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A GETTING STARTED

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

Before working with STAR Translation Services, please note you must:

1) Follow the instructions provided here.
2) Follow the instructions provided by the project managers.
3) Comply with deadlines agreed with the project managers.

Failing to do so will negatively impact on our corporate image and STAR Translation Services reserves
the right to apply discounts on projects.

It is important to establish a good reputation. Good 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 work. Low quality work, late deliveries or lack of
communication will negatively impact your reputation within the Project Management team. It will
be difficult for you to regain trust once it is lost.

Remember to contact your PM or the Vendor Manager if you run into difficulties or are unsure about

something!

IMPORTANT: Machine 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 approved systems 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 quality policy, data
security policy and confidentiality.

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

This document shows you how to:

1) Receive and deliver a translation project from the STAR supplier 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 refer to SOP 41 Working with CLM.

Availability and Working hours:

One of the joys of the way we work 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 non-standard hours, or are on holidays please write to resources@star-ts.com with the
days and times when you are able to accept projects. Otherwise, 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 only expect a 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 knowing your working hours, we will 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 can re-assign the
work and avoid potential delays.

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

help to ensure you will be sent more work. The project 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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A THE STAR SUPPLIER PORTAL

1 INTRODUCTION TO THE STAR SUPPLIER PORTAL

The STAR Supplier Portal is an online platform where you can access your projects:

e Project details: Service, Language combination, word count, deadline, project reference,
Project Manager that created the project, status, etc.

e Files for translation: Such as Transit NXT translation kits (PPF files)

e Project related files: Such as original files or reference material.

Translation instructions

e Support for large files, up to 100Mb

e Confirm deadlines or suggest an alternative deadline.
e Deliver your translation projects.

e Create, upload and check the status of invoices.

e Ask questions to the customer and receive the answers.

2 REGISTERING AND ACCESSING THE STAR SUPPLIER PORTAL

Access the portal with the following link: https://suppliers.star-ts.com

If you are a first time STAR Supplier Portal user, please register. Click the green “Register / Forgot

st=rk  STAR Supplier Portal

Log in

Get a log in:

Raar Eorgck Pt

Password” button to register for the first time.

Please insert your email address and a password as per image below. Your login identity is your

email address.
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Password#*

Confirm Password

Once you have submitted your Registration Form, you will receive a confirmation email. Please
click on the link provided to activate your account.

Once you have completed these steps you can access your personal page on the STAR Supplier
Portal. From here you can manage your projects.

NOTE: if your contact email changes at a later stage, please get in touch with resources@star-
ts.com so we can update your records and ensure requests go to your new email address. You will

also need to register on the STAR Portal using your new email address.

3 STAR NEWS PANEL

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 out — you might find interesting and useful facts! Please see 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 EMAIL NOTIFICATIONS

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 language combination.

2. Name of the project, and link to the project in the STAR Supplier Portal — this is a quick
access to the main details of the project order.

IMPORTANT: Click on this link so that the Project Manager knows that you have received
their email; this is just to confirm receipt of the email.

You can still suggest an alternative deadline or decline the project.
Deadline.

4. Wordcount and cost.

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

6. Total value of your invoice.
7. Project Manager that created this project - for further communication.

www.star-ts.com

Requﬁth}' Translation, English == Irish |

Hi 3008,

Plaasa start on the following Project:

Plaase can | hawe this hackuE 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

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].

it s & requirement ta comply with our Format Checks Instructions.

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

» Adisraunts fram 5% to 100% will ke applied t© non-compliant delivery, induding but not limited to:
o arrors & variants nat being fxed,
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

[rre——

Wendor and Cuality Manager

ETAR Translation Services

Docklands Infowation Park, 128-130 Cast Wall Road,
Dublin 3. D03 RD34. Ireland

Doc. No.—SOP 11 Doc. Title -SOP-11 Working with STAR Dublin.docx. Printed copies are not controlled and should not be relied upon. Rev. No. - 26




5 STAR SUPPLIER PORTAL INTERFACE
5.1 The Project List Tab

This lists the projects that have been assigned to you.

Functionalities overview

See the main functionalities of this tab below:

sTaR  STAR Supplier Portal

ing some of your details (NDA, Qualifications, Competencies)
We have s\mp\lﬂed the way of accepting projects to a singie 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 l!i] M 2130 286 253 61056 *A_P* COMPLETED

2017-11-23

50073 DC  RMAuctions Job181 auction resuits French Project 90073 Proafreading French i 0 2466 0 D45 tls COMPLETED
Anixter (US) Job845 MOM for Multi-Lingual Discussion Two RFQ Project 97101 2017-10-18 ACCEPTED BY
English->Dutch = — 17:00:00 i s = == TRANSLATOR

97101 SPM

1. Description: Displays the opt level details about the project: language combination,
suggested deadline, wordcount, etc. The description line is a hyperlink that will lead to a
more detailed view of the project order.

2. Invoices: Displays your invoice number in the invoice field for the project if we have
processed it. Note: the portal only shows the invoices for the last 90 days.

3. Status: Displays the status of your projects in reverse chronological order, the newest
orders appear at the top of the screen.

Project status information
Your project will show one of the following statuses — organised here following a normal workflow:

1. READY TO START: The project was assigned to you, but you haven’t accessed it yet. The
project line is displayed in blue.

2. RECEIVED BY TRANSLATOR: You have accessed the project via your personal space on the
Supplier Portal. The project line is displayed in blue.

3. The status will be updated to “accepted” once you have
confirmed or modified the suggested deadline. The project line is displayed ingreen.

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 following 3 days.

5. Again, this status shows that you have accepted the project,
but suggested an alternative deadline. Your project is due anytime in the following 3 days.
6. : This status will show once you have delivered the files

via the portal. The project line is displayed in light grey.

7. RECEIVED BY PROJECT MANAGER: The project has been downloaded by the Project
Manager.
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8. COMPLETED: The project will show as completed once it is closed off. Information for

completed projects will stay up for some time but will eventually disappear from your list of

projects. Please note that once a project is marked as completed, you won’t be able to

access the files related to it anymore. The project line is displayed in dark grey.

Accessing your project in the STAR Supplier Portal

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

103685

Great Plains Manufacturing Inc Job65 Manuals Translstion Project 103685 DTP

1054569

103682

104388

102182

105144

105145

105146

81179

5.2

IINTERNAL Job21 Test Supplier Portal Project 105469 English->Franch I
TESt DISine Manuractunng 1N 1o ENUSIE [Tansistion Proj

English->Japanese

Great Plains Manufacturing Inc Job65 Manuals Translation Project 104388
English->Japanase

Freeman Technology Ltd Job17 Flow Performance and Povder Texts into Chinese
Project 102182 English->Simplified Chinese

Allied Machine and Engineering Corp Job1Z Website translation Project 105144
English->Franch

Allied Machine and Engineering Corp Jobi2 Website translation Project 105145
English->French

Allied Machine and Engineering Corp Job12 Website translation Project 105146
English->Franch

INTERNAL Jobl1l Company NDA Project 81179 Irish

ENG FRA
ENG  IPN

ENG IPN

ENG CHS
ENG FRA
ENG FRA
ENG FRA
ENG  GAE

Context

READY TO START

ng on on

fg};‘a ?050”4 1,440 o 33 6 READY TO START
§g}§;§nﬂ4 98,411 91 45142 25,321 READY TO START
gg}g&?g;”“ 5.691 2 17,748 538 READY TO START
fg:‘é‘n':u;:} 13,985 436 1,663 3,273 :gﬁsz[i?o?
raceco e @ 53 52 TraoLATOR
S | = = = o TRANSLATOR.
WEED e w  m s s
e N I I

Your project in the supplier portal

After clicking on the project description, you will be redirected to the main project window. See the

screenshot below.

Project List

Logout

ProjectiD

Project Manager

Description

Source Language

Target Language

Deadline

Conformance

New word

Fuzzy Match word

150931

Alexandra Stephens

INTERNAL Job1221 Test_Project_SupplierPortal_AS Project 190521 English->Irish

en UK.

GAE (g2 1E)

2025-02-27 17:00:00 Accept Project

0

0

Pre-translated word 0

Context Match word 0

other

TOTALE

Status

Transl. Status

0

Dste: 20250226 0415933
Subject:  Please starts INTERNAL Job1221, Test_Project_SupplerPortal_AS, Project 190931
Request for Translation, English -> Irish

From:  resources@star-ts.com
Tor  slexandra.stephens@star-ts.com

Hi 00K,

Plessa start n the following Projects

INTERNAL JobL221 Test_Project_Supplierfortal_AS Irish Project 190931
this back on 27-Feb-2025 17:00 GMT?

Description Unit Prics __Qty __ Total EUR/E
|Contast Mateh 0000 0 0.00
pre-transiated 00 o 000
Fuzzy Mateh 000 o 000
New 0os0 0 000
Jother 0000 0 000
[ToTac o

7 =gl e i of v Words and sy Vatch Wor, Yo e v 3 Cotest Waches o it ot tchas i yourprojct mannger: s s
instructions for proces

The POF fila for

consistancy by using searchas or Dusl Concardance, plesse ask.

Ifyourlanguage s 2 Style Guide of RegX Searches ensure they re olowed, See guides

For marksting transiations, vie expect the the text to be ed

translations. of tha TH. T you wiould like the full TM, to spaed up your work and ansure.

the transiations.

A\ Wi checks must be performed before delivery in TPF format (. spell terminol
«itisa
N e g ]

rkup, format,

T ed,
and /or
llour s Tansiaion st meet the Caighdedn gl standarc.
It = 2 raquirament for this project to read, fallow and comaly vith our Irish Style Guide Instructons.
Toar o yoor e 0.00 EUR

Alexandra Stephens.
Vendor and Quality Manager

‘STAR Translation Services

Docklands Innovation Park, 128-130 East Wall Road,
Dublin 3, D03 RD34, Treland

INTERNALJob211_ESM.PPF

This s 3 test project.doc

DOWNLOADABLE FILES: [/ / Download all as Zip file

Filename Date / Time

20250226

30
2025-02-26 1215832

Question link for translator

size

715,17 K
1624 KB

Phons: +353 (0):1 8265614
Mobile: (+34)

Translation Services | 150 0001 | S0 17100 Carkified

Tt r et i ommondecstated o o e of e i Sy Tavd w1 ot el ecrt
e o v th a0 e tinded i, o i Ny et

rease dcee s messoge

e, los, Besrayed, apive lte o Incomplte, o
e sy bty o responsibty for any useof or elsnce on this eml.
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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 organised into sections:
e Section 1: Starting the project
e Section 2: Translating the project
e Section 3: Completing the project

e Section 4: Delivering the project
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Section 1: Starting the project

ProjectID

Project Manager E%.

