Activate / Deactive Check Translation 10.00

Deselect/Select All Your next Invoice ID:

Date 16766/ 2025 O] VAT: 4.60  Total not invoiced: 20.00

Total selected :  20.00
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U List Invoices

In theInvoicestab >List Invoicesyou will see a list of yowubmitted invoices with their current

status.

STAR Supplier Portal

Project List

Settings Invoices

To be Invoiced

Invoice | List Invoices

2025-05-05 (21641) 259.05 191138 191139 193148 193149 193222

2025-04-07 (21596)

2024-05-28 (20829) 50 175052 177420 177421 178378 178408

2024-05-28 (20830)

2024-05-28 (20831)

2024-04-29 TEST AUDIT (20780) 86.2 176023 176027 176028 176349 176390 176522 176550 176569
0000-00-00 (21595) 10.00 176503

U Requisites to enable Invoice Creation
To create invoices via the Portal, you need to complete the following details in your Supplier Profile:

w
w

w !l ¢
w !l ¢
LT OG0KAA

/| 2YLI y@8k CNBSt I yOSNI bl YS
Ly@2A0S ! RRN

{ G Gdza
L5 O0AF FLILX AOIof S0

AYTF2NXYEoa2y A& y2i O02YLX SGS=

Your invoicing data is nhot complete
Please add or fix the following in your details

vat_status not set
invoice address doesn't contain at least one of street, city or postcode
invoice address doesn't have a country set.

2dz Oy OftAO] 2y GKS URSOHIAL&U {SKkyR
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STAR STAR Supplier Portal Logged in as resources

Logout Preferences

Project List Settings Invoices

Company Name Internal

Invoice Address ;2‘(95—"1530 East Wall Road, Dublin 3, DO3 RD34

VAT Status fother v/ @®
VAT ID INTERNAL INVALID 9
[Get Form] signed NDA [Browse___| No file selected. o
Transit License expires on am /ad / yyyy | @

Qualifications details

Competencies details

Time Zone |Europe/Dublin v

Website URL hitp://star-ts.com
Telephone +353 1 8365614
Business Hours Thu, Fri
(your timezone) details
Expertise etae

Services details

hyOS @2dz K @S O02YLX SGSR GKA& AYF2NNIlo2y3T &2dz gAf
Ay@2Ar0So
+1 ¢ {GFddzay
- . 2dz YdzAG aSiG GKS O2NNBOG !¢ &dF {ddza F2N &2 dzNJ
GKS AYyT2NXIoa2y AY G(GKS { dzLJpgfOA SBNPSZEIR SARE aR deNAR/ 3C
LINEPOS&daad LT &2dz R2 y2i HKIZNS Kt gSRE2NMIHI AEF2IE G 12 G (
+SYR2NJ al yI 3SNJ

5.5 Help Tab

This tab is designed as a help centredor linguists You will find any updates about our processes
and main instruction files. Hse will help you work with STAR Translation Services.

Check this tab regularly aswill be updated with useful new information for all suppliers.

Some relevant documents you will find here are:
91 Process for Perfect Matches (Translators / Proofreaders)

The most updated version of this instructioranual

Process fofiltering segments during the Post WebCheck verification

Format Checks Instructions

How toActivate Warning for Unchanged Fuzzy Matches

= 4 -4 A -

Accesdo registration
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https://suppliers.star-ts.com/helpdocs/perfect-match-words_v4.pdf
https://suppliers.star-ts.com/helpdocs/SOP-11_Working_with_STAR_Dublin.pdf
https://suppliers.star-ts.com/helpdocs/SOP-11_Working_with_STAR_Dublin.pdf
https://suppliers.star-ts.com/helpdocs/STAR_Dublin_Transit_Filtering_Post-WebCheck_Review.pdf
https://suppliers.star-ts.com/helpdocs/Format_Checks_Instructions.pdf
https://suppliers.star-ts.com/helpdocs/Format_Checks_Instructions.pdf
https://suppliers.star-ts.com/helpdocs/Activate_Warning_for_Unchanged_Fuzzy_Matches.pdf

SeeTransit Tutorial Videgsncluding

Copying the Target to MS Word

Adding the Character Map to the Toolbar

Adding a Dictionary to a Project in Progress

Creating a Macro in Transit (ex. Customised shortcut to confirm a segment)
Fuzzy Matches and Dual Concordance

Markup Assignment

Segment Filters

Terminology and Spell Check

How to run the Terminology Check (ignoring false errors)
User Role

Virtual Join

= =4 4 -4 -4 -4 -8 _a _—_a -8 -9

Language Specific Information

Canadian French Style Guidestructions (FRC)
German Style Guiddnstructions (DEU)

French Style Guiddnstructions (FRA)

Irish Style Guidelnstructions (GAE)

= =4 -4 A

It is essential to read the Style Guide for your target language carefully and follow the instructions as
you translate. This is a key part of ensuring that you deliver consistent and accurate work.

REgX Searches (you must be logged in on the Supplier Portal)

* Right Click and Save Link As to DownliBadrch for Canadian (FRC_Regex)

* Right Click and Save Link As to DownliBadrch for Irish (GAE_Regex)

* Right Click and Save Link As to DownliBeadrch for Spanish Mexican (ESM_RegX)
* Right Click and Save Link As to DownlSadrch for Remaining Target Languages

(GEN_Regex)

= =4 4 -

We have created customised search filters for checking issues that cannot be found during the
standard format checks in Transiave the relevant search filter for your target language on your
computer, so they are always availaldi®r more details see o@uidefor RegEx searches.
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https://suppliers.star-ts.com/helpdocs/restricted/How_to_select_full_Target.mp4
https://suppliers.star-ts.com/helpdocs/restricted/How_to_add_CharacterMap_to_Toolbar_high.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit_NXT_Adding-a-Dictionary.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Creating_a_Macro_in_Transit.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Fuzzy_Matches-and-Dual_Concordance.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Markup_Assignment.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Segment_Filters.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Transit_Terminology_Spell-Check.mp4
https://suppliers.star-ts.com/helpdocs/restricted/How_to_run_Terminology_Check.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_User_Role.mp4
https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Virtual_Join.mp4
https://suppliers.star-ts.com/helpdocs/Canadian_French_style_guide-Instructions.pdf
https://suppliers.star-ts.com/helpdocs/German_style_guide-Instructions.pdf
https://suppliers.star-ts.com/helpdocs/French_style_guide-Instructions.pdf
https://suppliers.star-ts.com/helpdocs/Irish_style_guide-Instructions.pdf
https://suppliers.star-ts.com/helpdocs/restricted/FRC_Regex.SRD
https://suppliers.star-ts.com/helpdocs/restricted/GAE_Regex.SRD
https://suppliers.star-ts.com/restricted/ESM_Regex.SRD
https://suppliers.star-ts.com/helpdocs/restricted/GEN_Regex.SRD
https://suppliers.star-ts.com/helpdocs/restricted/GEN_Regex.SRD
https://suppliers.star-ts.com/helpdocs/restricted/Regex_guide.pdf

6 HOWTO ASKQUESTIONS WHEN YOU HAVE AN ISSUE

For general questions about working with STAR, availability, Transit licensing and contact details,
contact the Vendor Manager at resources@dgtacom.

If you have apecificoroblem withworking inTransit and/or one of your projects, please follow the
guidelinesbelow. Thiswill helpyou and the project managédind a resolution more quickly

Send screenshots of the issue, making sure the issue is visible in the picture
Explain exactly what problem you are facing, using the screenshots as support
Send the project number/name if the question is related to a project

Sate if this is the first time that the issue occurs

= =4 4 =4
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P TRANSIT NXT

1 OVERVIEW

Transit NXT is designed for professional translators to deliver top qualityquickly andeasily It
takes some effort to learn, but once you get used to it you will find that it hgdosto be extremely
efficientwith your time

Check you are using the latest of STAR TRANSIT NXT Service Phatk$iéieww.star-
group.net/en/downloads/transitermstarnxt/servicepack.htmland you can download if not.

2 USER NAME AND CONFIDENTIALITY

" Create new user 7 X

User name: |Paul |
Full name: |STDUB_1234_x¥| | Cancel

Data folder: |STDUB_1234_XX |

This dialog allows you to enter information about a new user. The program needs this information to save users’
settings. The user name can be used to see who translated which segments or edited which teminology entries.

Yourd F dzf f is ifdntifi€dl évith your worland will be visible to other users working on the same
project. For confidentiality purposespoy must hideyour identityby usingyour SupplierD, prefixed
08 a{¢5!. pébyt YyRNBUHFXAESRA ay- - ¢

You carfind yourSupplierlD under thePreferences Tabn the Supplier Portal

1D 8839
Email resources(@star-ts.com
Supplier ID 1000
Username TES0UTCES
Display Name Vendor Manager

Email Reminders
MNew Password

Confirm Password
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https://www.star-group.net/en/downloads/transit-termstar-nxt/service-pack.html
https://www.star-group.net/en/downloads/transit-termstar-nxt/service-pack.html

If you havealready installedl'ransit and wish to switclitom a User name to a User:ID

1 CAYR (KS 7T ATycallyt will 9 wofated Here:¢ @
c\UsersPubliaDocument§Transit NXVWconfigusers

1 Rename the file to USERS_ORG.INI

7 Start Transit and the Create New usgtion will show

3 DOWNLOAANDSUPPORT
You cardownloadthe Transitprogranmme and guidesere:

https://www.star-group.net/en/downloads/transitermstar.html

The guides explained in the following sections must be downloaded and consulted to solve Transit
NXT related questions. If you cannot find the answers in these guides, contact our Vendor Manage
at resources@stats.comand we will provide technical support.

4 INSTALLATION AND ACTIVATBONDES

STARyroup website download centrieasan entire section dedicated to the installation and
activation of Transit NXT on your machine.

Use thidink: https://www.star-group.net/en/downloads/transitermstar.html#mCont 2879

To find:

1) The installation guides

2) TheQuickinstallation guides can be found h&e dzy’ R S NJ AiyK&Eh FatvideAON 2 y 3 dz
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https://www.star-group.net/en/downloads/transit-termstar.html
mailto:resources@star-ts.com
https://www.star-group.net/en/downloads/transit-termstar.html#mCont_2879

.

Standalone: Initial installation

Transit/TermStar — Installing and starting
for the first time

In this document, you will learn how to install Transit/ TermStar on your
computer for the first tme, how to create a user and how to select a user

role. You are at the right place if you have purchased a standalone license and

want to install Transit/TermStar without any problems.

Cerman English

Transit/TermStar — Activating the software
after installation

In this document, you will learn how to activate Transit/ TermStar after you
have installed it. You are at the right place if you have purchased a standalone

license and want to continue using Transit/ TermStar.

German  English

Installation guide provided to you with the
Transit NXT license activatiemail.

Activation guide provided to you with the Transit

NXT license activaticemail.
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L

Standalone: Modifying the
installation/transferring the
activation

Transit/TermStar — Upgrading the license

In this document, wou will find out how to upgrade the license for
Transit/ TermStar. You are at the right place if you want to expand the scops
of functions of Transit or extend the license period of 2 time - limited license.

German English

Transit/TermStar — Backing up
Transit/TermStar data

In this document, you will learm how to back up all of your Transit TermStar
data. ¥ou are at the right place it want bo pratect yourself in the event of 2
system crash or ranster your Transit TermStar data to a different computer.

German English

Transit/TermStar — Transferring activation
and data to a new computer

In this document, wou will leam how to transter the activetion and data of
Transit/ TermStar trom your previous computer to 3 new computer. You are in
the right place if you want to continue using 2 standalone license for

Transit/ Term5Star an your new computer.

German Emnglish

How to move a licence to a new computer.
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5 TRANSFERRING DATA AND ACTIVATIORAONEW COMPUTER

If you are changing PC, you need to deactivate Trae$ure reinstalling and reactivating it on the
new machine. More details on how to transfer Transit NXT to a new machine can be found on the
STARyroup download centréere:
https://www.star-group.net/en/downloads/transitermstar.html#mCont 2879

Transit/TermStar — Transferring activation
and data to a new computer

In this document, you will learn how to transfer the activation and data of
Transit/ TermStar from your previous computer to a new computer. You are in
the right place if you want to continue using a standalone license for

Transit/ TermStar on your new computer.

German  English

Note that the software allows the activation o2 machines at once only.If you want to use
Transit on different machines, you need to switch the activation between the machines, depending
which one you need to use. Refer to the guide and contact us if you have any issue.