Description

Source Langusge =n UK

Target Langusge

108057 :

INTERNAL Jo021 Test Supplier Partal Praject 105487 English->Franch

From TrarsistonGatarts com Date 2015-04-0% 06:18:1;

FRA(fr FR) trarsiatizn@aar-ts.com

Deadline

Supjest Piesse siart: INTERNAL Job21, Test Suppiier Porial, Project 105457
—— Request for Translation + Proofreading, English -> French 5
20180504 170000 | [T = 2

IConformance

- |3

New

Fuzzy

ContextMatch o

Pre Trans.

Status

Transl. Status

READY TO START

DOWNLOADABLE FILES:

Date / Time

2018-04-08 14:17:55 443 Bytes

09001:2008 | IS0 17100:2015 Certified

General information: This is static information that has been set by the Project Manager

who created the project.

Deadline: The suggested deadline set by the Project Manager is displayed in the white field.
Please confirm the deadline (“Accept Project” button) if you can handle the project within
the deadline. Change the deadline (by editing the Deadline field) if you need more time
and click “Accept Project”.

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

You must click the “Accept project” button. This shows the Project Manager that you
accept the deadline. It avoids your project being reassigned to another translator. Once
you do this, the project status will be updated to Accepted by Translator.

If you edit the deadline, the field will become un-editable. Any further modification of the
delivery date or queries regarding the deadline must be notified to the Project Manager by
email.

Conformance: Click “show” to read the Project Requirements and tick “Accept” to confirm
you have the skills and can meet the requirements of the project. This “Accept” only
confirms that you can meet the requirements. Note: To Accept the project you must click
the Accept button in point 2 above. It is essential that you read and follow all the
instructions provided for each project.

Downloadable files: This is where you can download all the project-related files. Usually, it

will be a Transit NXT translation kit (*.PPF) and wordcount file (*.rep). Other materials
might be enclosed here too, such as reference material. Make sure you can open the
project and files successfully before accepting the task.

Email copy: Here you will find the same information as in the new project notification email.
Itcontains any additional remarks or instructions sent by the Project Manager. Please pay
careful attention to any instructions here.
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Section 2: Translating the project — Questions & Answers

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 Subject 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

sho
Piasse can | have this back on O4-May-2018 17:00 GHT.
New o
pom—— e oy Tmmime
Fuzzy o other 0.000 o 0.00]
- 0000 1440 c.0s)
Context Match & Fuzzy Matzh 0.000 o o.00
[S—— oo c.00)
e - Comextmaisn oo s c.00)
o T .58
Status READY TO START The rates agresd for the translation task sssigned To you inclode an infeperdert chack of the transiations. fx 2 resull, na expect the tarsiations o be
petect ani e o b corect, i = i 208 strlnce strectors <pprepdte for fhe purpess Fierdnd, For marketing reristirs, e cxpedt e
Transl. Status iy, the sentenes sroctire and the few f the teit o be prorioed et the 2eetacy o1 S tmreiatars

Tetal far your inveice: 0,00 EUR

King ragargs,

DOWNLOADABLE FILES:

30008
Bratect Hansger

Filename Date / Time 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: IRL: +353 (0)1 6365614 UK: +44 (0)2036 427458 USE: +1 §26-741-8567

Web: =i -
Translation Services | 150 0001:2008 | IS0 17100:2015 Certified

2015-04-08 02:51:23 708,52 KB

_this_in_test_jon__ 2018-04-08 08:51:27 o bytes

1. Questions and Answers: In this section you will find two buttons with different

functionalities:

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

Ask a question: Click this button to ask the customer a question as shown below:

STAR Supp"er Po I‘ta| Logged in as pm7@star-ts.com

Logout Preferences

We are missing some of your details (NDA, Qualifications, Competencies)

‘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

DB (de 08} TpmESE G Deter 20181116 03:43:52
Target Language ’ To:  pmi0@star-ts.com Subject:  Please start: INTERNAL Job68, TEST Q and A Portal, Project 113308
—_— Request for Translation, English -> German
Deadline BT ERBURIE - SN Acceot Project
Hi Damian,
Please start on the following Project
Conformance INTERNAL J man Pre
lease can 1 have this back on 13-Nov-2018
New 0 Description UnitPrice  Qty  Total EUR/E
other [ 0.00
Fuz: a New 0.000 ] 0.00
o Fuzzy Match [ 0.00
Pre-translated 000 0 0.00
Pre Trans. o Context Match ] 0.0
TOTAL o 0.00}
Context Match 0 mportant: Our process for translation has changed. From now on, translators will not proof perfect matches {repefitions 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

» Asking questions:
The customer will receive your questions directly. Make sure your questions are written in
English, and addressed directly to the customer.
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Project List S Invaices Logout

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.

.-F = v"- *.\:. .I.
Y Stybes g

Doy

Junstion;
= hak your guestion here =

Save Question [ Add another OR Done - Notify PM

Important guidelines for asking questions:

¢ Do not suggest translations in your own language: Customers receiving the questions
most likely are English native speakers and they will be able to help you with the source
language only (usually English).

e Only ask questions in English.

e Check the source text, reference materials and translation memory before asking a
guestion — you will frequently find the answer by analysing these materials!

e Make sure you articulate your questions clearly and concisely. This will help to ensure
you will get a faster and more accurate answer.

e Formulate your question so that the customer can answer “yes” or “no”.

e If you are unsure about the meaning of the source, suggest the different options of how
you understand the source in English so that the customercan simply pick one of your
suggestions.

e Avoid using abbreviations.

e Make sure to check the full project before asking a question and try to ask all the
questions you might have in one go. This way the customer will only have to be asked
once and you will get your answers faster.

Make sure you fill in all fields available correctly. This information is essential for finding the
section you are having issues with — the better described and located, the easier it will be to
answer. /!\ In “Location”, do not insert only the segment number as the customer does not
have access to Transit. Instead, you must insert the correct location in the source file (i.e.,
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

Please complete all the tasks described in the section FINAL CHECKS before delivery.

Section 4: 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 files: If you have uploaded any files, they will be listed here.
2. Upload translated files: Use this field to deliver your translations. Normally, this should be a
Translation Transit Package (*.TPF) — not a *.PPF. Please note there is a 100 Mb limit per

uploaded file.
You will be asked to confirm you have followed the instructions and have complied 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 Manager: Insert any relevant comments for the Project Manager.

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 change to Files uploaded by translator in

the project list tab.

FILES UPLOADED BY

Star TS Test Supplier Portal Test 2013-02-27
ENG FRA 718 1] o i) TRANSLATOR

44670FP b oject 44670 French 00:00:00

You will be able to remove the files or upload more files until the project is completed.
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Additionally, for proofreading tasks, you are given the option to provide feedback on the quality of
the translation you received. In particular we ask you for feedback when the initial translation was
particularly good or poor. If the translation was performed by a new translator in probation, you will
not be able to deliver the project until you have submitted this feedback.

The feedback is then shared automatically with the translator. The revised PPF is also automatically
shared with the initial translator.

To provide feedback, click the button “I would like to submit feedback on the translation”, as shown
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 “Save Review”.

You can submit your feedback until the project is “completed”.
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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. No.-SOP 11
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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 Settings Tab

In the Settings tab, there are two sections: “Preferences” and “Details”

Under “Preferences” you can:
- View a summary of your Portal details

- Modify your Username, Display Name and Password.

STAR STAR Supp“el’ Portal Logged in as resources

Logout Preferences

Project List Invoices

Settings Logout

ji} 889

Email  resources@star-ts.com
Supplier ID 1000
Username resources
Display Name Vendor Manager

Email Reminders H}

New Password

Confirm Password

Under “Details” you can:
- Add/Modify your invoicing details (required)
- Add/Modify other details about your services and availability.

STAR STAR Supphel’ Portal Logged in as resources

Logout Preferences

Project List Invoices

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

5.4 Invoices Tab
> To be Invoiced

In the Invoices tab > To be Invoiced, you will see 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 G| T1GH

1. The section “To be Invoiced” shows a list of projects for which we have not yet received an
invoice.

2. The section “Services not yet ready for invoicing” shows a list of projects that you have
delivered but are not yet closed. Please note that projects can only be invoiced 4 days after
completion.

3. The section “Previously Invoiced” shows a list of jobs already included on a previous
invoice.

Note that the portal only shows projects for 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
process (STF-5 SupplierFinanceDetailsAndPolicy.docx). If you do not have this document, please
contact resources@start-ts.com.

STAR Supplier Portal Logged in as

Logout Preferences

Project List Settings Invoices Logout

A select ProjID Description

/ :

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

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
N
\
| Previously Invoiced
P4 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 [10/ 06/ 2025 (7] Uiz e | VAT: 4.60 Total not invoiced: 20.00

Total selected :  20.00
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> List

In the Invoices tab > List Invoices, you will see a list of your submitted invoices with their current

status.

STAR

Project List

2025-05-05

2025-04-07
2024-05-28
2024-05-28
2024-05-28
2024-04-29
0000-00-00

Invoices

Supplier Portal

Settings Invoices

To be Invoiced

Invoice | e M Project IDs

(21641) 259.05 191138 191139 193148 193149 193222
(21596)

(20829) 50 | 175052 177420 177421 178378 178408

(20830)

(20831)

TEST AUDIT (20780) 86.2 | 176023 176027 176028 176349 176390 176522 176550 176569
(21595) 10.00 | 176503

» Requisites to enable Invoice Creation

To create invoices via the Portal, you need to complete the following details in your Supplier Profile:

. Company/Freelancer Name
. Invoice Address

J VAT Status

. VAT ID (if applicable)

If this information is not complete, you will see the following warning:

You can click on the 'details’ link to fill in this information or use the Menu Settings>Dettails:

Doc. No.-SOP 11

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.
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STAR Supplier Portal Logged in as resources

Logout Preferences

Project List Settings Invoices

Company Name Internal

128-130 East Wall Road, Dublin 3, D03 RD34

Invoice Address details

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

Qualifications details

Competencies details

Time Zone |Europe/Dublin ¥

Website URL hitp://star-ts.com
Telephone +353 1 8365614
Business Hours Thu, Fri
(your timezone) details
Bxpertise 4ot
Services details

Once you have completed this information, you will be able to see your completed jobs as usual for your
invoice.

VAT Status:

- You must set the correct VAT status for your current fiscal situation. For more details on this, see
the information in the Supplier Details and Finance Policy (STF-5) provided during the onboarding
process. If you do not have a recent copy of this document, or have doubts, please contact the
Vendor Manager

5.5 Help Tab

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

Check this tab regularly as it will be updated with useful new information for all suppliers.

Some relevant documents you will find here are:

e Process for Perfect Matches (Translators / Proofreaders)

e The most updated version of this instruction manual

e Process for filtering segments during the Post WebCheck verification

e Format Checks Instructions

e How to Activate Warning for Unchanged Fuzzy Matches

e Access to 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

See Transit Tutorial Videos, including:

e Copying the Target to MS Word
e Adding the Character Map to the Toolbar
e Adding a Dictionary to a Project in Progress

e Creating a Macro in Transit (ex. Customised shortcut to confirm a segment)

e Fuzzy Matches and Dual Concordance

e Markup Assignment

e Segment Filters

e Terminology and Spell Check

e How to run the Terminology Check (ignhoring false errors)

e User Role
e \Virtual Join

Language Specific Information:

e Canadian French Style Guide - Instructions (FRC)
e German Style Guide - Instructions (DEU)

e French Style Guide - Instructions (FRA)

e Irish Style Guide - Instructions (GAE)

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)

e *Right Click and Save Link As to Download Search for Canadian (FRC Regex).

e *Right Click and Save Link As to Download Search for Irish (GAE_Regex).

e *Right Click and Save Link As to Download Search for Spanish Mexican (ESM_RegX).
e * Right Click and Save Link As to Download Search for Remaining Target Languages

(GEN_Regex).

We have created customised search filters for checking issues that cannot be found during the
standard format checks in Transit. Save the relevant search filter for your target language on your
computer, so they are always available. For more details see our Guide for 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 HOW TO ASK QUESTIONS WHEN YOU HAVE AN ISSUE

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

If you have a specific problem with working in Transit and/or one of your projects, please follow the
guidelines below. This will help you and the project manager find a resolution more quickly:

e Send screenshots of the issue, making sure the issue is visible in the picture.

e Explain exactly what problem you are facing, using the screenshots as support.
e Send the project number/name if the question is related to a project.

e State if this is the first time that the issue occurs.
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A TRANSIT NXT

1 OVERVIEW
Transit NXT is designed for professional translators to deliver top quality work quickly and easily. It
takes some effort to learn, but once you get used to it you will find that it helps you to be extremely

efficient with your time.

Check you are using the latest of STAR TRANSIT NXT Service Pack here: https://www.star-
group.net/en/downloads/transit-termstar-nxt/service-pack.html and you can download it if not.

2 USER NAME AND CONFIDENTIALITY

" Create new user 7 X

User name: |Paul | Create user

| Cancel

Full name: |STDUB_1234_x¥|

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.

Your “full name” is identified with your work and will be visible to other users working on the same
project. For confidentiality purposes, you must hide your identity by using your Supplier ID, prefixed
by “STDUB_" and suffixed by your initials “_XX".

You can find your Supplier ID under the Preferences Tab on 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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If you have already installed Transit and wish to switch from a User name to a User ID:

e Find the file “USERS.INI”. Typically it will be located here:
c:\Users\Public\Documents\Transit NXT\config\users\

e Rename the file to USERS_ORG.INI

e Start Transit and the Create New user option will show

3 DOWNLOAD AND SUPPORT

You can download the Transit programme and guides here:

https://www.star-group.net/en/downloads/transit-termstar.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 Manager
at resources@star-ts.com and we will provide technical support.

4 INSTALLATION AND ACTIVATION GUIDES

STAR-group website download centre has an entire section dedicated to the installation and
activation of Transit NXT on your machine.

Use this link: https://www.star-group.net/en/downloads/transit-termstar.html#mCont 2879
To find:
1) The installation guides

2) The Quick installation guides can be found here, under the “Quick installation guides” section
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.

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 activation email.

Activation guide provided to you with the Transit

NXT license activation email.
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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 ACTIVATION ON TO A NEW COMPUTER

If you are changing PC, you need to deactivate Transit before 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
STAR-group download centre here:
https://www.star-group.net/en/downloads/transit-termstar.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 on 2 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 about to expire

Before your Transit license expires, please send an email to resources@star-ts.com. If you have

already accepted a project but you are waiting for your new license number to start work, let the
Project Manager know. Please note that it can take up to 24 hours to receive a new licence number.
For this reason, please let us know as soon as possible when your Transit is going to expire.

You can check your licence expiry date by clicking on the button located at the right-hand side 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 ™~

it
http: /v, star-group.net S
|

Licenced to:
H
FOROCOO OO K. F
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 button, you can see the licence number you are currently using. For
example: 1-1-9500217-0-3000000-X-40-26850-11-1-191216-SURNAME-259365962.

Note that the numbers in bold marks the expiry date -> year/month/day. In this case, the licence
number will expire on 16 December 2019.
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6.2 How to renew your Transit license

When you receive a new licence key for Transit, please follow the steps below:

1. Go to control panel -> all programs ->Transit NXT.

Apps & features

| Installing apps Change app defaults

Cheaose where you can get apps from. Installing only apps from the
Stare helps protect your PC and keep it running smoothly.

H= s & eeoie: ‘ Turn off app recommendations

55 Default apps Related settings
Apps & features Programs and Features
o Offiine maps
Manage optional features

1 Apps for websites Have a question?

Manage app execution aliases
Change startup apps
O Video playback Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list Troubleshoot Microsoft Store apps
& Startup ‘ transif % Uninstall apps
Update apps
Sort by: Name - Filter by: All drives Get help
. Transit NXT 143 MB
= 28-Feb-19 Make Windows better

Give us feedback

2. Click on the Transit icon and choose the option “Change / Modify”.

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

3. Choose “License upgrade” and click “next”.

(C) Remave

Uninstall the product entirely. 7
ﬁ (®) Licence upgrade Bpp

Enter your new licence key.

Ccro

() Transit NXT Configuration
Maodify the Transit MXT configuration settings.

E‘l_ m _crH
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4. Add your new license number and then click “next”.

-
R aults
efaul

links,

| i
Please enter your new licence number: P se
Product licence number:
- patur
The product licence number determines which features are avaiable to you,
L |
?
apps
Crost
Next > Cancel

7 WORKING WITH TRANSIT NXT - USER GUIDES

Please consult the following two guides carefully for detailed help with Transit NXT. See the section
“User documentation” here:

https://www.star-group.net/en/downloads/transit-termstar.html#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 detailed webinars here:
https://www.youtube.com/playlist?list=PLgSy9LuLnz49VW8hTQogaaiNHP6qDclp0
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8 TOP TRANSIT SHORTCUTS
Print this page. It will save you time.

Function Shortcut

Confirm the active segment and assign new ALT+INSERT
segment status.

Move the cursor to the next segment to be
processed and search for fuzzy matches there.

Search for fuzzy matches for the current ALT+ENTER

segment

Undo translation of current segment CTRL+ALT+BACKSPACE key

Delete update marker In the target-language window or the

fuzzy index window: ALT+U

Navigating based on the current status:

Go to previous ‘Not translated’ segment CTRL+MINUS (numeric keypad)

Go to next ‘Not translated’ segment CTRL+PLUS (numeric keypad)

Go to previous segment with the status ‘Check ALT+MINUS (numeric keypad)
pretranslation’

Go to next segment with the status ‘Check ALT+PLUS (numeric keypad)
pretranslation’

Go to previous 'Not translated' or 'Check CTRL+ALT+MINUS (numeric keypad)
pretranslation' segment

Go to next 'Not translated' or 'Check CTRL+ALT+PLUS (numeric keypad)
pretranslation' segment

Navigating based on the status directly after import:

Go to previous ‘Not translated’ segment SHIFT+CTRL+MINUS (numeric keypad)

Go to next ‘Not translated’ segment SHIFT+CTRL+PLUS (numeric keypad)

Go to previous segment with the status ‘Check SHIFT+ALT+MINUS (numeric keypad)
pretranslation’

Go to next segment with the status ‘Check SHIFT+ALT+PLUS (numeric keypad)
pretranslation’

Go to previous 'Not translated' or 'Check SHIFT+CTRL+ALT+MINUS (numeric keypad)
pretranslation' segment

Go to next 'Not translated' or 'Check SHIFT+CTRL+ALT+PLUS (numeric keypad)

pretranslation' segment
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A TRANSLATING WITH TRANSIT NXT — GETTING
STARTED

1 LANGUAGE SETUP

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

Pf‘g._ B /& French(FRA) Z|[-! BIPIVNSRB-S-PHFIOE ARG Transit NXT SP 7 - Default < Super User (Global)> =)
<7 Project Statistics Edit Processing Search View Windows o
_— Recent proj 2 = D Create (|
\@ Open dictionaries erent profects | % W Moarty || S
= i nanp:a\:«ian tra:s‘::t(\:n il Delete i Delete
‘p Open language pair(s) ange Template Customer
E Terminology .
1 €
Save language pair  Cirl+S =
<
Save all language pairs z
H
Save as
i
B pinc v I
_ -
Close language pair  Ctrl+F4 51
Close all language pairs H
|| 2] User preferences | I : | X Exit Transit FeA
e 3
interface might be in German. To change the User Language, go to user preferences:
Choose the dialogue language.

& User preferences [pm2 (pm2]]

Startup settings
orking languages
Special characters
Colours and fonts
Transit Editor
MNon-Latin fonts
Dual Concordance
Dynamic Linking
Dual Fuzzy
Synchronised View
Working folder
TermStar
Dictionary assignment
Terminclogy search
Machine translation
Folder selection

Quick Access Toolbar

Startup settings

f- Dialog language
Current diglog language English (LIK)

Dialog language for next startup English (LIK) =

e,

Action on startup
#) Show startup dialog
Open last project
Open project browser

Mo action

Action when opening a project
#| Open all language pairs globally

Open last opened language pair

Show "Open language pair” window

No action

Save

| OK | Cancel

Tick “Open all language pairs globally” under “Action when opening a project”. This will reduce the
number of clicks required needed to start working on a project; and it will ensure no files are missed.
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2 USER ROLE

IMPORTANT: Never use “Save as”. It will cause you to deliver an “empty” project!

The only way to save your progress in Transit is by clicking on “Save language pair”, here:

f".A_A " . _7.
(72 Rebainiincs

Reraiact Chatictice Edit

\ﬁ Open dictionaries
\p Open language pair

Save language pair Ctrl+5S

Save all language pairs

fﬁ Save as

Print... L4

Lo
& Close language pair  Ctrl+F4

Close all language pairs

\ i\ User roles

| 2] User preferences )

To avoid accidents, change the following settings to disable the “save as” option.

Please go to “User Roles” in the bar below > Manage user roles, like so:

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

gt

i 5 ] —r— e L H )] oy &
User roles Interfaces Dual Fuzzy Reference material Dictionaries Localisation ‘WebTransit achine translatio Synch View
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It will o

pen 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

F-[o] Print

-.[]Close language pair

- []Close all language pairs

- [+] Resource bar

resource

Transit Elise (Global)

TermStar | NXT_Contert (User)

0 Hide greyed-out groups on the ribbon bar and greyed-out buttons on the

bar

Window layout

Elise (Global)

View preferences

Save as.. Save \_

Expand

Password

Create

Cpen
Delete
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Next click the small + sign below “Transit NXT”, then below “General”, Then “Project”, then
“Administration” and the untick the option “save as”.
Then, click “save” and OK.

If you cannot untick the Save as option, create a new User Role first, and repeat the steps detailed
above.

3 RECEIVING THE PPF

You will receive an email notification from the STAR Supplier Portal indicating that a new project
has been assigned to you 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:
e * PPF file (Packed Project File): Transit NXT translation kit

e * REP file (Report file): contains the word count for this project

Reference or source files might also be provided. Retrieve any other document and analyse it.
There will be instructions in the order about those extra files.