6 TRANSIT LICENSE
6.1  What to do when your Transit license has expired / is abouetpire

Beforeyour Transilicense expirs, please send an email tesources@stats.com If youhave
already accepted a projebuut you are waiting folyour new licensenumberto startwork, let the
Project Manager knowPlease note that it can take up to 24 hours to receive aliemmce number
For this reason, please let us know as soon as possible when your Trgosigi$o expire

You carcheck your licence expidate by clicking on théutton located at theright-handside corner
of Transit, as shown in the picture below:
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About Transit MXT

AN

Transit MXT Professional
Version 4.0 SP 12 Build 1892.2

Copyright 1987-2019 STAR AG

Portions utilize the Saxon ¥5LT and XQuery Processor from Saxonica Limited
(http: /fwvew . s3x0nica. com/)

Portions utilize Altova X5LT 2.0 Engine.

Copyright 2010 Altova GmbH. All rights reserved.

Portions utilize Microsoft Windows Media Technaologies,

Copyright {c) 1999-2002 Microsoft Corporation. All Rights Reserved,

To view the Windows Media Player 9 Series Privacy Statement please visit

http: /v . microsoft. com fwindows fwindowsmedia player fSseries fprivacy . aspx

=1 ¢ T .= o T ™~

c
http: /v, star-group.net S
L

Licenced to:
{
FOCROCROCROCR K 3
Licence number: l

1-1-9500217-0-3000000-X-40-26850-11-1-191 216- SURMNAME-25936596, it

Activation code: 1

Deactivate Transit

== B s b1

By clicking on this information buttogpu can see thécence number you are currently usirkepr
example:1-1-95002170-3000000%-40-2685011-1-19121 6 SURNAMR59365% 2.

Note that the numbers in bold masithe expiry date> year/month/day. In this case, the licence
number will expire on 18 December 2019.
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6.2 How to renew your Transit license
Whenyou receive a newcencekey for Transit, please follothe steps below:

1. Go to control paneb all programs>Transit NXT.

Seitings

el u}
@ Home Apps & features
‘ Find a setting ‘ Installing apps Change app defaults
Apps Choase where you can get apps from. Installing only apps from the

Stare helps protect your PC and keep it running smoothly.

Open Default app settings
= Turn off app recommendations
| £ Apps & features ‘ il izl |

5 Default apps Related settings
Apps & features Programs and Features
o Offine maps

Manage opticnal features
G Apps for websites

Manage app execution aliases Have 3 question?

O Video playback Search, sort, and filter by drive. If you would like to uninstall or

maove an app, select it from the list osoft Store apps

& Startup \ transil

by Name - Filter All drives

- Transit NXT 1A ME
28-Feb-12 Make Windows better

Give us feedback

2.Clickorthe¢ NI yaAid A02Yy FyR OK22aS GKS 2LJiAzy al Kt

Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list.

| transit £
Sort by: Name ~ Filter by: All drives ~
Transit NXT 143 MB
28-Feb-19
4.0.11.1816
Maodify Uninstall

A

od /K2248 G[AOSYyaS dzZJANI RS: I yR Ot AO01 aGySEGE

@ (C) Remave
Uninstall the product entirely.

7
(®) Licence upgrade Bpp
Enter your new licence key. cro

() Transit NXT Configuration

Maodify the Transit MXT configuration settings.

E m _crH
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7

n® ! RR 82dz2NJ ySg fA0OSyasS ydzvoSNI FyR GKSy Of A0}

R aults
efaul
links,

Ip se
Please enter your new licence number:
Product licence number:
o patur
The product licence number determines which features are avaiable to you,
L
?
#
apps
Crost
Next > Cancel

7 WORKING WITH TRANSIT NMSERSUIDES

Please consult the following two guides careftdilydetailedhelpwith Transit NXTSeethe section
G! AaSNJ R20dmi&y Gl GA2Yy €
https://www.star-group.net/en/downloads/transitermstar.htmi#mCont_2885

~ User documentation

Transit — User Guide

Creating, sharing, translating, reviewing and analyzing translation projects

German English

Transit — Quick Guide

For translators: A quick introduction to handling projects with Transit

German English

You can also find detaileglebinars here:
https://www.youtube.com/playlist?list=PLaSy9LuLnz49VW8hTQogaaiNHP6gDclp0
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8 TOPTRANSIBHORTCUTS
Print this page. It will save you time.

Function Shortcut

Confirm the active segment and assign new | ALT+INSERT
segmentstatus.

Move the cursor to the next segment to be
processedand searchfor fuzzymatchesthere.

SearchHfor fuzzymatchesfor the current ALT+ENTER

segment

Undotranslationof currentsegment CTRL+ALT+BACKSH&QE
Deleteupdatemarker In the targetlanguage window or the

fuzzyindexwindow: ALT+U

Navigatingbasedon the current status:

Goto previousWb g NJ y asedgménd RQ | CTRL+MINUBumerickeypad)

GotonextWb & NJ y asedméns R Q CTRL+PLWSumerickeypad)

Goto previoussegmentwith the status¥/ K S ( ALT+MINUSumeric keypad)
LINSUNF yat A2y Q

D2 G2 ySEG aS8S3aySyid ¢ AALT+PLUBumerickeypad)
LINBGNI yatFdA2yQ

Go to previous 'Notranslated' or 'Check CTRL+ALT+MINtBimerickeypad)
pretranslation'segment

Go to next 'Not translated' or 'Check CTRL+ALT+PL@W8merickeypad)
pretranslation'segment

Navigatingbasedon the statusdirectly after import:

Goto previousWb & NI y asegménd R Q | SHIFT+CTRL+MINWGmerickeypad)

Goto nextWb g NJ y asedman R Q SHIFT+CTRL+PI(bi8nerickeypad)

Goto previoussegmeniwith the statusW/ K S { SHIFT+ALT+MINUS (numeric keypad)
LINSUNF yat A2y Q

Go to next segment with thé 0 | (0 dza W/| SHIFT+ALT+PL@8merickeypad)
LINSUNF yat A2y Q

Go to previous 'Not translated' or '‘Check SHIFT+CTRL+ALT+MIKW#erickeypad)
pretranslation'segment
Go to next 'Not translated' or 'Check SHIFT+CTRL+ALT+Rbu®erickeypad)

pretranslation'segment
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P TRANSLATING WITH TRANSITQNGHTTING

STARTED

1 LANGUAGEETUP

Before starting any translation, you should first set up a language for your new software, as the

I N
#il o 7 ? = - 4 =
f‘f._ B /& French(FRA) Z|[Jj BN RB-S- PRI AG>e-G- Y Transit NXT SP 7 - Default < Super User (Global)> =) X
Project Statistics Edit Processing Search View Windows o
= Recent projects -« k& B create | Crege |
\@ Open dictionaries | n moarty
k| Pack ack i Delete
) transiation translation || 1 Delete L
i . ange Template ||_Customer
p Open language pair(s)
£ Terminology ax o
Save language pair  Cirl+S -
Save all language pairs H
2
g
Save as
il
a Print... 3 L
=
a2
Close language pair ~ Ctrl+F4 B
Close all language pairs 2
| 2 User preferences | | X Exit Transit @
l I o
e —— =}
|

interface might be in German. To change thger Languagego touser preferences
Choose the dialage language.

& User preferences [pm2 (pm2]] =3
Startup settings
Startup settings
orking languages
Special characters
'
Colours and fonts Dialog language
Transit Editar Curmert diglog language English (LK)
Men-Latin fonts Dialog language for next startup English (LK) =
Dual Concordance
Dynamic Linkin s
Y 9 Action on startup
Dual F
ual Fuzzy #) Show startup dialog
Synchronised View )
Open last project
Working folder
Open project browser
TermStar
. . Mo action
Dictionary assignment
. Action when opening a project
Terminclogy search
Machine translation #| Open all language pairs globally
Folder selection Open last opened language pair
Quick Access Toolbar Show "Open language pair” window
No action
Cancel

TAO]l ahLSy

£ €

fly3dz 3S

Lok

LI ANR 3t 20l tf

~ 7

€€

thdzy R S N

number ofclicks requiredheededto start working on a project; and it will ensure no files are missed.
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2 USER ROLE

IMPORTANTO SOSNJ dzASLG{ b®E | HE dzaS & 2

Theonlyway to saveyour progress\ y ¢ NI y & A

f".A_6 r . -
(72 Rebainiincs

Reraiact Chatictice Edit

\ﬁ Open dictionaries
\p Open language pair

Save language pair Ctrl+5S

Save all language pairs

fﬁ Save as

ﬁ Close all language pairs

User roles

Close language pair  Ctrl+F4

6 Print... L4
@

| 2] User preferences ‘

To avoid accidentghange the following settings wisablell KS & & |

t £ SI & SUs&@Roled 2 A ¢

i K S ManadeluserSdieslike sd

dz 62 RSt ADSNJ

Save languagd pat D1 A NS 2 y

a

@S Lag 2LIAz2Y

[ Edited by:
using:
Access st
Standard user roles 4 —
My user roles 3 First trans!
Manage user roles by:
Select user role... 1 an:

JaL o —— S T | [J]
User roles Interfaces Dual Fuzzy Reference material Dictionaries Localisation WebTransit

o
achinetranslatiol Synch View ]

gt
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It will open this window:

=y Manage user roles: Super User_ER (Global)

=-[m] Transit NXT
[=)-[m] General
= [m] Project
=]~ [m] Adminigtration

(- [+] Processing

[ [*] Exchange (Transtt / XLIFF / SDL / MemoQ)
(- [+] Template

- [»] Customer

- [] Statistics

- ] Edit

(- ] Windows

- [] Transit

- [] TermStar

=-[m] File menu

-[]Open dictionaries

- []Open language pair
-.[] Save language pair
--[] Save all language pairs
-.[]5ave as

[l ] Print

-.[]Close language pair

- []Close all language pairs
- [+] Resource bar

Hide greyed-out groups on the ribbon bar and greyed-out buttons on the
] resource bar Expand

Window layout

Elise (Global) Password

View preferences

Create
Transit Elise (Global)
Open

Delete

TermStar | NXT_Contert (User)

Save as.. Save \_ OK _l Cancel
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Nextclickthesmatd A 3y 0SSt 246 & ¢ NI y@ehdiaé B - ¢R(ARyEIK SiYK HYSt 2 ¢
GAdministrationt | y Bntick(KISS 2 LJGA 2y aal gS | aé o
¢tKSyz Ot A0l dal @S¢ IyYyR hYo

If you cannot untick th&ave a®ption, create a new User Role first, and repeat the steps detailed
above.

3 RECEIVING TIREF

You will receive an email notification from the STAR Supplier Portal indicating that a new project
has been assigned tmu and that it is available on the platform. Log in to the portal and download
the documents available for this project.

When starting a new Transit project, you will always receive:
1 *.PPHile (Packed Project File): Transit NXT translaibn

1 *.REHile (Report file): contains the word count for tiisoject

Reference or source files migaliso be providedRetrieve any other document and analyse it.
There will be instructions in the order about those extles.

Download the PPF from the portal:

DOWNLOADABLE FILES:

Filename Date / Time size
TestPortalESP.rep 2016-04-04 15:48:34 452 bytes
TestPortal_ESP.PEF 2016-04-04 15:48:34 50.34 KiB

Save ibn your machine where you save original incoming requests from STAR:
" Opening TestPortal_ESP.PPF S

You have chosen to open:
= TestPortal_ESP.PPF

which is: PPF File
from: http://suppliers.star-ts.com

What should Firefox do with this file?

@ Save File

Do this automatically for files like this froem now on.
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Project name | ? 25 |
Object Scope -
£ 101004_ENI_PPTM Global
{9 1201_EvT Global
{12566 _Fiskerivercet Global
[‘“j 12803 _resolut_eng_copy Global
= 1501_RFID_PPT Global
£ 1505_COMTOM_Portal_HB Global
) 1511_Softwars Manager Global
) 4Mativob 1 Global
) 7772%ba-a The-45a-5047422186143dee_ENU_0D Global
) AdeyJob1 Global
) Agricultural Produce AgentsCouncillob 1 Global
) Agricuttural Produce AgentsCouncillob2 Global i
5 Al Lok [ S |

Filename:

TestPortal
Scope:

[Customer '] [ Cancel ]
Customer:

[INTERNAL | [ New customer |

Qustomer field should show the custonte@ame.

Usethe T 2 f RS NJ A<Chstn0artetdpctX

" Folders 2] &= |
Project working folder
T:\Transt NXT'\projects \INTERNAL\ TestPortal_ESP"
Folder hieranchy
() . M<Project> (7). M<User name>\«<Customer>"«Project >
@ .. \<Customers“<Project (7). MaCustomer=\<User name:"<Project
7 MelUser names\<Project (7 User-defined...

If a dictionaryhas beempacked in the PPF, you will be askedhoosethe relevantDatabaseo
store the dictionarylf the database already exists on your machine, selecaiternatively you can
create a new Databade store the dictionary.

Now the project will open automatically. You will need to choose your role for the project after
displaying the different user roles that Transit NXT offers. Click/geeroles button in the bottom
left-handcorner and choose th&ranslatorrole to activate all the functionalities available for
translators:
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Project Manager

Project Calculation Manager
Translator

Reviewer

Markup Specialist
Reference Material Manager
Alignment Specialist
Terminclegy Manager
Termincologist

Terminology Translator

Localisation Specialist

Standard user roles Super User
My user roles
Manage user roles

Select user role...