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 it on your machine where you save original incoming requests from STAR:
F ™
Opening TestPortal_ESP.PPE [

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
5 Al Lok [ S | i

Filename:

TestPortal
Scope:

[Customer '] [ Cancel ]
Customer:

[INTERNAL | [ New customer |

[% ]

Customer field should show the customer’s name.

Use the folder structure ...\<Customer>\<Project>:

" 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...

oK Cance

If a dictionary has been packed in the PPF, you will be asked to choose the relevant Database to
store the dictionary. If the database already exists on your machine, select it — alternatively you can
create a new Database to 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 the User roles button in the bottom
left-hand corner and choose the Translator role 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 project (the TM). These are
stored in the REF folder. 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 use previously-used reference material saved on your computer for the project
without first checking if we are sending you an updated version. Your PM will be able to confirm
whether your local reference material can be used.

IMPORTANT NOTE: If you wish to momentarily exit from Transit and come back to your project
later , make sure to save your work by using Save Language Pair and exit Transit. When you are
ready to resume work on the project, do not double click on the PPF! This will overwrite your work
and you will lose everything. Instead, open the Transit software first and select your project from
the Recent projects drop down list.

4 OPENING DOCUMENTS ATTACHED TO A PPF

To access files attached to the PPF. Go to Project > Show Attachments

[ re— Sis  Et Pocsing  Senm View
o iﬁ Lo peoa m?ﬂblﬂ e

Create  Open bport  Mlerge
H Detete | ertrait

m I\ Prusessing
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1 [ s | Attachments

Home  Share  View
=T =B RS B Hew item = N [i{ Open -
» B2 @ X=5 BT i
— a= Copy path £ Easy access * T Edit
PintoQuick Copy Paste Move Copy  Delete Rename  New Properties
e [#] Paste shortcut  to- o~ = fol Z History
Clipboard Organize New Open

5 OPENING THE LANGUAGE PAIRS

& Invert selection

4 | > ThisPC 5 pm (\Dubstarnasbox] (T:) > Transit NXT > Projects > INTERNAL > Dowload_Attachment test > Attachments

Name Date modified Type Size
5 Quick access .
Customer WebCheck_review_summary...  28-Jun-17941AM  Microsoft Word D... 19K8
J Downloads Ed
[ Desktop -
Documents
[&] Pictures *

v @ | SeachAtt. o

Open the language pair in the project tab. This is your document from language A into language B.
If you have several documents, all will be displayed in the pop-up window. Open ALL documents in
a single window (i.e. Open all (globally)). This will ensure all text is translated and save time

when using features such as Find and Replace, Concordance Search and Internal Repetitions.

Project I Statistics Edit Processing Search View Windows

—— s - | -_,
R AP Y R A R e
H save as . s (| b . Modify
Create Open Open Settings Import Export Merge Pack  Forward Unpack Pack Unpack Show - ﬂ Delete
' language pair Wil Delete extract translation transiation attachments || 1 Delete
i ion Processing Exchange (Transit / XLIFF / SDLPPX) _||_ Template |
I Open language pair
- Open language pair
o
£
e
It
=
o
=

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 language pairs will now be displayed:

(/‘ __-?-_ @ /& Spanish(EsP) B e Q- PO e - 9H e G- TransitNmP [INTERNAL] <Traniator (Globa)>
~7 Project Statistics Edit Processing Review Matehes Terminol logy Alignment View ‘Windows
\% v /, save W k‘\ "‘i} k‘f Create S
M Saveas A 2 = Modify
Create  Open Open Settings Import Export Merge Pack Forward Unpack Pack. Unpack Show ‘i Delete
language pair il Delete extract translation translation attachments Delete ‘
i Processing Exchange (Transit / XLIFF / SDLFFX) Template || Customer
(g |~ Whyis contert so important in ranslation £5P | s x
= : 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 ? A 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 DISPLAY OPTIONS

We advise you to save your Windows settings 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
Windows tab. We recommend you only save these settings as an active action and not when

exiting Transit.

Statistics Edit Review Matches

source Fuzzy | T Markup
| Target Fuzzy | 4% Find/Replace [ spelicheck
‘E Terminology ?‘q Dual Concordance @ Segment info

Open

Praoject Processing

H Save TI' Delete

ff-} Save as (3 Reset

NXTOLO2 (User) -]
Manage windows

Terminology

“& Dynamic Linking Q Character map
o ] POFWord Multimedia

@ ‘Web search
# File navigation

Alignment View Nindows
Project dictionaries

oy |
0 Separate tab for... ‘

€] Hma

RC editor

Termstar

e Source and target fuzzies: This displays the Fuzzy window.

e Terminology: This displays any terminology matches from the dictionary that you are using

for this project.

e Segment information: This displays the segment status, previous edits made to the target

text, etc.

e PDF/Word: This enables the view of the source PDF — your reference file will be synched up
with your source file. This shows you where your translation fits in the target file.

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

active segment.

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 =l 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.- } @
A Mlays-use-T: Source language window - 12 MMany-languages—one Target language editor 3
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 4 y ol PDF viewer
9. Mnguai e 18 roles-concept-[1=-«1land-graphic-display
M ng- wi i (source file sync)
S R e B analysis: 20 worlfsrng with-Floating-Windows
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 -
85% |ggg| I \Transit-NXT\projectsiNxt_Word\REF\Word_ref3 Markup window
Ref They-are =8 TAR=1's-excellent Translation Tools. [
New They-are-STAR's-Professional Transﬁahon Tools. Fuzzy matches window il -
Daf Na ind.dia-ancnazaichnatan.[lharcatzunacwarkzonna uon.[1: S TAR

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 SET USER PREFERENCES IN TRANSIT
7.1 User Preferences settings

Change the default Transit settings by clicking on the Transit icon > User Preferences

If :-"'_. Frenchi{FRA) Jh}” 7 ENE-
_—
Deniact Shatictice Edit Dracaccing D auigua: Matehac Tarminalao Mignme
— Recent projects <
‘@ mOpenidictionarnes 1 INTERNAL Jobdd [INTERNAL]
2 GreatPlainsManufacturinglnclob75 [GreatPlainsManufact... I 4

" Open language pair 3 DonnellyTroyandAssociates)ob3 [DonnellyTroyandAssoci...
4 DonnellyTroyandAssociateslob3 [GreatPlainsManufacturi..
Save language pair Ctrl+S 5 MinelabJob310 [Minelab]
6 Odenberglob803 [Odenberg]
Save all language pairs 7 INTERNAL Job44 [Odenberg]
8 Odenberglob797 [Odenberg]

; .n,
= =

Save as . = -
9 Purelnternationallimited)ob888 [Purelnternationallimited]

10 Odenberglob796 [Odenberg]
11 APClob2342b [APC]

Close language pair  Ctrl+F4 |12 APClob2342 [APC]

13 APClob2341b [APC]

Print... L4
oha

SERITRTY

Close all language pairs 14 APClob2341 [APC]
15 APClob2340b [APC]
Lo 16 APClob2340 [APC] 1

| ] User preferences | | 2 Exit Transit
“ne-viIsior-sentre?

In “Startup settings”:

» Under “Dialog language”, pick “English UK”. This will make it easier to provide support.

» Under “Action on startup”, tick “Show startup dialog”. This way you will be able to pick from several
actions when opening Transit. This save time, as you will be able to choose whether to open the last
project opened, open any recent projects, unpack a project or browse other projects.

» Under “Action when opening a project”, tick “Open all language pairs globally”. All files will open

automatically when opening a project. This will reduce the number of clicks 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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In “Special characters”, choose how you want special characters to be visualized from the drop-down
menus . Click Save:

& 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 breaks as
Dynamic Linking Pl

Display tabs as

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

Dual Fuzzy
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 in the editing windows as you work. You will also need to tick
“special characters” in the View tab.

Special characters

ﬂl Markups ShnrtZI

A

o | €

«  Formatting

IRl Structure

Markup segments

=

v Markup ID
v Markup D with type
Right-aligned
L8] | [ |

Still in the “User preferences”; in “Colours and fonts”, you can customise the font size and font colours
depending on the type of elements.

We recommend selecting different font colours for “deleted”, “inserted”, “replaced” and “moved text”.

Doc. No.-SOP 11 Doc. Title -SOP-11 Working with STAR Dublin.docx. Printed copies are not controlled and should not be relied upon. Rev. No. - 26



This will make it easier for you to see changes in Fuzzy suggestions and to check changes made by

= User preferences [Elise_Roch (Elise.Roch)] = 4
Startup settings
- Colours and fonts
Working languages
Special characters
Element Colour =
| Colours and fonts |
S Background: spellchecked segments 1 hd
Transit Editor | .
Background: checked 1 segments [ -
Mon-Latin fonts Background: checked 2 segments [ -
Dual Concordance Font: locked segments [ i
s Background: locked segments (| -
Dynamic Linking —
Font: deleted text ] -
Dual Fuzzy Font: inserted text [ | -
Synchronised View Font: replaced text (| -
Working folder Bfortrovedte | @&
Termst Font: untranslated words in MT suggestions — -
ermStar — - —
Background: text failing length check 1 -
Dictionary assignment Background: part of text failing length check (| -
Terminology search Background: left to right text (| -
. . Background: right to left text T
Machine translation — g - g — C —
. Background: internal repetitions [ -
Folder selection T 1 T S = || =
Quick Access Toolbar Preview Fort
Adal =
AaBbCYyZz
Font sizes
Element |Font size =
Language pairs 12 i
"Source Fuzzy" and "Target Fuzzy" windows 12 hd
"Concerdance Search" and "Dynamic Linking" windows 12 -
"Segment info" window 12 -
"Markup" window 12 - H
Save OK Cancel
TT TT ail
“« H H ” H H .
In “Transit editor”, use the following settings:
Startup settings
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 p—
Terminology search utoComplete
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
=
© ° Delste
(tm) ™
12 %
174 Ya
3/4 a
Ameria America
le. ie
UnitedStates United States
abotu about
abouta abouta
aboutit about it -
Save Cancel
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In “Dual Fuzzy”, use the following settings:

&= User preferences [pm2 (pm2)]

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

4

[] Bubble
Fixed window

Working folder
Save L OK _| Cancel
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In “Working folder”, use the following:

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

Startup settings

Working languages Working folder

Special characters

Colours and fonts Defautt 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 #) . Customer:\<Project > Unpacking an extemal project
Werking folder _hwellser name='«Project > Creating a project
TermStar ..eUser names='\«<Customer:\<Project >

. . eCustomersheUser name==Project»
Dicticnary assignment

Terminclogy search

Machine translation

Now that the User Preferences have been set; click Save and OK.

Open the Language Pair and go to the View tab

Make sure the Special characters box is ticked in the View tab.