In the Transit PPF, you will often find reference files relevant for the pr{fjeetTM).These are
stored in the RE#Ilder. There is a high probability that this contains changes made by the
customer or by the reviewer that you may not have access to.

Please do not uggreviouslyusedreference materiasaved on your computéor the project
without first checking if we are sending you an updated version. Your PM will be able to confirm
whetheryour local reference material can be used.

IMPORTANT NOTE you wish to momentarily exit from Transit andme back tg/our project

later , make sure to save your wdnk usingSave Language Paand exitTransit When you are
ready to resume work on the projeao not double click on the PRA his will overwrite your work
and you will lose everythingnstead, open the Transit software first and select your project from
the Recentprojects drop downlist.

4 OPENING DOCUMENTS ATTACHELPPE A

To access files attached to the PPF. Gartq'ect> Show Attachments

Fogd | St et Pocsing  Seamn
%@ i} ﬁ‘fﬂmuji b“*? ;t?ﬁm'ﬂ ”

Emord  Merge
extrat

|E| ng% s anut {IFF ;50 Memod empiate | Cuttomee |
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1 [ s | Attachments

Share View ~ @
* - D &4 cut i) x .EII ) New item ~ [ open - HHsel
w3 Copy path L] £7 Easy access - [ Eait 22 sel
FintoQuick Copy FPaste Move Copy  Delete Rename  New Properties =
access [F] Paste shoteut 4o+ to- = folder Z & History &7 Invert selection
Clipboard Organize New Open Select
4 || > ThisPC 5> pm (\Dubstarnasbox) (T) > TransitNXT > Projects » INTERNAL > Dowload Attachment test > Attachments ~ & | Searchatt. p
Name Date modified Type Size
5 Quick access .
() Customer_ WebCheck_review_summary...  28-Jun-179:41AM  Microsoft Word D... 19KB
J Downloads Ed
[ Desktop -
Documents
[&] Pictures *

5 OPENING THE LANGUARERS

Open the language paim the project tab. This is your document from language A into language B.
If you have several documents, all will be displayed in theygopiindow. Open ALldocuments in

a single window(i.e. Open all (globally) This will ensure all text is translated arghve time

when using featuressuch as Find and Replac€oncordance Search and Internal Repetitions

" Spanish(ESP)

| project | statistic  Edt  Processing  Search  View  Windows

BB Al bR eE|adde de

Create Open Open Settings Import Export Merg‘e Pack  Forward Unpack

R

i, Modify

Pack Unpack Show ~ il Delete
' language pair Wil Delete extract translation transiation attachments || 1 Delete
i ion Processing Exchange (Transit / XLIFF / SDLPPX) _||_ Template |

Open language pair

( ¢! Open language pair

| uopeBirey a)14 i

To open all documents in a single window, cfi©ipen all (globallyd @

Open language pairs

Secondment contract
Support Perm contract
Support Temp contract

(®) Open in separate windows
(") Open in a single window {globally)
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The &nguage pairs witlow be displayed:

3 /& Spanish(ESP)

ClEE giere Q@ & PRI e -[abH e @

Statistics

Unpadc
translation translation
Exchange (Transit / XLIFF / SDLPPX)

Show
attachments

Tranit NXT P 82 TestPortal ESP [INTERNAL] <Transiator (Global S (1 sy

Create
Modify
Delete

Template

Y Create

7 vette ‘

Customer

'3
= Why is context so important in translation [English [UK]) Why is context so important in translation (Spanish)
g 2 Why -is - context - 50 - important - in - translation ? E 2 Why -is - context - 50 -important -in - transiation ?| &
= 4 [if someone-said to you-“You're-so-smart!” -you-would-interpret-it-as-a-compliment-or-as-a 4 [Fsomeone-said-to you-"You're-so-smart!” -you-would-interpret-it-as-a-compliment-or-as-a
s sarcastic-remark-depending-on-the-[>context«1l-of the-conversation. sarcastic-remark-depending-on-the-[=context«1l-of the-conversation.
5 If-it-still-was-unclear,-you-would-probably-ask-the-person-to-explain-what-they-actually-meant. 5 If-it-still-was-unclear,-you-would-probably-ask-the-person-to-explain-what-they-actually-meant.
7 [in-that sense, the-act of franslating- resembles-a-conversation. 7 linthat sense, the-act-of franslating-resembles-a-conversation.
8 Translators-must-interpret-the-source-text-correctly-and-will- need-to-ask-for-help-if-they-cannot: 8 Translators-must-interpret-the-source-text-correctly-and-will- need-to-ask-for-help-if they-cannot:
work-out-something-on-their-own:- work-out-something-on-their-own:
9 “What-does-this-sentence refer-to? 9 “What-does-this-sentence-refer-to?
10 What-is-the-meaning-of-this-word-here?” 10 What-is-the-meaning-of this-word-here?” =
1" Unlike-in-a-conversation, however, -translators-cannot-usually-get-immediate-answers-from the 1 Unlike-in-a-conversation, however, tfranslators-cannot-usually- get-immediate-answers-from-the
person-who-wrote-the text. person-who-wrote-the-text.
12 Tracing-the-original-author-can-even-be tricky-for-the-person-who-submitted-the-text,-and 12 Tracing-the-original-author-can-even-be-tricky-for-the-person-who-submitted-the-text,-and
queries-often-result-in-multiple-emails-or-phone-calls,-which-can take-a-lot-of time-and-effort-to queries-often-result-in-multiple-emails- or-phone-calls, - which-can-take-a-lot-of-time-and-effort-
respond-to to-respond-to.

6 PROJECT DISPIARTIONS

We adviseyou to save youwindowssettings with a series of windows that you can pin around the
screen in order to help you with the translation process. You will find the display options in the
Windowstab. We recommend you only save #esettingsas an active action and not when

exiting Transit.

Praoject Statistics Edit Processing Review Matches Terminology Alignment View indows
H Save 'ﬂ' Delete Source Fuzzy '@' Markup “& Dynamic Linking Q Character map . Project dictionaries
T & FOF] PDF/Word | 5] Multimedia || _ |
fH Save as (3 Reset || Target Fuzzy | 4% Find/Replace ,'frw. Spellcheck @ ‘Web search = %0 Separate tab for.. |
: | 1 €] Hme RC editor
NXTOLO2 (User) -]

Manage windows

‘E Terminology \9‘_.45 Dual Concordance [-? Segment info # File navigation

Open TermStar

Source and target fuzzieshis displagthe Fuzzyindow.

TerminologyThis displagany terminology matcheom the dictionary that you are using
for thisproject.

Segment informationThis displagthe segmentstatus, previous ed#t madeto the target
text, etc.

PDF/WordThis enablsthe view of the source POfyour reference file will be syhed up
with your source file. Thishows youvhere your translatiorits in thetargetfile.

Markup window:This will show the formatting information (markups) contained in the
activesegment.

See below a screenshot of the Transit NXT Interface displaying some of the most useful:settings
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Transit NXT Interface

5
User roles Interfaces

@A cemanor) BB PSS R@ - SovR[IE e AR e-G- S - Transit NXT SP 7 - Kt Word (Global) <Super User (Global)> [ESTEE=S)
Project Statistics Edit Processing Review Matches Terminology Alignment View Windows ? L
o2 Sl . save ™ (B s Dl %ﬁ | %ﬁ & Create | RS
W W } T saveas %) @ C:% | r i, Modify &
ate  Open Open Settings Import Export Merge Pack Forward Unpack Pack Unpack ?,] Delete
language pair Wl Delete extra translation translation || 1 Delete
Administration Processing Exchange Template Customer
\_& TermStar(;?roject dictionaries) /V About_Transit NXT.DEU ] ¥ X
g 2 Product-Information-11/2007 i 2 Produktinformation-11/2007 e g
E =
E, 4 M=News«1l-about Transit-NXT 4 [1=News=1-about Transit-NXT %
_: 6 March-2007-—Team-2000 8 March-2007-—Team-2000 ER
8 Wherever-language-barriers-present-themselves-in-your-particular- 8 Wann-immer-Sie-bei-lhren-Geschaften-auf- Sprachbarrieren-
line-of-business, 11> Transit«11 -2 Term Star=2l-and-12= Web Term <3 treffen,--[1>Transit=1 12> Term Star«2l-und-12= WebTerm <3 Terminology window
are-there-to-help-you.- sind-da,-um-lhnen-zu-heffen.- -
a They-are-STAR's-Professional Translation-Tools. = 9 They-are ETAR’S Professional Translation Tools. g I
10 Thanks-to-their-[4=0pen«4l-architecture-and [>>ease«5l-of -access 10 Thanks-to-their-#=0pen=4l-architecture-and-3=ease«5l-of- %
integration-in-your-particular-workflow-is-always-possible. - access-integration-in-your-particular-workflow-is-always- o
12 Many-languages| . possible.- ) 5
m Wiways-use-T Source language window - 12 MMany-languages-— one Target language editor -
15 Each-tool-comes-with-a-great [>wizard = .- 14 Always-use-TermStar-and-Transit-to-translate-your-projects!- §
16 QOur-professional- Translation- Tool-provides-many-important- 15 Jedes-Tool-ist-mit-einem-hervorragenden-['=Assistenten «11- 8
functions-to-assist-you-as-you-translate. ausgestattet - §
18 roles-concept-11=-«Tland-graphic-display 16 QOur-professional-Translation-Tool-provides-many-important i
functions-to-assist-you-as-you-translate.
20 working-with-Floating-Windows N ¥ mefLs PDF viewer
[ - 18 roles-concept-[1=-«1land-graphic-display
22 multilingual-projects il
PG i 20 working-with-Floating-Windows (source file sync)
24 detailed-project-analysis- =
26 context-based translation-memory-engine = mutilingual-projects
B < 24 ausfihrliche-Projektstatistik
28 background-search-for-terminology
Mransitwi 26 context-based-translation- memory-engine
30 Transit-will- save-you-money.- ;
31 Transit-will-boost-your-productivity.- 28 background-search-for-terminology
20 n e oo e 5 30 Transit-will save-you-money.- &
85% TATransit-NXT\projects\Nxt_Word\REF\Word_ref3 E
Ref They-are-STAR's-Professional- Translation-Environments.
New They-are-STAR’s-Professional Translation Tools. 1
Ref Es-sind-die-Professionellen-Ubersetzungsumgebungen-von-STAR. 1 K
85% |agg| T-\Transit NXTprojectsiNxd_Word REFWord_ref3 Markup window
Ref They-are =8 TAR=1's-excellent Translation Tools. [
New They-are-STAR's-Professional Transﬁahon Tools. Fuzzy matches window
Daf Na ind.dia-ancnazaichnatan.[lharcatzunacwarkzonna uon.[1: S TAR s =i

I Dual Fuzzy IREFeren(ematerral Didmn[Iar'res I Lu(;iq{iun 1

i
CLM

TIn 1 & |
achine translatio Synch View

— P — R . e

ol




7 SETUSER PREFERENCES IN TRANSIT
7.1  User Preferencesettings

Changethe defaultTransitsettingsby clickng on the Transit icon> User Preferences

French(FRA) T s mE s
Staticties Edit Dracaccina Do Matehac Tarminalaem Mignme
= Recent projects N
‘@ " Open dictionaries 1 INTERMAL Job4d [INTERNAL]
— 2 GreatPlainsManufacturinglnclob75 [GreatPlainsManufact... I 4
\p Open language pair 3 DonnellyTroyandAssociateslob3 [DonnellyTroyandAssoci... f"‘_‘”-
4 DonnellyTroyandAssociateslob3 [GreatPlainsManufacturi.. |
ﬂ Save language pair Ctrl+S 5 MinelabJob310 [Minelab] 3
6 Odenberglob803 [Odenberg]
@ Save all language pairs 7 INTERNAL Job44 [Odenberg]
5 8 Odenberglob797 [Odenberg]
\-ﬁ Saveas 9 Purelnternationallimited)ob888 [Purelnternationallimited]
6 Print.. 5 10 Odenberglob796 [Odenberg]
11 APClob2342b [APC] pha
& Close language pair  Cul+F4 | 12 APCIob2342 [APC]
13 APClob2341b [APC]
% Close all language pairs 14 APClob2341 [APC]
15 APClob2340b [APC]
\j\ Lo 16 APClob2340 [APC]

I | j User preferences | I . . ) | X Exit Transit
Ly a{0FNIGdzLd aSadidAay3asé
U ' YRSNJI &t by Btz 2Py f LAAEGSwill nYake it easier to provide support.
U ! YRSNI & !startupe Zy aAKR ¢ & (O || Nohisiziay yRwill be 2ok £o pick from several

actions when opening Transit. This save tiamyou will be able to choose whether to open the last
project opened, open any recent projects, unpack a project or bratiser projects.

U ' YRSNI a! OGA2Y ¢ KSyA @LISYMLYSY I {LINR AIERZHE&ESN LI A

automatically when opening a projedthis will reducehe number ofclicks required to start
working and it will ensure no files are missed.
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= User preferences [pm2 (pm2)]

up settings

orking languages
Special characters
Colours and fonts
Transit Editor
Mon-Latin fonts
Dual Concordance
Dynamic Linking
Dual Fuzzy
Synchronised View
Waorking folder
Term5Star
Dictionary assignment
Terminology search
Machine translation
Folder selection

Cuick Access Toolbar

=

Startup settings

— Dialog language

Current dialog language English (LK)

Dialog language for next startup English (LUK}

— Action on startup

(®) Show startup dialog

pen last proj

() Open project browser

(") Mo action

— Action when opening a project

() Open all language pairs globally

pen last opened language pair
() Show "Open language pair” window

(") Mo action
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Ly d&{ LIS OA I dhoogetiow pali Winiit Spedat characters to be visualifreth the dropdown
menus. ClickSave

& User preferences [pm2 (pm2]]

Startup settings

Working languages Special characters

Special characters

Colours and fonts Display spaces as

Transit Edit
ransit diter Display non-bresk spaces as

Mon-Latin fonts
Display other spaces as
Dual Concordance

Display line break
Dynamic Linking spayine brears as

=1 1r
LS N I N I I I I 4

Dual Fuzzy Display tabs as

Synchronised View
Working folder
Term5Star

Dictionary assignment
Terminclogy search
Machine translation
Folder selection

Cuick Access Toolbar

Save | OK J Cancel

This will ensure you see special characters ineiiing windows as you work’ou will also need to tick
GalISOALFf OKViewtadi SNRE Ay (KS

Special characters {
]II Markups Sh.;.rtZI | ®
- ontions | H e
i «  Formatting
IRl Structure
Markup segments
v Markup ID
v Markup D with type
Right-aligned
L8] | [ |

Stllind KS  &! & SNJ bX¥CBIduS hidd §6riES/auscdn customise the font size and font colours
depending on the type of elements.

2SS NBO2YYSYR aStSOlAy3a RAFFSNByUG F2yid O2f 2 dzN&
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This will make it easier for you to see changes in Fuzzy suggestions and to check changes made by
proofreaders.

= User preferences [Elise_Roch (Elise.Roch)] = 4

Startup settings
- Colours and fonts
Working languages
Special characters

| Colours and fonts

Element

| _|Background: spellchecked segments

Transit Editor Background: checked 1 segments

Mon-Latin fonts Background: checked 2 segments

Dual Concordance | _|Font: locked segments

Dynamic Linking | |Background: locked segments
Font: deleted text
| |Font: inserted text
Synchronised View Font: replaced text

Working folder S

Font: untranslated words in MT suggestions

Dual Fuzzy

lllDlDDD?

!
[=]

-
fermStar : Background: text failing length check - :
Dictionary assignment | |Background: part of text failing length check - |
Terminclogy search | _|Background: left to right text

Machine translation | _|Background: right to left text

Background: internal repetitions
Folder selection m

100EEOd

Dmrlrmemiimad mmmmedime bm Fileme = 1
Quick Access Toolbar Preview Fort
Adal -
AaBbCYyZz

Font sizes

Element |Font size -
| _|Language pairs 12 =N
| _|"Source Fuzzy" and "Target Fuzzy" windows 12 -
B "Concerdance Search" and "Dynamic Linking" windows 12 - |
| _|"Segment info" window 12 - |

"Markup" window 12 - -

Save OK Cancel

LY d¢NIyarAd SRAG2NES dzaS GKS F2fft26Ay3 aSaidAy

Working languages Transit Editor
Special characters

Colours and fonts
|Transit Editor —| Display Bubble window for URLS. indices, and footnotes
Non-Latin fonts

[] Automatic keyboard switch
Dual Concordance

Dynamic Linking [] Keep capitalisation for capitalised terms in the source text
Dual Fuzzy When translating intemnal repetitions: Suggest to accept translation for all segments
Synchronised View
Working folder Create backup copy (interval in minutes) -
TermStar Play signal sounds for certain functions (e.g. fuzzy hits)
Dictionary
AutoComplete

Terminology search
Machine translation Suggestrelevant words after entering firstletiers
Folder selection Wordlist.. . for English (UK)

Quick Access Toolbar

AutoCorrection
Correct accidental usage of cAPS LOCK key

Convert straight quotes to smart quotes
Correct TWo INitial CApitals
Exceplions...  for English (UK)

Replace as you ype in English (UK}

Replace With
@ © ) Add
=
® ° Delete
(tm) ™
12 %
/4 i
3/4 %
Ameria America
Le. ie.
UnitedStates United States
abotu about
abouta abouta
aboutit about it -
Save OK Cancel
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&= User preferences [pm2 (pm2)]

Py

Ly d&5dz-f CdzZl 1 &¢zx 5 0KS

F2ft26Ay3 asi

Startup settings

< |Working languages
Special characters
Colours and fonts
Transit Editor
Mon-Latin fonts

Dual Concordance
Dynamic Linking

Dual Fuzzy
Synchronised View
Waorking folder
TermStar

Dictionary assignment
Terminology search
Machine translation
Folder selection

Quick Access Toolbar

Dual Fuzzy
Source language
Minimum status: Translated
Minimum quality (%): 70

Update matches

Numbers
Markups

Show icon for language direction

- [] Bubble
Fixed window

Display updates as |Fontcolour

User-defined exceptions
[ Terminalogy

Automatic segment concordance search if no fuzzy match is found

Minimum quality (%): 90

Use ALT+INS to accept fuzzy match and to confirm segment

[] Use ALT+ENTER to automatically insert best fuzzy match

[7] stay intarget language segment even with fuzzy match

Warn if fuzzy match is confirmed without changes

Targetlanguage

Automatic search

Minimum status: Translated
Minimum quality (%): 70

Phrase search

Search in:

Reference material
Working folder

4

[] Bubble
Fixed window

Save

L OK _| Cancel
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Ly aa22NJAy3 F2f RSNEZ

2= Lser preferences [Fabienne Perrin STAR Ireland (Fabienne]]

0KS F2tt2gAy3Y

Startup settings

Working languages Working folder

Special characters

Colours and fonts Default scope

Transit Editor Global Default scope applies to
Mon-Latin fonts #! Customer Unpacking project
User Creating a project
Dual Concordance
ynamic Linkin
¥ g Default folder hierarchy

Dual Fuzzy

] ) . weProject Default folder hierarchy applies to
Synchronised View #|  eCustomers:\<Project: Unpacking an extemal project
Werking folder _hwellser name='«Project > Creating a project
TermStar . Aellger name=\=Customer="«<Project

. . eCustomersheUser name==Project»
Dicticnary assignment

Terminclogy search

Machine translation

Now that the User Preferences have been set; Gakeand OK
Open the Language Pair agdto the Viewtab

Make sure theSpecial characterbox is ticked in th&iewtab.
Thisensures you see the character marks as you have defined them when you translate.

i A 3 .
- Transit MNXT 5P
(==
—_——
Project Statistics Edit Processing Review Matches Terminaology Alignment “ Wine
% Create Switch off lT = {;‘I ﬁ Colours ~ Special characters I ﬁ Create 1 — H Sav
. Ll /s ] | elete -
A% Modify synchronise view . | Markers | Hide 3 |I Markups | Short '] [ Modify (‘l-'\'l San
4 Opti | s - i
TI' Delete f"—; Apply ~ ¢ ptions {;5 Options  ~ {;l Options  ~ 1-default-r (Global) EI Elize (G
Segment filter Language pair Segments | Text/Markups Terminology layout W

L BE S—, e

Alsocheckyou cansee markugand formatting:
1 Place the cursor in the Source and make $toanattingandMarkup IDis ticked in the Options
I 6 2 @e&t/Markupst @
1 Place the cursor in the Target and make dooemattingand Markup IDis ticked in the Options
I 6 2 @e&t/Markupst @
In the tabView >Manage views selectNXTO01_04(User)

Alignment View Windows
2}. Create H Save Tf Delete
il Detete | .
. Modify .1-\'4 Save as C? Reset
IXT_Transit1 (Global | || NXTO1_04(Use) |
Terminology layout Manage views
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Exit Transit and when asked to save your view preference¥esay
This will makeheseview settings the default for youAny other time you are asked to save your view
preferences say no.

7.2  Customse the User Preferences
You can modify the Transit NXT settings to suit yoaferencesPlease see some suggestidoeow:

1 Customise the quick access toollgrselecting the most frequentiysed buttons from the
different menus

£ User preferences [Fabienne Perrin STAR Ireland (Fabienne)] ‘ [ | B

Startup settings

Working languages Quick Access Toolbar

Special characters Choose commands from tab:

Colours and fonts Project

Transit Editor

) s = - i 5 s
Non-Latin fonte Administration » [ Openlanguage pair |
Dual Concordance B Create Ib Settings
| 0 Project target | -
Dynamic Linking % Open esiis i
# Open language pair E Save
Dual Fuzzy 3
) ) | Settings 3 i#  Import
Synchronised View H - t""[i' Proiect
7| Save rojec
Working folder - Add >> L [
| Saveas op Pack 1
TermSt
srmatar Tl Delete emoxs % Export i
chtlc.»nar_v assignment B9 | Processing > €) Character map
Terminology search 5 | Import #} Find/Replace
Machine translation Ep | Export % Dual Concordance
Folder selection €¥  Merge exract ® Open dictionaries
Quick Access Toolbar #p Exchange (Transit / XLF k= Undo
wp | Pack E— =
B | Frorward | i Resst

[E1] Show Quick Access Toolbar below the Ribbon

Save l OK J Cancel

Other features include: Du@loncordance and Fuzzy searches settings, special characters display,
background colours for selected text (dictionary matches, internal repetitions, etc).
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P TRANSLATION

IMPORTANTTFhe use of Machine Translation, Al System or similar systems for translation is strictly prohibited.
Do not use Machine Translation (MT) unless specifically instructed to do so by the Project Manager. Any breac
may result in noppayment for projects, and/or removal from our team of translators.

1 SETTINGS FOR TRANSLATION

After openingthe *.PPF filesent to youby the Project Managecheck thatthe following settings
marked

1. Select youtJser role >Translator.

{DriverName}

{DT| Project Manager

D Project Calculation Manager
{ j g
*  Translater
{DT :
Reviewer
{D

Markup Specialist

{DT Reference Material Manager
{D Alignment Specialist

Terminalogy Manager

{E Terminclogist

Terminclogy Translator

{Ge Localisation Specialist

Standard user roles » Super User

Wy user roles 4

pfenceEntry Time}
Manage user roles rofenceEntryTime]-

Select user role...

T i o e
& = T
User roles Interfaces I Dual Fuzzy IF{eference material Dictionaries

Translator

2. Go to the tabProcessingclick the arrow unde€onfirmt Yy R Sy adzZNB a/ KS O
SYR Llzy Qldzt GA2Yy€é YR a! FGSNI O2yFANNI GA2YY

]

Project Statistics Edit Processing Review Matches Terminology Alignment View Windows
Mext . 1 Next ) Uny
> © Join ﬁ% = ﬁi v Assign & next "
4  Mavigate - Translate group Ret
| confirm | i Undo jein || On/Off ; on/off | |
- @ Assign status < Mavigate ~ - Uni
| Delete to end of segment I.petiticuns Markup assignme
1(Canada)(FRC | v | Check spaces
TermStar (proje ¥ Check end punctuation
Sl el ations_1 [English [UK])
2 | After confirmation: Stay in segment A 2 [ntellige
After confirmation: Go to next segment e
4| | S + | ICtilisat,
& After confirmation: Go to next segment to be translated
al 1M &1 TMnknow
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When confirming a segment, Transit will automatically check if spaces and end punctuation are
consistent with the source, and will jump to the next segment you need to translate.

3. Goto the tabMatchesandensure thatthe project settingsare as showielow:

Project Statistics Edit Processing Peview Matches Terminolagy Alignment Views Windowrs
= & v Translated -l i Translated -
b L//“—) Min, status Ihals 2 i_lsmmen‘f concordance [ Update matches -| Min, status ! || #§ searchi
IS, T00% mateh | If no variants exist 2| — T Min, quality L ;.