This ensures you see the character marks as you have defined them when you translate.
/_., A N

—— 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

Also check you can see markups and formatting:
e Place the cursor in the Source and make sure Formatting and Markup ID is ticked in the Options
above “Text/Markups”.
e Place the cursor in the Target and make sure Formatting and Markup ID is ticked in the Options
above “Text/Markups”.
In the tab View > Manage views, select NXT01_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 preferences say Yes.
This will make these view settings the default for you. Any other time you are asked to save your view

preferences say no.

7.2 Customise the User Preferences
You can modify the Transit NXT settings to suit your preferences. Please see some suggestions below:

e Customise the quick access toolbar by selecting the most frequently-used buttons from the
different menus:

£ User preferences [Fabienne Perrin STAR Ireland (Fabienne)] _ E@&J

Startup settings

Working languages Quick Access Toolbar
Special characters Choose commands from tab:

Colours and fonts Project .

Transit Editor

Mon-Latin fonts e Administration bl ~ [ Openlanguage pair |
Dual Concordance e ﬁ Seftings
| 0 Project target | -
Dynamic Linking % Open esiis i |
# Open language pair E Save
Dual Fuzzy 3
) ) | Settings 3 i#  Import
Synchronised View H - qn Proiect
7| Save rojec
Working folder = Add > 3 e
P Saveas ap Pack
TermSt |
Ermstar il Delete Bemove % Export (I
Dictionary assignment B9 | Processing » €) Character map
Terminology search B Import #§ Find/Replace
Machine translation ) Export ﬁ Dual Concordance
Folder selection €¥  Merge exract ® Open dictionaries
 Quick Access Toolbar #p Exchange (Transit / XLF k= Undo
“«p Pack E— =
B | Frorward | i Resst

[E1] Show Quick Access Toolbar below the Ribbon

Save I_ OK J Cancel |

% 4

Other features include: Dual Concordance and Fuzzy searches settings, special characters display,

background colours for selected text (dictionary matches, internal repetitions, etc).
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A TRANSLATION

IMPORTANT: The 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 breach
may result in non-payment for projects, and/or removal from our team of translators.

1 SETTINGS FOR TRANSLATION

After opening the *.PPF file sent to you by the Project Manager, check that the following settings
marked:

1. Select your User 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
M | 4 .
¥ Lserroles bfenceEntryTime}
Manage user roles ofenceEntry Time}
Select user role...
et e —r S Lie
User rales Interfaces Dual Fuzzy Reference material Dictionaries

Translator

2. Go to the tab Processing, click the arrow under Confirm and ensure “Check spaces”, “Check
end punctuation” and “After confirmation: Go to next segment to be translated” are ticked.

]

Project Statistics Edit Processing Review Matches Terminology Alignment View Windows
Mext . 1 Next ) Uny
> £ Join ﬁ% = ffi ¥5 Assign & next "
e 4  Mavigate - Translate group Ret
| confirm | i Undo jein || On/Off ; on/off || |
o~ - @ Assign status < Mavigate ~ - Uni
zarch | 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 4| + | MUtilisat
& After confirmation: Go to next segment to be translated
al 1M &1 TMnknow

Doc. No.-SOP 11 Doc. Title -SOP-11 Working with STAR Dublin.docx. Printed copies are not controlled and should not be relied upon. Rev. No. - 26



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. Go to the tab Matches and ensure that the project settings are as shown below:

=

Project Statistics Edit Processing Peview Matches Terminolagy Alignment Views Windowrs
£ & | = : Translated -
ﬁ*‘ L//J Min. status Translated " \[C]segment concardance [V Update matches v| Min. status S || #% searchi
; Ins, 100% mateh | If no variants ewist ol - — W Min, quality | 70 7 | 4

Search Options (iin: quaiiy = . I | Min. quality 50 = = Options..& | Wﬂl 7 Cption:
Jual Concordance Fuzzy search [sourcs) Bubble Fuzzy search (target)

> nalian(TA) e 8 S | Fvec v

” = = ¥ Automatic s=arch
" THECOL Manual UKITA |

Match case
% CD =TT 1 Automatic search

Braeu ajy w

" Autematic search (Alt+Ins)
| lcisB

ontrol=sl==F=

! ||| i———

2 BACKING UP YOUR WORK

Where? Backup your work to a location other than your local PC. We recommend a USB drive or an
online drive so that your work is safe in case of a hardware failure.

When? Backup each day at Lunch time and at the end of your working day.

How? Select the Project Tab and the “Pack Translation” option. You will then have the option to save
the TPF file.

Pick the backup location and change the end of the file name to backup DATE-[evening/lunch]. TPF.
Add “evening” or “lunch” depending on when you are backing up.

IMPORTANT: to avoid delivering a backed-up draft version of your translation by mistake... after

performing all your final checks but before delivering the project, we recommend you:
- Save the language Pair (CTRL+S).
- Goto the Project Tab and click “Pack Translation”.

o

@)
(@)
(@)

You will then have the option to save the TPF file.

Pick the location where you want to save the TPF

Change the end of the name to _final.TPF

Make sure that you upload this “final” file to the Supplier Portal

Automatically backup your work by choosing the correct setting in Transit (See Section 7: User
Preferences in Transit). Note: This backup is 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

|TI'II'B“ Editor | Display Bubble window for URLs. indices. and footnotes
MNon-Latin fonts
Dual Concordance
Dynamic Linking

Automatic keyboard switch
Keep capitalisation for capitalised terms in the source text

Dual Fuzzy ¥ | When translating internal repetiions: Suggest to accept translation for all segments
Synchronised View -
Working folder |¥] 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 HOWTO INSERT A TRANSLATION

When you are finished translating a segment, press “ALT+Insert” to mark it as translated and jump to
the next untranslated segment.

Alternatively, instead of using the shortcut, go to "Processing" tab and in the "Translate" field click on
the big green tick for “Confirm”.

Check in the bottom right-hand corner that your segment is marked as 'translated’.

It is most important to do this for every correctly translated segment. This will save you time. Your
translations will be added to the Translation Memory for use as fuzzy matches and internal
repetitions.

To check if there are fuzzy matches for a segment, place your cursor on the target segment and
press ALT+Enter. Do this on the first segment when you start a project. After this, the fuzzy search
will run automatically each time you press ALT+Insert or click on the Confirm button.
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4 WHAT TO TRANSLATE?

As you work, simply mark any segments that you have edited or translated from scratch as
“Translated”. The segment will then be marked with an asterisk (*) and the segment status at the
bottom right of Transit will show “Translated”.

There are a number of different segment statuses in 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 checked by
Aligned the user (you can find more information on alignment projects in the “Transit NXT
Alignment Tool” manual).

The segment comes from an alighment project, and has been checked by the user

Alignment (you can find more information on alignment projects in the
checked “Transit NXT Alignment Tool” manual).
Transit NXT has pretranslated text which, apart from the numbers and markups, is
Check identical to text in the reference material. Transit NXT has applied the numbers or

pretranslation | markups from the current source language segment and marked them with
updated markers. The segment must be checked and, where necessary, corrected.

Translated A user has confirmed the segment as translated.

Spellchecked A user has confirmed the segment as spellchecked.

A user has confirmed the segment as Checked 1. You can assign the statuses

Checked 1 . .
Checked 1 and Checked 2 for additional proofreading checks.
Checked 2 A user has confirmed the segment as Checked 2.
The segment has been approved by the customer.
Approved This status is intended for segments that have been approved by the customer
(customer) and therefore should not be changed, or should be changed only with the

customer's consent (e.g. for regulatory reasons).

Overview of status indicators:

1. The plus sign (+) means the segment has been pretranslated or automatically translated as internal
repetition.
The hash sign (#) means the segment has been pretranslated with updates and requires checking.

3. The asterisk (*) means the status of the segment has been changed to “Translated”. When you confirm a
pretranslated segment after checking and/or editing, the asterisk is added alongside the + or #.

For more details please see page 437 of the Transit Next Usage User Guide
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5 ASSIGNING SEGMENT STATUS

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

As you work through your translation project, if you are unsure about any segments, you can mark
them with the status “Draft” and come back to them later, by going to Processing > Translate >
Assign Status:

Statistics Edit Processing Review Matches Terminal
Nesxt | q’ Nex
f P Ne £ Join P | e
4 MNavigate - = Tran

Confirm . On/Off

. ) Undo join
- Assign status | ' 2
Mot translated Internal repe
B x|/ Ter) v Draft | /7 rice.ENG
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 your draft segments easy to find and will prevent them being used as fuzzy matches.

Any segment with the following status must not be marked as Translated during the translation
stage:

- Alignment checked

- Check Pretranslation

- Spellchecked

- Checked 1

- Checked 2
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Your PO order covers the translation of the following types of words (status after import):

e 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 segments is Not translated.

e Fuzzy matches: from 75% to 100% matches. The status of these segments is Not translated.

About Pretranslated segments:

Pre-translated segments are directly checked by the proofreader, and you do not need to check
those segments. The status of these segments is Check pretranslation.

About Internal repetitions:

You only need to translate internal repetitions once. The rest of the occurrences are automatically
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
(see “Matches” in section 1 above SETTINGS FOR TRANSLATION).

The status of the first occurrence of an internal repetition is Not translated. Once you translate the
first occurrence, the populated segments should come up as Translated. See more information in
Section below “HOW TO TRANSLATE INTERNAL REPETITIONS”.

» Tip:
The shortcut ALT+4 displays the segment information window. You can easily

check the status of each segment in this window to avoid editing segments that
you should not edit.

6 WHAT NOT TO TRANSLATE?

e Pretranslated segments: These will be proofread and checked in context by the proofreader.
The internal repetitions also fall into this category of matches.

e Context matches: In Transit these are called “Checked 1” and “Checked 2”. These are “In
context” pretranslations, meaning that the same segment, within the same context, has been
previously translated and stored in the translation memory. If you find any serious errors in
these segments, you must let your PM know.

IMPORTANT NOTE: Context matches in Transit are not locked or protected. Therefore, these
segments might be changed by mistake or for a reason. Either way, inserting 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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» Tip:
The shortcut ALT+4 displays the segment information window. You can easily check the status of
each segment in this window to avoid editing segments that you should not edit.

7 HOW TO TRANSLATE INTERNAL REPETITIONS

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, you need to make sure your translation settings
are correct:

I-'é‘f‘:; \‘1 Transit NXT 5P 9 - Internal_Repetitions [INTERMAL] <Super User (Global)>
Project Statistics Edit Processing Review Terminology Alignment View Windows
A ==
h Min. status Translated —.[7| Segment concordance Update matches -||(Min. status | Translated ZI 4 Searchin.. -
il Ins, 100% match If no variants exist rMm‘ Mo o0 ZI /ﬂ" ot e Min. quality 70 - e o o
Min. quality 70 - () onvott| 4 RHans
Dual Concordance Fuzzy search [source) Fuzzy search [target)

1. Open all language pairs (globally) 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

I (@) Open in a single window (globally)

2. Click the Processing ribbon and select Internal repetitions On/Off.

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

: o y | = . 5
:’Q Find > Mext T . MNext ﬁ,, V5 i R Ungroup Empty & next
‘g Replace ¥  MNavigate - = Translate group Regroup Delete

Confirm a0 : Undo join 5 On/off || | 5
|=* Goto ~ - @  Assign status  ~ Navigate ~ - Unmark Tgfi Delete all
Search Translate Internal repetitions Markup assignment

The internal repetitions mode is now activated.