5 h Options - i — || Min. i = I 4 T, o1 ~ " ion:
| earcl pions | Lo ity S in. quality 30 =| F;:_ ptions.. | Ejo—"“\ Cption:
| ;
| Dual Concordance FLzzy search [sourca) | Bubble Fuzzy search (target)

B halian(ITA) e b ]| Focn windon

|| « Autematic search

" THECOL Manual UKITA |

Match case
% CD =TT 1 Automatic search

Automatic search (Alt+Ins) ontrol=s

||| i———

l==F=

Braeu ajy w

18| |Cusm

2 BACKNGUP YOURVORK

Where? Backup your work to Bbcation other than your local P@/e recommend a USB drigean
online drive sdhat your work is safe in case athardware failure

When? Backup each day aunch timeand at theend of your working day

How?{ St SO0 G(GKS t NRr2SO0 ¢ o I yR {KKvedhedptontosawl v .
the TPF file.

Pick thebackuplocation and change the end of tlige name to_backup DATEvening/lunch]. TRPF
Adda S @Sy Ay 3 ¢ degehdingion dnedydLE are backing.up

IMPORTANTotavoiddeliveringa backedup draft version of your translatioby mistakeX | F 0 S NJ
performingall your finalchecksbut before deliveiing the project we recommend you:
- Save the language Pair (CTRL+S).
- GototheProject¢ I 6 I Yy RackOtansiation ¢
o You will therhave theoption to save the TPF file.
0 Pick the location where you want to save the TPF
0 Change the end of the name téinal. TPF
o al1S &adzN® (KIFG &2dz dzLJ 2F R GKAA GaFAYLl €

Automaticallybackupyour workby choosing the correct setting in TranSegSection7: User
Preferences in TransitNote: Thisbackupis only to your local computer and is will not be available
when your computer fails or if you accidentally overwrite your work.
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& User preferences [AlexandraStephens (Alexandra Stephens)]

'Star'[up settings

Working languages Transit Editor
Special characters

Colours and fonts

| Transit Editor | /| Display Bubble window for URLs. indices. and footnotes
Non-Latin fonts
Dual Concordance |
Dynamic Linking
Dual Fuzzy ¥ | When translating internal repetiions: Suggest to accept translation for all segments
Synchronised View
Working folder

Automatic keyboard switch

Keep capitalisation for capitalised terms in the source text

[¥] Create backup copy (interval in minutes): 10 |=

TermStar | Play signal sounds for certain functions (e g fuzzy hits)
Dictionary assignment

AutoComplete
Terminology search g

Machine translation /| Suggest relevant words after entering first letters

Folder selection Woud list.. for ltalian
Quick Access Toolbar

3 HOW TO INSERTTRANSLATION

2 KSYy @2dz NB FTAYAAKSR AiMNasgith f (i & A Y EaNSatedhaBc NP 16 (1 =
the next untranslated segment.

Alternatively, instead of using the shortcgp to "Processing'tab and in the'Translate" field cliclon
the big greertick ¥ 2 MNhfidmé.

Check in the bottom righbhand corner that your segment is marked'manslated'.

It is most important to do this for every correctly translated segment. This will save you time. Your
translations will be added to th€ranslation Memoryor use as fuzzy matches amdernal
repetitions

Tocheckif there are fuzzy matchesr a segmentplaceyour cursor orthe targetsegment and
pressALT+EnterDo this orthe first segment when you start a projeéttter this the fuzzy search
will run automatically each time you pregd T+Inserbr click on the Confirm button.
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4 WHAT TORANSLATE?

As you worksimply markany segments thagou have edited or translated from scratab
G ¢ NJ y aThé s@égdnBrt will then be marked with an asterisk (*) and the segment status at the
02002Y NAIKG 2F ¢NI¥yaird ogAff aK2g G¢NIyatlas

There area number ofdifferent segment statussin Transit

STATUS EXPLANATION

Imported/ Not | Neither Transit NXT nor a user has edited the segment.
translated

Draft The segment is a draft and is not yet treated as translated

The segment comes from an alignment project, but has not yet been checke

Aligned the user (you can find more information on alignment projectyy @ KS &

LfAIYYSYlH ¢22té YIydzZ tood

The segment comes from an alignmembject, and has been checked by the u

(you can find more information on alignment projects in the

checked g ¢NI yaAd b-¢ 1 EAIYYSYH ¢22t¢ YI ydzd

Transit NXT has pretranslated text which, apart from the numbers and mark
Check identical to text in the reference material. Transit NXT has applied the numb

pretranslation | markups from the current sourdanguage segment and marked them with

updated markers. The segment mustdieecked and, where necessary, correc

Translated A userhas confirmed the segment as translated.

Spellchecked | A user has confirmed the segment as spellchecked.

A user has confirmed the segment@kecked 1You can assign the statuses

Checked andChecked #or additional proofreadinghecks.

Alignment

Checked 1

Checked 2 | A user has confirmed the segment@secked 2

The segment has been approved by the customer.

Approved This status is intended for segments that have been approved by the custon
(customer) and therefore should not be changed, givould be changed only with the
customer's consent (e.g. for regulatory reasons).

Overview of status indicators:

1. Theplus sign+) means the segment has been pretranslated or automatically translated as internal
repetition.

2. The lash sigri(#) means the segment has been pretranslated with updates and requires checking.
Theasterisk ) means the status of the segmenas beerOK | Yy 3SR {2 WhénNdu yoafir & S R
pretranslated segment after checking and/or editing, the asterisk is adttewside the + or #.

For more details please see page 437 of Thensit Next Usage User Guide
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5 ASSIGNINGEGMENT STATUS

Assign the statu3ranslatedto segments that have the following status:
- Imported/Not translated
- Aligned

As you work through your translation projedtyou are unsure about any segments, you can mark
GKSY 6A0K GKS adFdGdza a5NrFi¢ FyR 02YS ol O
Assign Status:

Statistics Edit Processing Review Matches Terminal
Nesxt | q’ Nex
| ? = | o P e
4 MNavigate - Tran
Confirm : . On/Off
- ii \ssi Undo join
Mot translated Internal repe
B x|/ Ter) v Draft | /7 rice.ENG
I Translated

FF0000">6-»<j>3reas«t-i</i>-l</fg

7| #*| El-arroz-tiene-el-["-»<j>potencial -1
mejorar-la-nutricion. « 7#*»

9| # |Es-el-grann-cun-la-segunda-prnduc
This will make/our draftsegments easy to find and will prevent them beirsggd as fazy matches.

Any segment with the following statusust notbe marked agranslatedduring the translation
stage:

- Alignment checked

- CheckPretranslation

- Spellchecked

- Checked

- Checke®

Doc. Nog SOP 1 Doc. TitleSOP11 Working with STAR Dublin.do&inted copies are not controlled and should not be relied ug Rev. No- 26



Your PO order covers the translation of the following types of words (status after import):

1 New Words:this includes the new words and the first occurrence of each internal repetition.
These are 0 to 74% matches. The status of these segmeds isanslated

1 Fuzzy matchedrom 75% to 100% matches. The status of these segmeNstiganslated

About Pretranslated segments:

Pretranslated segments are directly checked by the proofreadedyoudo not need to check
those segments. The status of these segmen@hisck pretranslation

About Internal repetitions:

Youonly need tatranslate internal repetitions once. The rest of the occurrermesautomatically
populated and the proofreader will take care of checking that those are correct, in context

For the populating functionality to work correctly, make sure your translation settings are correct
(seedal G OKSaé¢ Ay SATSINGSAFOR TRANILATEON S

The status of the first occurrence of an internal repetitiohlt translated Once you translate the
first occurrence, he populated segments should come upTaanslated See more information in
Sectionbelow dHOW TO TRANSLATE INTERERETITIO&ISDP

u  Tip:
The shortcut ALT+displays thesegment information window. You can easily
check the status of each segment in this window to avoid editing segments that
you should not edit.

6 WHATNOTTOTRANSLATE?

1 Pretranslated segmentsThese will bgproofread and checked in context by the proofreader.
The internal repetitions also fall into this categoryhadtches.

f Contextmatche¥ LYy ¢NI}yaAd GKSasS INB OFrftfSR a/KS
O2y(iSEG¢ LINBINryatl GAz2yaz YSIyAy3a GGKFG (K
previously translated and stored in the translatimemory.If you find any serious errors in
these segments, you must let your PM know.

IMPORTANT NOTEontext matches in Transit are not locked or protected. Therefore, these
segments might be changed by mistake or for a reason. Eitherimggyting changes to context
matches will introduce inconsistences in the translation memory and should always be reported to
the PM so that they can take the appropriate corrective actions for the TM management.
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a Tip:
The shortcut ALT+4 displays the segment information window. You can easily check the status
each segment in this window to avoid editing segments that you should not edit.

7 HOW TO TRANSLATE INTERRERETITIONS

Internal repetitions are segments the occur more than once.

You will translate internal repetitions only once. The rest of the occurrences will be automatically
populated and the proofreader will take care of checking that those are correct, in context.

For the populating functionality to work correctly, yoeedto make sure youtranslation settings
are correct:

R Y .
/I-f:'. ‘1 Transit NXT 5P 9 - Internal_Repetitions [INTERMAL] <Super User (Global)>
-
Project Statistics Edit Processing Review Terminology Alignment View Windows
L, 2 =] 2
N Rl aronsited /] segment concordance Update matches -||[Min. status | Translated -l A searchin. -
bl Ins. 1008 match |l If no variants exist ~ - |Min. quality 70~ - ;
earc ptions Min. quality Fra Min. quality | 90 ZI & Options 4~ Options ~

Dual Concordance

Fuzzy search [source) Fuzzy search [target)

1. Open all language pai¢globaly) in a Single Window

Open language pairs ? X

Guidelines for Candidates for translation | oK

Guidelines for Nafional Agents Designated Persons 3rd Parties for translation

Cancel

Open all (globally)

Browse...

From TM Container...

(") Open in separate windows

(@) Open in a single window (globally)

2. Click theProcessingibbon and selecinternal repetition<On/Off.

A . -
i{:‘. B Transit NXT 5P 9 - Internal_Repetitions [INTERMAL] <Super User (Global)>
= |
Project Statistics Edit ocessing Review Matches Terminology Alignment View Windows

. e » T 0 - . 2
:'Q Find > Mext T % . MNext ﬁ,, V5 i R Ungroup Empty & next
‘g Replace ¥  MNavigate - Translate group Regroup Delete

Confirm a0 : Undo join |jj On/Off 5 On/off || | 1.
|+ Goto ™ - @  Assign status  ~ Navigate ~ - Unmark Tgﬁ Delete all
Search Translate Internal repetitions Markup assignment

Theinternal repetitions mode is now activated.

3. To go to the first internal repetition, cli¢kext.
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This will bring you to the first repeated segment that needs to be translated. You must proceed as
usual: look for fuzzy matches, dual concordances, and then translate.

4. Finally, confirm the segmefALT+Insent

0 Your translation is automatically populated to the rest of the occurrences within that
group of internal repetitions

o If there are variants (more than one 100% match), the propagation wdlipervised
(Fuzzy).

o To applya translation for all internal repetitions in the same grqspt)
1 Translate thdirst occurrenceof the internal repetition.

SelectProcessing Internal repetitions| Translate group
3 Transit applies the translation to all segmentatching the first occurrence

N

5. The cursor is then positioned in the first occurrence of the next group of internal repetitions.

When the cursor reaches the end of the last file, it means that you have translated all internal
repetitions in the project. Leave the internal repetition mode by clicking@néOff button again.

Tips:
1 - Ctrl+Alt+Plugkeypad) takes you to the next internal repetitisagment.
2 - Ctrl+Alt+Minus(keypad) takes you to thgrevious internal repetitiorsegment.

3-You can also clickranslate groupf you want to automatically apply your translation of the
first occurrence.
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8 HOW TO PROCESS FWMEXYCHES

Asthe name suggests;uzzy Matcheare previously translated segments that are similar, but NOT
IDENTICAL to the one you arerentlytranslating.

The percentage shown (between 75% and 99%) indicates the level of similarity between the two. The
segments will have a status Nbt Translated

Fuzzy matcheshake the translation process quickéwever it is easy to make a mistake with them
too.

Beforeyou accept a fuzzy match, you misbk for the difference between the new and old sourcé

may be a tiny difference in punctuation or capitalisation]ess subtlalifferences that are difficult to

spot at first glancée.g.OFF has been replaced by @dNhe sourcé. If you accept a fuzzy match

without editing it, these errorsnay be introduced in the translation. This could be a huge risk for STAR
sopleasepaycarefulattention whenworkingon these segments

Always look at théuzzy percentagandidentify the difference between the old and new source.

Once you havéound the difference(s) between the old source and new source, you can atigist
targetaccordingly as follows

1 Editing the suggested targeh the fuzzy match windowYou carusethe fuzzy match window
to correct the suggested translatidrefore inserting it into the target language editor. In the
fuzzy match window, the last segment in each match is the Transit suggestion that you can
modify/insert. To insert theorrected¥ dzi T & YIF G OK 2y 0SS @& 2 Tam&tS SR,
segment in the fuzzy match window, then prédsFEnter. You can then mark the segment as
translated in the editor by pressirAlLFinsert

1 Modifying fuzzy matches in the target language editdtse the shortcut ALT+Enterittsert
the selecteduzzy match from thdargetfuzzy match windowMake your editst in the target
languagecolumn and therpressALT+Inserto confirm.