3. To go to the first internal repetition, click Next.
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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 segment (ALT+Insert).

o 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 will be supervised
(Fuzzy).

o To apply a translation for all internal repetitions in the same group (set):

1 Translate the first occurrence of the internal repetition.
Select Processing | Internal repetitions | Translate group.
3 Transit applies the translation to all segments matching the first occurrence.

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 the On/Off button again.

Tips:
1 - Ctrl+Alt+Plus (keypad) takes you to the next internal repetition segment.
2 - Ctrl+Alt+Minus (keypad) takes you to the previous internal repetition segment.

3 - You can also click Translate group if you want to automatically apply your translation of the
first occurrence.
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8 HOW TO PROCESS FUZZY MATCHES

As the name suggests, Fuzzy Matches are previously translated segments that are similar, but NOT
IDENTICAL to the one you are currently translating.

The percentage shown (between 75% and 99%) indicates the level of similarity between the two. These

segments will have a status of Not Translated.

Fuzzy matches make the translation process quicker, however it is easy to make a mistake with them

too.

Before you accept a fuzzy match, you must look for the difference between the new and old source. It
may be a tiny difference in punctuation or capitalisation, or less subtle differences that are difficult to
spot at first glance (e.g. OFF has been replaced by ON in the source). If you accept a fuzzy match
without editing it, these errors may be introduced in the translation. This could be a huge risk for STAR
so please pay careful attention when working on these segments.

Always look at the fuzzy percentage and identify the difference between the old and new source.

Once you have found the difference(s) between the old source and new source, you can adjust the

target accordingly as follows:

e Editing the suggested target in the fuzzy match window: You can use the fuzzy match window
to correct the suggested translation before 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 the corrected fuzzy match once you’ve edited it: click on the Target
segment in the fuzzy match window, then press ALT+Enter. You can then mark the segment as
translated in the editor by pressing ALT+Insert.

e Modifying fuzzy matches in the target language editor: Use the shortcut ALT+Enter to insert
the selected fuzzy match from the Target fuzzy match window. Make your edits it in the target
language column and then press ALT+Insert to confirm.

REMEMBER: A 100% match marked as +++ Segment Concordance +++ does not mean that it is a 100%
fuzzy match! It means part of another segment matches part of your current segment.

TOP TIPS!

1) Deactivate the bubble windows as this can cause confusion.
Go to User Preferences (Click on “=lin the top left-hand corner), then User preferences > Dual Fuzzy
and untick Bubble at 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 you change the colour of fuzzy matches to make the differences easier to see.

By default, Fuzzy differences are displayed with “thin lines”. This can be changed to “different font
colours”.

In “User preferences” > “Colours and fonts”, you can customise the font size and font colours
depending on the type of elements.

Select different font colours for “deleted”, “inserted”, “replaced” and “moved text”. This will make it
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 [ ] = |
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 [} = |
Warking 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 i =
Quick Access Toolbar Preview Fortt
Arial -
AaBbCYyZz
Font sizes
Element | Font size -
| |Language pairs 12 | |
| |"Seurce Fuzzy" and "Target Fuzzy" windows 12 = | 3
| |"Concordance Search” and "Dynamic Linking" windows 12 | |
| |"5egment info" windaw 12 = |
"Markup" window 12 s
Save |_ OK _I Cancel
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& 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.-
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No-more-fuzzy-matches.d
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3) Activate Automatic Segment Concordance Search

The “Automatic segment concordance search if no fuzzy match is found” feature will save you time. This
function searches for partial matches with your current segment in other segments.

&= User preferences [pm2 (pm2)]

Startup settings
Working languages Dual Fuzzy
Special characters

Source language
Colours and fonts guag

Transit Editar Minimum status: Translated - ] Bubble

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

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

Dynamic Linking Update matches play up

Dual Fuzzy Numbers User-defined exceptions

Synchronised View Markups [] Terminalogy

Working folder Show icon for language direction

TermStar

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 HOWTO INSERT A TERM IN THE DICTIONARY

9.1 What is a term?

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 the general rules to insert a term in the dictionary?

1.  The term must be a relevant term that will be useful for future projects related to the specific
field / the customer.

2.  Prepositions, articles, determiners, punctuation marks, etc. should not be registered.

3. The term must be entered in lower case -

Exceptions: Acronyms; German and other languages if required by rules.
4.  You can enter one or more synonyms for a term (either source or target language) these
synonyms must be entered into a “Synonym” field, never in one of the “Term” fields.
5. Inthe case of abbreviations, use the “Abbreviation” field, leaving the full term in the main field.
6. Never create two entries for the same term.

7.  Polysemy: If a term (either source or target language) has several meanings, each of the
meanings must be entered in one of the “Term” fields.

8. Do not enter full sentences into 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 rules — your Project Manager will let you know of any specific instructions to be
followed. If you have any doubts, ask your Project Manager for clarification.

9.3

What are the steps to follow to insert a term in the dictionary?

To add a term to the dictionary, please follow the steps below:

e wnN e

Save.

Froject

31

peiested

Creation
# Gerrnan(DEV)
e navigation

Files |/ Ermor...) Eror.. | Varia...]

Doc. No. —SOP 11

-m;k; méﬁwﬁ e 2ﬂ'

/5 optiens

2

Select the term you would like to insert;

Go to the Terminology tab in the top ribbon;
Click on “Rapid Entry”;

Insert the translation;

rsamenmm

Options r
Auto-insert ~ Rapid entry

Use Diynamic Linking

Borea- | 49

? o

|~ TermStar (project dictionaries) " Brehon Text.DELJ

Brehongige BT
1T| e-and elegance-set-d .
athtaking-landscape, overlooking-

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

ENG - Teem

DEW - Term

-]

GlenwagheGroup (SencageGroun| ~ Save
= Carcel
Help e-and-elegan
= = = ng-Kille
National Park.-

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

This is particularly useful if you need to add a synonym, abbreviations, etc. to an existing entry.

Make sure you have the relevant Transit project open, and click on the tab: “TermSar (project
dictionaries)”

1. Click on the term you want to edit and press [Ctrl+Enter].
The entire record for the selected term will be displayed in the right window, in edit mode.
Make the required updates, or changes.

3. Once finished, right click > Quit Edit Mode
Make sure to click Yes to save your changes.

9.5 Useful shortcuts for Terminology

Function Shortcut

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

Replace a word with its (first) translation from ALT+ SHIFT+T

the dictionary and change case

Select term to replace a word when there are ALT+K, <letter>

several dictionary suggestions <Letter> here refers to the letter which

is in front of the particular translation
in the Terminology window.

Select a term to replace a word when there are ALT+K, SHIFT+<letter>
several dictionary suggestions and change case

Insert a translation from the dictionary without ALT+G, <letter>

replacing a word <Letter> here refers to the letter which
appears before the desired translation
in the Terminology window.

Insert translation from the dictionary, without ALT+G, SHIFT+<letter>

replacing, and change case <Letter> here refers to the letter which
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 ENSURING CONSISTENCY

10.1 Dual concordance search
As a professional translator you are expected to ensure consistency within your translation and with
the previous translations provided to the customer. There are three tools to ensure consistency during
the translation process: dictionaries, segment matches and Dual Concordance. While the first two deal
with stand-alone terminology and entire segments respectively, Dual Concordance falls somewhere in

between, as it allows you to search for specific terms or phrases in the reference material or the
current file.

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

To launch this tool, open your Transit project and go to Windows>Dual Concordance, or alternatively
select the text you want to search for in the current file (source, target or both) and press Ctrl+Alt+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 to help expand or refine the results obtained:

e  Minimum quality: With this option you can define how similar matches should be (not
relevant for phrase search).

e Phrase search: With this option Transit searches for text that exactly matches the search text.
This will return only exact matches ; unticking this allows Transit to show a wider variety of

matches.

e Morpho search: With this option Transit also finds inflections (“word families”) of the
searched word.

e Match case: With this option Transit takes account of upper/lower case.

To insert the selected match into your translation, right click and choose the appropriate option.
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Click on Options to refine the settings, and choose where to carry out the search.
The “Options...” button allows you to check only your current project (“Working folder), only
previous translations (“Reference material”) or both.

Select “Translated” to only display results that have the segments status “translated” as a minimum.

Untick “check min segment status” If you want to see results even if they have not been translated —
this can be useful to check how a term appears in context.

Dual Concordance x
‘Source language Phraze search seard
~ [ Morpho search
Target lenguags Il Mtk case Opiions, . . ]
22 User preferances [Fabienne Perrin STAR Ireland (Fabienne)] - B ==
ail Save resuls...

Minimom quaity (%) 100 Startup seftings
et Dual Concordance

Murber of matches displayed: Working languages

I (i | . Special charactars
Colows 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 Treralaad
Symchronised View
Warking falder 7] Cispisy wantical matchas onca any
TermStar

f Dictionary assig nment MNumber of matches displaved | 200

Terminclogy cearch
' Actiona on dizlog opan
Machine tranclation

W StEn s=arh
Falder selection

Quick Accees Toolbar Selacy Traes adarch” s
! Mawer
# When search sting contais morhan 1 word

Hnays

I Select Morpha search” aption

Save oK Cancsl

You can also simply select some text you want to perform a search on in the source or target
segment and then 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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TN PP FremchiRn) BRI e QR &7 PO td [M B @ Tant N P8- MalwareB;teslob2] MahwareByter] <5.. [T
(= Praoject Statistics Edit Processing Fleview Matches Terminology Aligriment View Windows » @
| = - = = |
@ B LSBT Do o b Lo
e 7 B4 Save as 3 . e g T, Modity
Create  Open i Setting: e Impart  Expart :;:l.:|: Pack  Forwsrd  Unpack i tr:l::;;l;" sl YR W Delete |
Administration Progessing Exchangs (ransit/ KLIFF ¢ SDLFRA) Temgiate || custamer
12 ~ TermStar (project dictionaries) /" tedt FRA E ﬂl
= ] ot
E o7 E a5l * Agit-comme- un-rempart-entre-le-monde- extérieur-efle- - H
= 5
u::_ 1 IKnights:- réseau-inteme. i
= 100 Targets-new threats and cleans infections. 97) + Protection-contre-les-s 2N
104 Can-also detect undesired- software like PUPs,-keeping- 99| Chevaliers:-
therm-from-spamming-users-or-draining-system- 100] * Viseni-les nouwvelles menaces et suppriment les-
resources. Dual Cancordance = (heiliants - 5
103 Tradonal-A\Y source language = phrasa search | Scarch ment-detecter-des-logiciels-non- :—
105 [Guards:- an-maiware = | Y Marpho seah Iesl- PUPs.-les-empéchant-de-nire: i
108 Prevents-ineciony Saetiam s Pl wath coce Qptare. . [-d'utiliser les ressources du systéme. :
other known threall  ogrammes merveilants - o nel i
108 Intemet-facing apy ymmauaity (% 100 2 _ A |
110 [Cate: e 5, chevawx-de-Troie, vers-ef-aufres-
ates: hurrher of matches dgplaysd: 109 s )
" Apps-such-as-Jav it NXT\projects\MalwareBytesMalwareBytes) ob27, = <
vulnerable to-attac | [met e
13 Awareness-solutio) | _; I
115 Ewel.informed-ug telles que-J_ava ou-Flash peuvem_ 3 =
— wulnérable si-elles-ne-sont pas-&-jour. i |
17 Are-my-cyber polid & . |
,— Action-Response ves L
118 Are-they-reasonal e - F\ olfree- F_ ot oS il AT GUEal O VO L T _
— gelfree-fo-reach-o US- Wil ary-QUESONS-you may n-informe-renforce-les-autres-couches-
12 Are-my-employeed have about-our-ine- of anii-mabware and- anti-exploit- i
[ L
123 /Am--using tech-th pl’ol_jl.ICTS'. = - rvhorséoita-contelios. ota hlies ? D
FRA |+ | Mhésitez pas-a-nous-contacter-pour-en-savair- phis-sur- ]
noTe-gamme-de-solutions-contre-les- programmes- ]
| |
- { malveillans et les- exploits. ) N
|

10.2 Terminology
Inconsistencies spotted between the Translation Memory and dictionaries must be reported to your
project manager. If a dictionary is attached to your project, make sure to perform a Terminology
Check (see 4 TERMINOLOGY CHECKING) before delivery. You must inform the Project Manager if you
have added any new entries or made updates to an existing dictionary.

10.3 Source and translation variants
This is an obligatory step before any delivery. See FINAL CHECKS

Rev. No. - 26
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11 MARKUPS

Please pay careful attention to this section. It details how to assign markups during and after
translation. For more details, a video is available on our Help Section when logging in the supplier

Portal.

Markups are “placeholders” for different formatting features found in the source file. They do not

need to translated or altered in any way.

Markups IDs are marked in blue [4»text«4]. Markups generally indicate some kind of text formatting
(bold, italics, superscript...) or links. Markups need to be included the target text, to keep the original
layout of the file when it is exported. 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 target

must be marked in bold as well.

There are 2 main ways of handling markups:

e During translation
e After translation

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, go to the Processing tab, and activate the Markup function by clicking

the flag in the Markup assignment section.

(& (B French(FRA) M - L Transit NXT SP 11 - INTERNAL
=
Project Statistics Edit = Review Matches Terminology Alignment View Windows
" i W7 " fl .
:'g Find . Y - N, % Next 'm v Assign & next B Ungroup | "% Empty & next
g Replace ¥ MNavigate ~ Translate group = Regroup ‘ﬁ Delete
Confirm Undo joi On/Off n/Off :
LIEEJ Navigate - l < >| W Unmark "E‘.i Delete all

|=+ Goto - - & Assign status T
Search ‘ Translate | Internal repetitions ] Markup assignment |

= " admin_translation-it.FRA

= 0 1

= T . 2 = B2

F

= Tai . - o .

& 36| |lvisitors-Book 54| + | M=seniorg® -«
> o i |n| deirdntha Micitar T antras FEl o SRV, PR RSV B S el

11.1 Markup assignment during translation

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

shortcuts.
Markups can be displayed in different ways, showing more or less detail. The view can be changed in

the tab View > Text/Markups > Options
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i
|

-
-
—

-‘-‘-__ (B # French(FRA) jﬂ&&?{j}a)@an@v & ¥ ¥ 0= 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 |
: Bt — J . i Delete
% Modify <* Synchronise view | Markers = Hide ZI | Markup Hide L kAo di ‘I‘t {h Save as (3 Reset

/E’ Options -

i Delete 2 Apply - /° options - NXT_Tran}tl (Globa -| || NXT03.01 (User) -
Segment filter Language pair Segments Formatting ogy layout Manage views

'.’ Structure ; L

L ¥ Markup ID 9

§ Markup ID with type

é- Right-aligned

= w

= |

When Markup ID is activated, markups are shown in blue 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 see the full version of each markup in the current segment (below
the <b> markup, which denotes a bold font).

1| + | Transit,
=hy= Transit,

2| + | TermStar
<= Termstar

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

A In the Transit editor, in the target language window, select the text to which you want to apply
the markup.
Next, press Ctrl+[ID], where ID refers to the markup number shown in the Markup Window.
NOTE: enter the number using the number keys above the letters on the keyboard — not the
numerical pad!
To confirm the markup assignment, press the right arrow key.

A ror 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.

(& B A Fenchira) SEEFore Q@S- P[0 e ARG

== _
Project Statistics Edit Processing Review Matches Terminolagy Alignment View Windows
. Cut s @) Record | | == Bookmark f:k AutoText !: Backup copy | Minutes | 10 Z|
[ copy [F] smart B I U||x x| Stop | ] = Setflag Read-only ||| Automatic keyboard switch
: Redo o Character [ |
Paste Play map >"‘J Go to flag |Hﬂa v| ||:| Keep source-term caps
Clipboard Formatting Macros Text: Miscellaneous

11.2 Markup Assignment after translation

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. In Processing > Markup assignment, press On/Off, then select All segments with markups in
the drop-down menu.

. . . s = =
= B /¥ French(FRA) CEm e Q@& FFME Hie [ ARTe@s p Transit NAT ¢
Project Statistics Edit Processing Review Matches Terminology Alignment View Windows
i e y Ungrow v & ne
| % Find P Next — Mext F.,; R Ungroup Empty & next
| &5 Replace 4  Navigate - Translate group | Regroup Delete
Confi Unda joi on/off on/off
|=+ Goto - oMM | & Assign status + EnOoei R Navigate = & 1 | Unmark | & Delete all
Search Translate Internal repetitions J Segment
1

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

i Only segments with unassigned markups F

& 7 Can 2

2 2 STAR-TRANSLATION = - B o

e | [ Start markup mode for all segments with markups
E 3114 T

Transit will automatically go to the next segment where markups need to be assigned.
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NOTE: If you have already assigned some markups during translation and do not need to check them,
you can select the option Only 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 text corresponding to the text highlighted in blue in the source window,
i.e. the word(s) to which the markups apply.

Lo I Y Y

] . ¥% Assign & next . .
4. Click on the Assign and next button ( ') or press F11. Transit then assigns the

markup.

Note: If you have already assigned a markup (even a different one) to the same
source text in another segment, and the same correspondence is found in your
new target segment, Transit NXT will automatically select that corresponding
target text. This saves time, as you only have to confirm the proposed markup
position to assign the markup.

11.3 What to do if a markup is not needed:

Sometimes a markup is not necessary in the target text. Acommon example of this is date formatting
(March 20%™, April 31, etc).when the superscript is not used in the target language:

Go to Processing > Markup assignment - On/Off and click “empty & next” as shown in the screenshot
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

To find out more about markups, please watch the following video:
https://www.youtube.com/watch?v=COckaYN3e3Y&Iist=PLgSy9LuLnz49VW8hTQogaaiNHP6gDclp0&index=1 .

» Tip for segments with a lot of markups:

To start over from the beginning copy the translated segment to Notepad. Press
ALT+CTRL+Backspace. Now the source text and the source markup will be in the
target segment. Paste in your translation around the markup. Mark the segment
as translated.

12 USEFUL TIPS FOR TRANSLATION

» Closing and re-opening projects

If you wish to exit Transit and continue working on your project at a later time, make sure to save
your work using "save language pair" and close Transit. When you are ready to resume work on the

project, do not double click on the PPF! Instead, open the Transit software first and select your

project from the Recent projects drop down list.

» Inserting a non-breaking space

To insert a Non-breaking space use CTRL+SHIFT+SPACE
» Segment numbers

:iz

The segment numbers| “["lare on the left of the language pairs. Some segments don’t appear, i.e.
generally the first segment is 2, the second is 4 and so on. Segments 1, 3, 5 etc. are hidden structure
segments containing encoding information regarding the original file layout.

» Dictionary terms
Terms highlighted in yellow are terms contained in a dictionary (if any is attached to the project).

» Special characters:
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Character

To insert any special character, go to Edit > Character Map

> Editor view:

To switch between a vertical (side-by-side) view to a horizontal view in the editor, go to View >
Language Pair and use the following buttons to toggle the view.

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

Project Statistics Edit Processing Review Matches Terminalogy Alignment Windows
? Create Switch off |T 1 S‘I ﬁ Colours ~ Special characters @ Create .I._i Tt H Save il Delete
LY ] | ) elete :
¥, Modify Synchronise view . | Markers | Hide ZI || Markups | Hide ZI | W Modify ﬁ'\" Save as (3 Reset
= Opti i & i
Wl Delete =2 Appy - s LD ;1 Options /;l Options = MNXT_Transit1 (Globalﬂ MAT03_01 (User) 3
Segment filter Language pair Segments Text/Markups Terminology layout Manage views
— - E— -

» Segment filtering

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

- Checking you haven’t missed any segments that need translating

- Making sure you don’t accidentally edit something you shouldn’t

- Viewing segments containing a certain word or phrase

- Viewing a specific range of segments

- Viewing segments last edited by you, or segments edited after a certain time.

To apply segment filters, go to View | 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
“Segment Info” makes it possible to locate almost anything!

Once you have selected the necessary criteria, click on “Apply filter”. You will now see only the
segments meeting the criteria you have selected. To remove the filter and view all segments again,
click on “switch off”:

&
Project Statistics Edit Processing Review Matches Terminology Alignment View Windows

¥ Create % Switch off |T = & ﬁ Colours - Special characters @ Create 5 H - il Delete

. =l = il Delete

it Modify o Synchronise view | ., II| Markers | Full z|| Markups | Full EI || ¥ Modify | Ci-\l Save as @ Reset |

47 Options ~| g . ' ) . -
il Delete 52 Apply - " P # Options - # Options ‘ 1-default-e (Global) 3 View standard {Globﬂ ‘
Segment filter | Language pair | Segments | Text/Markups | Terminology layout | Manage views |

ot _ar_ n i | = = = = = = = = | — P - —_—— 1

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

Quick filters: To save time, there is a “quick filter” option at the top of the Transit Editor
window. Double-click on the filter symbol to view and select filtering parameters as shown:

Double click on this button

S
a5 [Choose-an-item.
87| +|loul
sg| |INO
91 [Choose-an-item.
93| + |foul
95| |INO
g7 [Choose-an-item.
a9 | + |foul
101| |INO
103 [Choose-an-item.
inEc [4

Doc. No. —SOP 11

Cuick segment filter

Segment status
(®) Cumrent status
() Status after import

Mat translated
Aligned

Alignment checked
Check: pretranslation

Translated
Spellchecked
Checked 1
Checked 2

?
Intemial repetitions
(® All segments
() Only repetition segments

repetitions

Fitter Off

() Only non-repetition segments

() Only first occumence
() All, but only first occumence of

Cancel
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13 AUTOCORRECT AND AUTOCOMPLETE FUNCTIONS

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

frequently used words after you have typed only the first few letters. You 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

Display Bubble window for URLS, indices, and footnotes

[] Automatic keyboard switch
Dual Concordance

Dynamic Linking [ Keep capitalisation for capitalised terms in the source text

Dual Fuzzy [] When translating internal repetitions: Suggestto accept translation for all segments
Synchronised View

Working folder Create backup copy (interval in minutes). 10 =

TermStar

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

AutoComplete
Terminology search
Machine translation 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

ook Cancel

13.1 Autocorrect

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

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 also chose to remove entries from this list if you prefer them not to be corrected, by selecting
the entry from the list and clicking on “Delete”.