REMEMBERA 100% match markeds+++Segment Concordanege-+doesnot mean that it is a 100%
fuzzy matchIt meanspart of another segmentnatchespart of your current segment.
TOP TIPS!

1) Deactivatethe bubble windowsas thiscancause confusion

Go to UserPreferencegdick on*' in the topleft-handcorner), thenUser preferences > Dual Fuzzy
and untickBubbleat the top and at the bottom of the window.

2) Set Transit to show changes in a Fuzzy with different font Colours
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We recommend yoeghange the colour of fuzzy matches to make the differences easier to see.

@ RSTFlLdA G CdZT1@& RAFFSNBYyOSa I NB RRAEFSABKGS
O2ft 2dzNR € ®

Ly &! @&SNJ LINBFSNByOSaé¢ B G/ 2t2dzNB FyR FT2yGaé:
depending on the type of elements.

{ St SO0 RAFFSNBYy(l F2yiG O2t2dzNBE F2N) aRSt SGSRé =
easier for you to see changes in Fuzzy suggestions.

A User preferences [Elise_Roch (Elise.Roch]] BX
Startup settings
Colours and fonts
Working languages
Special characters
Colours and fonts Cement |Coleug i
S~ Background: spellchecked segments (| e
Transit Editor oo R
| [Background: checked 1 segments (| | |
MNon-Latin fonts | |Background: checked 2 segments 1 = |
Dual Concordance | |Fent: locked segments [ ] e
o i Linki Backoround. locked ceoopente [l -
namic Linkin —

Y 9 | Font: deleted text ] o] I
Dual Fuzzy | Font: inserted text [ ] | | T
Synchronised View Font: replaced text [} = |
Working folder 4 -

T st | FONLOTTrarsaed Woras T NS Uggesions — — [ |
erm>tar | |Background: text failing length check (| = |
Dictionary assignment | |Background: part of text failing length check = ™
Terminology search | |Background: left to right text = = |
Machine translation | Background: right to left text _ | |
Background: internal repetitions (| i
Folder selection | B bemrmeem s ~mmmediom $m Eilinr /. =
Quick Access Toolbar Preview Fortt
Arial -
AaBbCYyZz
Font sizes
Element | Font size -
| |Language pairs 12 | |
| |"Seurce Fuzzy" and "Target Fuzzy" windows 12 = [=
| |"Concordance Search” and "Dynamic Linking" windows 12 = |
| |"5egment info" windaw 12 = |
"Markup" window 12 s
Save |_ OK _‘ Cancel

Doc. Nog SOP 1 Doc. TitleSOP11 Working with STAR Dublin.do&inted copies are not controlled and should not be relied ug Rev. No- 26



& User preferences [pm2 (pm]]

Startup settings
Working languages
Special characters
Colours and fonts
Transst Editor
Mon-Latin fants
Dual Concordance

Dual Fuzzy
Source language
Mirsmum status: Tranalated - "] Bubkie
Mirimum quality (%), 70 | Fimesd window

[¥] Update matches

Dictionary assignment
Terminolegy search
Machine translation
Folder selection

Cuick Access Toolbar

Dynamic Linking [#] Marcups ] Teminolagy
Fuszy. [¥] Shaw icon for language direction
Synchroniged View
Working fold
TR Fotcler [ Automatic segment concordance search ¥ no fuzzy match i found
TermiStar

Minimum quaiity (%) 0
[#] Llze ALT+INS to accept fuzzy match and to confim segment
[7] Use ALT+ENTER to automatically insert best fuzzy match
[} Stay in target language segmert even with fuzzy match
[#] Wam # fuzzy match is confimed without changes

Targed language

[#] Putomatic search
7] Bubbis
[7] Foued window

Miramum status: Translsted -
Minimum qualty (i) |70

[¥] Prrase search

Search in:

[# Reference material

[#] Weeking folder

Save | OK

86% i' T Transit-NXT\projects\HIQAHIQAJob22\8 2 24-translations

Ref b This-is-the-voicemail-of the-portal-phone-of-the-Health-['= <F==|<1l<<F>nformation-and-Quality-Authority.

New This-is-the-voicemail-of-the-registration-office-of the-Health-[1= <F = =|«l<<F=nformation-and-Quality- Autharity.

Ref s-é-seo-glérphost-an-ghuthdin-tairsi-an-Udarais-um-Fhaisnéis-agus- Cailiocht-Sldinte.-

Doc. Nog SOP 1

No-more-fuzzy-matches.d
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3) ActivateAutomatic Segment Concordance Search

CK® dzi2YI GAO aS3AYSyld O2yO02NRI yDOSI @E&NBOK | @HF CHK2A
Fdzy OGA2y aStkNOKSa T 20NZNINBNAGA FafS IwtSyQIK S\ @AITKKS NS 2

&= User preferences [pm2 (pm2)]

Startup settings
Working languages Dual Fuzzy
Special characters

Source language
Colours and fonts guag

Transit Editar Minimum status: Translated - ] Bubble

MNon-Latin fonts Minimum quality (%): 70 Fixed window

Dual Concordance - Disol dt Fontcol
- isplay updates as |Font colour

Dynamic Linking Update maiches playup

Dual Fuzzy Numbers User-defined exceptions

Synchronised View Markups [] Terminalogy

Working folder Show icon for language direction

Term5Star

Dictionary assignment

Terminology search Automatic segment concordance search if no fuzzy match is found

Machine translation Minimum quality (%): 90

Falder selection

Quick A Toolb Use ALT+INS to acceptfuzzy match and to confirm segment
uick Access Toolbar

[7] Use ALT+ENTER to automatically insert best fuzzy match
[7] stay in target language segment even with fuzzy match
Warn if fuzzy match is confirmed without changes

Targetlanguage

Automatic search

Minimum status: Translated - [7] Bubble
Minimum quality (%): 70 Fixed window
Phrase search

Search in:

Reference material
Working folder

Save | OK | Cancel

9 HOW TO INSERT A TERM IN THE DICTIONARY

9.1 Whatis atern?
A word or phrase used to describe a thing or to express a concept, especially in a particular field.
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9.2  What are thegeneralrules to insert a term in the dictionary
The term must be aelevantterm that will be useful for future projects related to the specific
field / the customer
Prepositions, articles, determiners, punctuation marks, stwuldnot be registered.
The term must be entered ilower case-
ExceptionsAcronyms German and other languages if required by rules.
You can enter one or more synonyms #oterm (either source or target languagbgse
synonyms must be entered intoca{ @ y 2y eYé FASERYI yYSOSNI AYy 2Y
In the case ofibbreviatiors, useli K 8bbréviationé T ledvihigRhEfull term in the main field.
Never create two entries for the same term
Polysemy If a term (either source or target language) has several meanings, each of the
meaninganustd S SYGSNBR Ay 2yS 2F GKS G¢SN¥E& TFASH
Do notenter full sentencesnto the Dictionary.
Exceptions:
- Software strings that must remain unchanged and be entered as full sentences.
- Specific sentences that must remain unchanged for several reasons.

The above are general rulegyour Project Manager will let you know of asecific instructions to be
followed. fF you have angloubts,askyour Project Managerfor clarification

9.3  What are the steps to follow to insert a term in the diction&?y

To add a termo the dictionary, please follow the steps below:

1
2
3.
4
5

. Select the term you would like to insert;
. Go to the Terminology tab in the top ribbon;
/| tAO01 2y dawlLAR 9YUGNBET
Insert the translation;
. Save
. oject Stakistics “m‘ Processing c.:v..».-. Matches 2 i
::—2. 31] Letexted .‘?;HIQM (;‘) Tl
enty : B autoinsen - [ kapid entry %
> G«mlnlmlwl - B e ﬂ".'.a . - : : 411 GlereagleGroup (HencageGroug) ~| | ]
lenavigation @ % | TermStar (project dictionaries) ' Brehon Tm.[:it.: ) ) =
ﬂ: ::T Ermor._ |/ Varia... '__ T ENG - Term | ENRER Carcel ]
B rlt;: Brehongige BT oEU-Tem | Help e-and-elegan
Table e-and elegance set-d . ) . - — ng-Kilke
@ The Brehan_Bocking Engine lathtaking landscape, overlooking- National Park -

Killamey-National- Park
Each-of our-125-guestrooms-and-suites
reflercts A confemnoran hlend of stvie-and

3 Each-of-our- 125 guestrooms-and-suites reflects-a-contemp
blend-of style-and-space.
4 The-Brehon-offerswvisitors-a-chance-to-relax-and-umwind-in ﬂ
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9.4  How to edit a record ira dictionary

This is particularlyseful if you need to add synonym, abbreviations, etto an existing entry

Make sure gu have the relevant Transit project opemdOf A O 2 WerniSkr§projedt 6 Y ¢

dictionariesk

1. dick on the termyou want to editand presgCtrl+Ente}.
The entire record for the selected term will be displayedhe right window, in edit mode.

2. Make the required updatesor changes
Once finishedright click >Quit Edit Mode
4. Make sure to clickesto saveyour changes.

w

9.5  Usefulshortcuts for Terminology

Function Shortcut

Replace a word with its (first) translation from
the dictionary

ALT+T

Replace a word with its (first) translation from
the dictionary and change case

ALT+ SHIFT+T

Select term to replace a word when there are
several dictionary suggestions

ALT+K, <letter>

<Letter> here refers to the letter whic
is in front of the particular translation
in the Terminology window.

Select a term to replace a word when there are
several dictionary suggestions and change case

ALT+K, SHIFT+<letter>

Insert a translation from the dictionary without
replacing a word

ALT+G, <letter>

<Letter> here refers to the letter whic
appears before the desired translatiol
in the Terminology window.

Insert translation from the dictionary, without
replacing, and change case

ALT+G, SHIFT+<letter>

<Letter> here refers to the letter whic
is in front of the particular translation
in the Terminology window.

Switch to the Terminology window

ALT+3

(ALT is the ALT key on the left of the spacebar)
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10 ENSURINGONSISTENCY

10.1 Dual concordance search
As a professional translatgou are expected to ensure consistency within your translation and with
the previous translations provided to the customérhere are three tools to ensumnsistencyduring
the translation process: dictionaries, segment matches and Dual Concordance. While the first two des
with standalone terminologyand entire segmentsespectively, Dual Concordance falls somewhere in
between, as it allows you to search &pecific terms or phrasem the reference material or the
current file.

The main advantage of this is that you can see the word(s) you are searching focarréne context
to ensure a consistent and accurate translation.

To launch this tool, open your Transit project and gdimdows>Dual Concordancer alternatively

select the text you want to search for in the current file (source, target or both) and ptes\lt+F or
right click and select Dual Concordance. Transit displays the search results as follows:

Dual Concordance x

Source language Phrase search Search

| ﬂ Morpho search

Target language Match case B

| convention > Save results...

Mirimrn quality () 70

-

Nurnber of matches displayed: 5

90% |agg| C\Programme\Transit NXT\projects\Transit NXT_
Documentationiquality

DEU | ® | Markieren Sie sprachspezifischer Standard um zu Uberprifen, ob die
Darstellung der Zahlen in der Zielsprache auch den zielsprachlichen
Konwventionen entsprechen. I
ENG |+ | Select Country standard to check if the formatting of the numbers in

your translation corresponds to the conventions used in the target
language.

90% |#gg| C\Programme\Transit NXTiprojects\Transit NXT_

Documentationquality

DEU |4 | Zusatlich kann Transit NXT Uberprifen, ob die Darstellung der Zahlen in
der Zielsprache auch den ziglsprachlichen Konventionen entspricht.

ENG |+ | There is also an option to check if the formatting of the numbers in your
translation corresponds to the conventions used in the target language.

Here you also have some basic search settings todwgdpnd or refinghe results obtained:

1 Minimum quality: With this option you can defingow similarmatches should be (not
relevant for phrase search).

1 Phrase searchWith this option Transit searches for text th@tactlymatches the search text.
Thiswill return only exact matches unticking this allows Transit to show a wider variety of
matches

f Morpho search With this option Transit also findsflectionsé & 4 2 NR Fl YAt A S&¢é
searched word.

1 Match case With this option Transit takes accountugbper/lower case

To insert the selected match into your translation, right click and choose the appropriate option.
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Click orOptionsto refine the settings, and choose where to carry out the search.
CKS GhLIIA2yaxe odzidz2y fft26a 0&2E&EN]AYAKTFAE RSNR
LINS@A2dza NI yatlrdA2yad 0awSFSNBYOS YIFOGSNRIT €0
{StSOG G¢NIryatlGdSRe (2 2yfeaRhnadzdm I & i NBAF aAA YA Y
P'YGAO1 aOKSO1 Yivgl wanSt@seéesrgsiilts événlif thelzdiave not been translgted
this can be useful to check how a term appears in context.

Dual Concordance x
Scurce language Phrase search seard
=[] Morpho search
Target lenguags Il Mtk case Opiions, . - ]
2= User preferances [Fabienne Perrin STAR Ireland (Fabienne]] [E ==
ail Save resuls...

Minimom quaity (%) 100 Startup seftings
et Dual Concordance

Mumier of matches dislayed: Warking languages

I (i | . Special charactars
Colours and forts el
Trarcit Editor @ Refeience maters ] Chack mirimum segment ststus
Men-Latin fents Trznslated
Dual Concordance
B i Yk & Warndng folder [¥] Chack minmum segmert etstus
Dual Fuzzy Trznelated
Symchronised View
Warking Folder [ Cispizy dantical matchas anca any
TermStar
Dictionary assig nment MNumber of matches displaved | 200

Teminclogy search

l Actiona on dizlog opan
Machine tranclation

¥ Slan ssarch
Falder selection i1
Quick Accees Toolbar Selacy Traes adarch” s
Naver
& When search sting cortairs mar= than 1 word

Hnays

I Select Morpha search” aption

Save oK Cancsl

You can also simply select some text you wargddorm a search on in the source or target
segment andhen right click >Dual concordance

Note: if you select a term in the source AND a term in the target, Transit will look for match where
this term was in the source and the target term in the target file.
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{7 2 B FrenchitRA) B GD AeR D & ¥ P Hde | @ 8% G @5 o, Trnst T 5B - MalwaresyteslobZl [MalwareBytes] 3. [T
(= Praoject Statistics Edit Processing Fleview Matches Terminology Aligriment View Windows » @
| - — e P Fy . |
o & LR @i de Do
= A saweas 2 ' e B b i % Moaity ||
Create  Open Imqs:;:pa" Setting: o Impart  Expart :;:l.:|: Pack  Forward Unpack m:{—.l- i tr:l::;;l;" e et W Delete |
Administration Progessing Exchange [ransr { KLIFF ¢ SDLPPK) Temaiate Custamer
|.Ip ~ TermStar (project dictionaries) /" tedt FRA E ﬂ:
| = ] 4|
% 97 [ E a5l * Agit-comme- un-rempart-entre-le-monde- extérieur-efle- - ;
-«::_ 1 IKnights:- réseau-inteme. i
= 100 Targets new threals and cleans infections. 97+ Protection-contre les-4 # |
104 Can-also detect undesired- software like PUPs,-keeping- 99| Chevaliers:-
them-from-spamming-users-or-draining-system- 100] * Viseni-les nouwvelles menaces et suppriment les- & |-
resources. Dual Concordance = (heiliants - =
102 Traditional- Ay i 14 pheans smarch I et ment-detecter-des-logiciels-non- =
105 Buards:- prer R ~ | Y b o I[e;- F'_il._JPs:iles-empéchant-&je-nmr;-n 1
108 Preverts-infection Terstlenzusss I Matth case D e n e :
ather known threa]  yogrammes makveilants - AT ne| 3 |
108 Intemet-facing app ymamaqute (g~ _ A |
110 Cates e 5, chevawx-de-Troie, vers-ef-aufres-
e hurrher of matches depayed: 109 s p
- - ) £ = |
" Apps-such-as-Jav it NXTprojectsilMalwareBytesMalware Byt 2
vulnerable to-attac _||met =
113 Awareness-solutiol JENG | | At malware ] | ; |
115 A-welnformed-ug |FRA__| + | Protection-conire les programmes malveillants Ie::ﬁ: qu;e-J_avelal ouklash “e‘”e;‘. 1z
117 Are-my-cyber pold 100% i TATransit-NXT! MalwareBytesiMawareBytesdon24) lw fable-si-elles-he-sonpas-ajour: % ]
119 [Arethey reasonah Achion espanse i *
el ! ENG Feelree-to-reach-out-to-us-with- any-guestions-you-may- n-informeé-rerforce-les-aufres-cauches-
1 Are-my-employeed have about-our-ine- of anii-mabware and- anti-exploit- i
" 2
123 /Am--using tech-th pl’ol_jUCTS. = - rvhorséoita-contelios. ota hlies ? D
FRA |+ | Mhésitez pas-a-nous-contacter-pour-en-savair- phis-sur- ]
Fm_ notre-gamme-de-sokrions-contre-les: ISR i
| - { malveillans et les- exploits. ) N
|

10.2 Terminology
Inconsistencies spotted between the Translation Memory and dictionaries musiplogted to your
project manager. If a dictionary is attached to your project, make sure to perform a Terminology
Check ¢ee 4 TERMINOLOGIHECKINGefore deliveryYou must inform the Project Manager if you
haveaddedany new entrie®r madeupdatesto an existing dictionary.

10.3 Source and translation variants
This is ambligatory step before any delivery. SEENAL CHECKS
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11 MARKUB

Please pay careful attention to this sectidindetails how to assign markups during and after
translation For more details, gideois available on our Help Sectiatnen logging irthe supplier

Portal.

Markups aredt LIt | OSK2f RS N& ¢
need to translated or altered in any way.

F2NJ RAFFSNByY

F2NNI GOAY:S

Markups IDsare marked in blu¢d»text«4]. Markups generally indicate sorkend oftext formatting

002f R AlGlFfAOaZ

4 dzLJS NAE O Nalublabiteltargat hekt frorkgeb thetoriginkl NJ|

layout of the filewhen it isexported. You need to make sure that markups are in the correct position
in your translation i.e. if a word in the source text is marked in bold, the equivalent word in the targe

must be marked in bold as well.

There are 2 main ways of handling markups:

91 Duringtranslation
1 Aftertranslation

Assigning markups is mandatory. If the file you deliver does not have the correct markup assigned,
the Project Manager will send the file back for you to correct it.

To access the markup window, gottte Processingab, and activate thévlarkup function by clicking

the flag in theMarkup assignmentsection.

P o e@-

= " [ French(FRA)

a
=
-
-1

Project Statistics Edit Review Matches

Terminology Alignment View

Windows

Transit MXT SP 11 - INTERMAL

. i 7 - .
:'Q Find > N Join o % Next V& Assign & next B Ungroup * Empty & next
g Replace ¥ MNavigate ~ Translate group Regroup ‘ﬁ Delete
Confirm | Undo join || On/Off onjoft il | z
|=# Goto ™ - & Assign status - . MNavigate = - B Unmark |y Delete all
Search ‘ Translate | Internal repetitions ] Markup assignment |
= " admin_translation-it.FRA
= 0 1
= T . 2 = B2
o
z 36| |[visitors- ]
L& Visitors-Book 54 | + | Meseniorg2 -1
u o i |n| deirdntha Micitar T antras FEl o SRV, PR RSV B S el

11.1 Markup assignment duringranslation

Markups can be assigned during the translation, either from the main menu or using keyboard

shortcuts.

Markups can be displayed different ways showngmore or less detail. The view can be changed in

the tab View > Text/Markups> Options

Doc. Nog SOP 1
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https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Markup_Assignment.mp4

I.-/ -‘-‘-__ (B # French(FRA) jﬂ?&?{ﬂﬂ)@aﬂﬁv&v??m& Hidejﬁ&g@'mﬁs \1

= - -
Project Statistics Edit Processing Review Matches Terminology Alignment View Windows
| % Create Switch off |T ™ @l m Colours - - Special characters {) Create | Save 'rf Delete |
= | 1 Delete
. Modify <% Synchronise view = | Markers | Hide ZI | Markups | Hide Mo di W {h Save as (3 Reset
~ oOptions ~ | g ; =
i Delete 2 Apply - /s or /° options - NXT_Tran}tl (Globa -| || NXT03.01 (User) -
Segment filter Language pair Segments Formatting ogy layout Manage views
'.’ Structure ; L
= ¥ Markup ID 9
= Markup ID with type
é- Right-aligned
z v
= |

WhenMarkup IDis activated, markups arghown inblue superscript numbers on either side of the

4 *News«1l-about Transit ~

B IMarch 2007 —Team 2000

8 |Wherever-Ianguage-barriers-present-themselves-in-your-par‘[icular-Iine-of-business,-ﬁ»Transit«ﬂ,-[E» ]
TermStar«2l-and = Weh Term«3 are-there-to-helpyou -
They are-STAR's Professional Translation Tools -

10 Thanks to-their B=open«4-architecture-and- Bxease«3l of access integration inyour particularworkflow-is-ahways-
possible -

12 |Many-Ianguages-—-one-strategy-

14 |Always-use-TermStar-and-Transit-to-translate-your-projectsI-

15 Farh-tnnlromeacawith-a.araat [ ewizard«1] . ¥

2| + | 'Produktinformation- 11,2007 A

4 [1sNews«!l- about Transit-NxT

B March 2007 —Team 2000 T

al+ rWann-immer-Sie-bei-Ihren-Geschéften-auf-Sprachbarrieren-treffen,--ﬁ»Transit«11,-[2»TermStar«21-und-[3»
Wb Term«3-sind-da -urn-lhnen-zu-helfen -

g They are-STAR's Professional Translation Tools -

10 Thanks to-their B=open«4-architecture-and- Bxease«3l of access integration inyour particularworkflow-is-ahways-
possible -

12 rMany-Ianguages-—-one-strategy- v

text in question

In the Markup window, you can seé¢he full version of each markup in tleeirrent segment pelow
the <b> markup, whicdenotesa bold font).

1| + | Transit,
=hy= Transit,

2| + | TermStar
<= Termstar

3| + | WebTerm
<j= YWebTerm
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To insert markups while translating:

p In the Transit editor, in the target language window, select the text to which you want to apply
the markup.
Next, pressCtrlH{ID], where ID refers to the markup numbsgtown in the Markup Window
NOTE: enter the number using the number keys above the letters on the icyinad the
numerical pad
To confirm the markup assignment, press tight arrow key.

P For simple formatting (bold, italic, underline, subscript, superscript) not appearing in the
source segment but needed in the target segment, you can use the formatting buttons found
in Edit> Formatting

(7 = B P French(FRA) BRgore @& e IE He janEe@-

== _
Project Statistics Edit Processing Review Matches Terminolagy Alignment View Windows
Cut . @) Record . : | ZF Bookmark f:\ AutoText :: Backup copy | Minutes 10 Z|
Copy [0 Smart pBy I U||x x| stop ] 45 Setflag Read-only |7 Automatic keyboard switch
: Redo o Character [ |
Paste Play map »E Gotoflag |ARa v| ||:| Keep source-term caps
Clipboard Formatting Macros Text: Miscellaneous

11.2 Markup Assignment aftettranslation

If you prefer, you can focus solely on the translation and assign markups after everything has been
translated.
To do so, proceed as follows:
1. Place your cursor in the first segment of the translated document (in the target window).
2. InProcessing Markup assignment pressOn/Off, then selectAll segments with markupn
the drop-down menu.

T& B A French(Fra) CEE SR R0 & ¥R Hiee | HE=Gs " Transit NXT ¢
Project Statistics Edit Processing Review Matches Terminology Alignment View Windows
i e y Ungrow apty & ne
&% Find P Next — Mext /ﬂ_, R Ungroup Empty & next
| &5 Replace 4  Navigate - Translate group | Regroup Delete
Confi . Unda join || On/off on/off .
|=+ Goto oMM | & Assign status + eI = Navigate - % 1 | Unmark | @i Delete all
Search Translate Internal repetitions J Segment
i

= TermStar (project dictionaries) ** All segments with markups

i Only segments with unassigned markups F

& 7 Can

2 2 STAR-TRANSLATION = - "

= | | Start markup mode for all segments with markups
E 314 —

Transit will automatically go to the next segment where markups need to be assigned.
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NOTE: If yohavealready assigned some markups during translatiad do not need to check them
you can select the optid@nly segments with unassigned markups

| | About_Transit NXT (English [UK])

IProduct Information-11/2007 A
[1sNews«1l-about Transit NXT
IMarch 2007 —Team 2000
[herever language-barriers-presentthemselves inyour particular-line-of business, 1= Transit«1] - [2»
TermStar«2l-and- B+ Wabh Tarm=3-are-thereto-helpyou -
g They are STAR's Professional Translation Tools -
10 Thanks-to-their- #=open«d-architecture-and [S=ease«il-of access integration-inyour particular-workflow-is-always:
possible -

[ O v Y N N

12 |Many-languages-—-one-strategy-

+ | IProduktinformation- 1172007 A
[M>News«1l-about Transit-NXT
MMarch 2007 — Team-2000-

+ |i‘/\lann-immer8i e bei lhren-Geschaften-auf Sprachbarrisren treffen, Transit, [2*TermStar«2-und- = Wab Term«3
sind-da,-um-lhnen-zu-helfen -
] They-are STAR's Professional Translation Tools -

3. Highlight the target textorrespondingo the text highlighted in blue in the source windpw
i.e. the word(s) to whiclthe markupsapply.

Lo I Y Y

. . Vo Assign & next ] )
4. Clickonthe Assignand next button ( ") or pressF11 Transitthen assigns the

markup.

Note: If you have already assigned a markup (even a different one) to the same
source text in another segmerdandthe samecorrespondence is found in you
new target segment, Transit NXT will automatically seleat corresponding
target text. This saves time, as yomly have to confirnthe proposed markup
position to assign the markup

11.3 What to do if a markup is not needed:

Sometimesa markup is nohecessaryn thetarget text A common example of this date formating
(March 20", April 3, etd.whenthe superscript is notisedin the targetlanguage

Goto PNRB O S a &Markl assignmenthOn/Off and clickkempty & nexg as shown in thescreenshot
below:
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Alignment View Windows

i -
_'{% v5 Assign & next B Ungroup ® Empty 8 next

Regroup Delete
On/Off :
- (< P B Unmark | &y Delete all

Markup assignment |

roup

A
ish FINAL (Engish (UK

Tofind out more about markups, please watch the following video:
https://www.youtube.com/watch?v=COckaYN3e3Y&list=PLqSy9LuLnz49VW8hTQogaaiNHP6gDclpO&index=1

U Tipfor segments with a lot of markups
To start over from the beginning copy the translated segmemidtepad. Press
ALT+CTRL+Backspadew the source text and the source markup will be in the
target segment. Pastin your translation around the markupark the segment
as translated.

12 USEFUL TIPS FORANSLATION

i Closing and reopening projects

If you wish to exit Transit ancbntinueworking on your project at a later time, make sure to save
your work using "save language pair" asldseTransit.When you are ready to resume work on the
project,do not double click on the PPHhstead, open the Transit software first and select your
project from theRecentprojectsdrop downlist.

U Inserting a nonbreaking space

To insert aNon-breaking spaceiseCTRL+SHIFT+SPACE
U Segment numbers

Thesegmentnumbersl 7l N 2y UKS STu 2F 0KS fly3dz 3S
generally the firssegment is 2, the second is 4 and so on. Segments 1, 3, 5 etc. are hidden structur:
segments containing encoding information regarding the original file layout.

u Dictionary terms
Terms highlighted in yellow aterms contained in a dictionaryif any is attached to the project).

U Special characters:
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https://www.youtube.com/watch?v=COckaYN3e3Y&list=PLqSy9LuLnz49VW8hTQogaaiNHP6qDclp0&index=1

Character

Toinsert any special character, gofalit> Character Maj. =

U Editor view:

To switch between a vertical (sidg-side) view to a horizontal view in the editor, go\feew >
Language Paiand use the following buttons to toggle the view.

N - -
[ == I Transit NXT 5P 9 - Internal_Repetition
=

Project Statistics Edit Processing Review Matches Terminalogy Alignment Windows
? Create Switch off |T e | f-\l ﬁ Colours ™ . Special characters Q Create .I._i Delet H Save il Delete
LA = | elete
¥, Modify Synchronise view N | Markers | Hide :I | Markups H|de % Modify CI}‘I Save as G Reset
=~ Opti i
il Delete = appy - & UL ,jl Options = /‘l Options ™ ‘ MNXT_Transit1 (Global—| ‘ MXT03_01 (User) Z|
Segment filter Language pair Segments Text/Markups | Terminology layout | Manage views
— - —— — _ — - —__

U Segment filtering

Transit has a wide range of filtering options so you can view/hide certain segments as you work. Tt
can be extremely useful, for example:

-/ KSOlAy3 &2dz Kt @Sy Qi YA&aasR |yé 483Y8yiia
- allAy3 &4dNB &2dz R2y Qi | OOARSYylfte SRAG &

- Viewing segments containing a certain word or phrase
- Viewinga specific range of segments
- Viewing segments last edited by you, or segments edited after a certain time.

To apply segment filters, go ¥tew | Segment filter | Create You will see four different tabs under
which you can specify different parameters for your filter. The huge range of options under
G{SIAYSYlG LyF2¢é YI |abnastanyihingl2aadaAoft S (2 € 20l

hyOS &2dz KIS aSt SOGSR UGKFAY ICNE apl NE dO MM T $ NIy
segments meeting the criteria you have selected. To remove the filter and view all segments again,
Ot A01 2y GaABAGOK 2FFEY

4
Project Statistics Edit Processing Review Matches Terminology Alignment View Windows
¥ Create % Switch off T ﬁ Colours - | Special characters 'C\, Create "i H Save "i Delete
. ; Delete
it Modify (= g Synchronise view - | Markers | Full :| | Markups | Fyll :I fi¥l. Modify @1 Save as C Reset
#~ Options ~| g & -
il Delete = Apply - P #  Optons ~ | & Options ‘ View standard (Glob:I ‘

Segment filter | Language pair | Segments | Text/Markups | Terminology layout | Manage views

L Eses e e n i | = = = = — = = | L — P .- —_— 1

You can also save your most commeuaded filters so they are available for you to choose from
the drop-down list undeView | Segment filter | Apply.
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Filters can be applied to both the source text and the target.

Quick filters:¢ 2 &t @S GAYSTI (GKSNB Aa | Gljdza O1 FAfL G
window. Doubleclick on the filter symbol to view and select filtering parameters as shown:

Double click on this button

g, ¥ =
Cuick segment filter ? >
A
85 rChOOSE -an-item. Segment status Intemal repetitions
|. (®) Cumrent status (® All segments
87| +]'oul () Status after import () Only repetition segments
89 rNO EIQT ‘ftrilr'lslat&d () Only nonepetition segments
. igne
91 [Choose-an-item. Mignment checked () Only first occumence
93| + |'OU| %er:t:l{;;jtranslaﬂon O NI,;? only first occumence of
Spelichecked HLSELLLE
95 INO Checked 1
|- . Checked 2
g7 Choose-an-item.
gg | +|loul
101 rNO Fitter Off Apply filtter Cancel
103 [Choose-an-item.
ane |l o IS
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13 AUTGCORRECGAND AUTOCOMPLETE FUNCTIONS

To save time as you translate, Transit eatomatically correct common typing errors or insert

frequently used words after you have typed only the first few lett&su can activate/deactivate and
customise these functions under the Transit Editor section of User Preferences:

= User preferences [AlexandraStephens (Alexandra.Stephens)]

Startup settings
Working languages Transit Editor

Special characters
Colours and fonts

Transit Editor
Non-Latin fonts
Dual Concordance
Dynamic Linking
Dual Fuzzy
Synchronised View
‘Working folder
TermStar
Dictionary assignment
Terminology search
Machine translation

Display Bubble window for URLS, indices, and footnotes

[] Automatic keyboard switch

[ Keep capitalisation for capitalised terms in the source text

[] When translating internal repetitions: Suggestto accept translation for all segments
Create backup copy (interval in minutes} 10 |=

Play signal sounds for certain functions (e.g. fuzzy hits)

AutoComplete

Suggest relevantwords after entering first letters

Folder selection Word list. for English (UK)
Quick Access Toolbar

AutoCorrection
Correct accidental usage of cAPS LOCK key
Convert straight quotes to smart quotes
Correct TWo INitial CApitals

Excepions.. . for English (UK)

[ Replace as you type in English (UK)

Replace With

© © i Add
®

® Delete

(tm) ™

12 Y

174 A

374 %

Ameria America 1

Save

13.1 Autocorrect

Transit will automatically correct the accidental use of cAPS LOCK or two capital letters at the beginn

of a word. It comes with a preset list of common typing errors, which you can add to in User
Preferences > Transit Editor
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|¥| Correct TWo INitial CApitals
Exceptions... for English (UK)
eplace as you type in English (UK)
eplace With
actualyl actually & Add
additinal additional Delete
addtional additional
adequit adequate
adequite adequate
adn and
advanage advantage
affraid afraid
afterthe after the

You can alsohose to remove entries from this list if you prefer them not to be correchsdselecting
0KS SYGNB FTNRY GKS fAadG FyR Ot AO1Ay3a 2y 5S¢t S

The Autocorrect function is also useful for entering special characters quickly, exg©cnd for
converting straight quotes to smart quotes as you type.

13.2 Autocomplete

As you type, Transit can automatically suggest suitable words and phrases:

ra ‘rayerres »
41" |Graph-‘l:<<4*:—>
6| *| Common: Implementation-Plan«6™»

8| * |Life-cycle-process-case-ma<8*»

10(%*| Graph-2:«10%*» management
12| * IImplementation-PIan---SaIe

14 Fc14»

16 l«16»

18 Fc18»

20 POTIN

Use the UP and DOWN arrow keys to move between suggestions and ENTER to accept.
The suggestions are generates in Transit during the project creation process, using the reference

material and project dictionaries. You can add your own words and phrases in User Preferences >
Transit Editor | Autocomplete | Word List.
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This function also supports the conversion of dates and numbers into the target language format, e.g.
1.234,56-> 1,234.560r 29 Mai 2024> May 29, 2024Again you can customiseishconversion under
User Preferences.

14 PACKING THE TRANSLATRRNJECT

IMPORTANBefore packing the translation follow the instructions in the sedtidiAL CHECKS

Once you are satisfied with your translatiand have completed the Final Checkaye the language
pair andgo toProject>Exchange> Pack TranslationSave the TPF File ageliverthis file using the
G! LX 2R ¢NryathridSR CAftSaég FSIHGdzZNBE Ay (GKS { dzLJL

15 HOW TAPENIHE PROOFREAD BENT BY THE PROJECT MANAGER

Your translation is sent for proofreading once you upload your file through the supplier phittd the
proofreading is completedjou will automatically receive a copy of the revised file via erRail every
project duringyour Probation period and occasionally once you have been approved, you will also
receive comments on the quality of the translation, including a score fredh 1

Please review the feedback receivearefully. This is the best way improve and grow as a translator.
We are expecting a quality level of 1acasionally. If youreceive aquality scoreof 3 or 4 youmust
respond to the project manager with thections taken to delivea quality level of 1 in the future.

Good eampleactions
- | have rewatched the videos on markup assignment.
- | will leave one day between completing the translations and performingue
proofreading.
- | found that most of the errors were related to grammar wh&tand | have reviewed the
language standard.
Inadequate example actions:
- 1 will pay more attention in future projects.
-l will be more careful.

You willautomaticallyreceivea PPF that has beerorrectedby the proofreader.
In order to see the corrections:

1 Open therevisedPPF in TransifThe projectopens asisual:
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1 Change the Filename of the project 0 e

Project name

CObject Scope
[ DEFAULT Global
[ ) DEFAULT_MR Global
[} DublinCityCouncilJob 124 Global
[:'J DublinCityCouncilJob124__for_comection Global
[ Immersed TechnologiesJob5C Global
) hot_Word Global
Filename:

Immersed TechnologiesJob5B

| I Save I

Scope:
Customer
Customer:

Immersed Technologies

example Clickzave.
This is to ensure that:

f  Make sure the path and the location of the project are corréct. A O |

Doc. Nog SOP 1

- your original translation is naiverwritten

Cancel

New customer

- you arecheckinghe version we want you teevise (i.e. the proofreadersion).

Project name ? x
Ohbject Scope ™
[ 101004_ENI_PPTM Global
1201 EvT Global
[ 12566_Fiskenverket Global
[‘_j 12803 _resolut_eng_copy Global
[ 1501_RFID_PPT Global
[ 1505_COMTOM_Portal_HB Global
[ 1511_Software Manager Global
[ 1509 _reattimes Global
[ 183062 Global
[ 2112marketingJobSalignDAN Global
[:' 1211 2marketinglobSalignDEL Global
[ 2112marketingJob5alignESP Global
F 9443 ndecticm bk Bl CO A =l -l e

Filename:
‘ImmersedTechnulu:ugiesJDb 5B_final_proofread| | | Save |
Scope:

Customer ~ Cancel
Customer:

Immersed Technologies w~ Mew customer
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1 The namdhat youhave given the project should also come up as part the path
(see screenshot below):

B Folders 7 X

Project working folder

| M X T projects‘Jmmersed Technologies Jmmersed TechnologiesJob 5B final proofread® Change...
Folder hierarchy
() .. neProject> i) .. ellzer name>\«Customer:'\«<Project »
(@) . \eCustomer>'\<Project () .. eCustomers\zUser name:'\<Project»
() .. \eUser name>"<Project > () User-defined...

Cancel

1 Open Language Pair asual.

Place the cursor in one of tharget LanguagdPairsegmentg1).

1 Go to View(2)> Segment filter, click on Creat®) > go to Segment inf¢!) > tick the box Only
segments with revision&) > click on Apply filtef6).

=

IMPORTANTIN Transit, theSegment Infqpanel displays the previous translation and tracks the
changes madelo activate the panel, go t&\[indowg >[Segment Infd

The changes mad&rethen flagged as shown below.
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