The Autocorrect function is also useful for entering special characters quickly, e.g. (c) -> ©, and 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 -> 1,234.56 or 29 Mai 2024 -> May 29, 2024. Again you can customise this conversion under
User Preferences.

14 PACKING THE TRANSLATION PROJECT

IMPORTANT: Before packing the translation follow the instructions in the section FINAL CHECKS.

Once you are satisfied with your translation and have completed the Final Checks, save the language
pair and go to Project > Exchange > Pack Translation. Save the TPF File and deliver this file using the
“Upload Translated Files” feature in the Supplier Portal.

15 HOW TO OPEN THE PROOFREAD PPF SENT BY THE PROJECT MANAGER

Your translation is sent for proofreading once you upload your file through the supplier portal. After the
proofreading is completed, you will automatically receive a copy of the revised file via email. For every
project during your Probation period and occasionally once you have been approved, you will also
receive comments on the quality of the translation, including a score from 1 - 4.

Please review the feedback received carefully. This is the best way improve and grow as a translator.
We are expecting a quality level of 1 or occasionally 2. If you receive a quality score of 3 or 4, you must
respond to the project manager with the actions taken to deliver a quality level of 1 in the future.

Good example actions:
- | have re-watched the videos on markup assignment.
- 1 will leave one day between completing the translations and performing the full
proofreading.
- | found that most of the errors were related to grammar where X and | have reviewed the
language standard.
Inadequate example actions:
- 1 will pay more attention in future projects.
-l will be more careful.

You will automatically receive a PPF that has been corrected by the proofreader.
In order to see the corrections:

e Open the revised PPF in Transit. The project opens as usual:
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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 ~ Cancel
Customer:
Immersed Technologies w Mew customer

e Change the Filename of the project, by adding “final_proofread” or “revised” to the end, for
example. Click Save.
This is to ensure that:

- your original translation is not overwritten

- you are checking the version we want you to revise (i.e. the proofread version).

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

e Make sure the path and the location of the project are correct. Click “OK”.
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e The name that you have given the project should also come up as part the path
(see screenshot below):

Folders 7 X

Project working folder

jects‘\Immersed Technologies \/mmersed Technologies.Job58 final procfread® Change...
Folder hierarchy
() .. neProject> () .. elzer name=\<Customer:\«<Project >
(@ . \eCustomer>\<Project () . eCustomers\<User names\<Project
() .. \eUser name="<Project > () User-defined...

e Open Language Pair as usual.
e Place the cursor in one of the Target Language Pair segments (1).
e Go to View (2) > Segment filter, click on Create (3) > go to Segment info (4) > tick the box Only

segments with revisions (5) > click on Apply filter (6).
) B otoguee gz S|P @RS - RFP Y 2 Transt NOCT 5P & - MahwareBytesiob 196 IMabwareBytes] <Super User (G
— Prajest Statntiar Ed Proceasing Beview Matches Teminabom A o Windew
2 (=) |8 cooun - |¥somslcuaders | () Coeste B osae T Debete
i Moasy 7 R = Markers | Hide - ||| Markups | Hidg - | | T8 Modiy i (M sovemn (& Revet
o ouete B appoy L i 7 || T Content riGiot +| | NXTOR.01 (Wser)
Segment tier Langusge pau __leminatops layout Manage vicw
» v %
= i e - LATAM copy [English [UE) =
: 2| |'CHANNELCONNECT-MEWSLETTER e 2| " | NEWSLETTER-CHANNELCONNECT 4
£ 4| |laprit-2018 4| * | MAbril-2018
=! 6| |Latin-America- 6| *|Bmérica-Latina:
8 Mz As-wewrap up-the first-quarter ol 2018 1'd like-to- thank- our 8| " R v do-pnmeiro tnmesire-de- 2018, -gostana-de-agradecer nossoes:
| channe! partners 1or your business and SUPPON segmen fiter R
_9__ . Al _Mamarebnes we know that you are key to o = o = o 6~
" [This issue-of ChanneiConnect features e'.u::n»gi o o
13 Mpc product release of 11 intPL | 7o E:f i ;:‘ ; "_];‘l_“."fm TN Ieflinchuindo-sessdes
| _H__aspuns-nl including parner-information 5el = Qo P
15 Mew-product release - Endpoint Security-for| | {0 Bk norrrepetition egmert: il o
! ot - OOkt scumence o Sere
1] ; !.ares: cybercrime report from Mawarebytes | | Doty ieen Ot ot - sty (3} i p——
19 Wishing you-all-a-very-busy-and successhl sec one recettions. Lorwes than :
20 Of course, if-there-is-anything | can-do-for you it n . More >
don't-hesitate 1o reach-out (D Estedty ] Lngusoe drctin of ol s
22 [Director, Latin- Amenea Sales
} - [ Hide prtscted segments
24 EVENTS Say ot Fesi
Il - The-Evolving- Threat Landscape: -1l | [Vt csnmerts 5
ri i"sFindings-from-the-Front:-Lines« i ..webit [ frst turised iy ([ Access ot [ Criy sogrerts with rernsions.
2% o202 April- 25, 2018 4 s change by it o ummreco i
3t 100 pm CST+3.00 pm BRT 3 b tovca vt
1l fiz-cy Tactics-and 2|
3 #-Q1-2018 Report<3! - webinar l I 36| I Tz« 1310 de maio de-2018+4
3 [ e1i3s Y. 1 IR “II——=el~ Monn cox i 4ann oot
Sowrce Fuzzy 3l

IMPORTANT: In Transit, the Segment Info panel displays the previous translation and tracks the
changes made. To activate the panel, go to [Windows] > [Segment Info]

Processing Review Matches Terminology Alignment View Windows

T Markup “4 Dynamic Linking €) Character map
#4 Find/Replace [ Spellcheck ) Web search
@??g Dual Concordance ff Segment info ¥ File navigation

PDF/Word @ Multimedia
HTML RC editor

The changes made are then flagged as shown below.
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Project Statistics Edit Processing Review Matches Terminaology Alignment View Windows

H Save T{ Delete & Source Fuzzy b Markup “a Dynamic Linking _Q Character map m ) ) Project dictionaries
(H Save as (3 Reset @] Target Fuzzy J'ﬂ Find/Replace ;‘3‘—'-: Spellcheck @ Web search 8f) PoF/Word Multimedia Y.L“ Separate tab for...
€] Hrve RC editor
MNXTO1_11 (User) z| =4 Terminology ‘?ﬁ Dual Concordance @ Segment info # File navigation
Manage windows Open TermStar
” Data Centre Capability - English.FRA | ¥ x Segmentinfo 7o
= Data Centre Capab ] ] Data Centre Capab g : 1-revison-step(s),-recent- ’
3
2 16 A-global-company-of-specialist-building- 16| = ||L'expertise-technigue-de-premier-plan-de- *~ |change:
‘% ;SEIZI_CES;'&'LCT'EIHQIHE?S,RED z-dn‘;arket- RED,-une-entreprise-mondiale-qui-propose- - | 'experise-technique-leader-sur-ie
eading-technical-expertise is-usedto - icas-cpécialicé . ion-et- —
] Vgg.f o .D oatle. e des: _senfu:_es spemallses_de construction E_‘t marche-de-RED -une-entreprise
provige-for-a-more-sustainable-conne des ingenieurs eh-TIC, lui-permet-de fournir mondiale-qui-propose-des-
world. dgs-solullons-durables-pour-un-monde- senvices-de-spécialisés-de-
18 Award-winning-and-intermnational mieux-connecte.« 16™» construction-et-des-ingénieurs-en-
20 Market-leading-technical-expertise- 20| * | |Expertise-technigue-de-premier-plan-«20*» TIC,-lui-permet-de-fournir-des-
22 Trusted-advisor 48| * | INous-sommes-attenfionnés«48*» iﬁﬁfgﬁﬂu{;ges-pour-un-monde-
24 Sustainable-engineering-solutions-for-the- 60| * | lFaire-du-développement-durable-une- - - - - —
built-environment réalité-dés-aujourd'hui. «60™» L'expertise-technique-de-
26 Specialist-engineering-& ICT-services v 64 | * | IRED-fournit-une- expertise-technique:- lui v |premier-plan-de-RED,-une-
e conmmiea
urce %
— propose-des-services-

[ 1] speécialisés-de-construction-et-
des-ingénieurs-en-TIC,-lui-
permet-de-fournir-des-solutions-
durables-pour-un-monde-mieux-
connecté.

4. Read through the revised translation and take note of the corrections made by the proofreader.
Please report back to the PM with lessons learned and the steps you will take to avoid the issues

in future.

16 STYLE GUIDES
We have specific style guides for the following languages: Canadian, French, German and Irish.
The guides are available on the Help Tab of the Supplier Portal, under “Language Specific Information”.

Language Specific Information

* NEW * Canadian French Style Guide - Instructions (FRC). (Updated March 2024)
* NEW * French Style Guide - Instructions (FRA). (Updated March 2024)

» German Style Guide - Instructions (DEU).

* NEW * Irish Style Guide - Instructions (GAE). (Updated March 2024)

For these languages, the style guides need to be followed. If you have any comments/suggestions,
please email the Vendor Manager at resources@star-ts.com.

You will receive an email whenever the style guides are updated.
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17 RegEX

For issues that cannot be found during the standard Transit format checks, we have created
Customised Search Filters using Regular Expressions(RegEx). These are powerful search patterns that
can be used to quickly find, match, or replace specific text or correct common mistakes.

You can save the search filter for your target language on your computer, so they are always available.
Once logged in on the Supplier Portal:

1

1. Download the relevant filter => Right Click on the applicable link below, and then click "Save Link as".

2. Save the relevant filter in your Transit\Config\global folder. This will probably locate here:
C:\Users\Public\Documents\Transit NXT\config\global

3. Run the Search to identify and correct the issues before delivery.

See guide for more details.

e *Right Click and Save Link As to Download Search for Canadian (FRC Regex).

e *Right Click and Save Link As to Download Search for Irish (GAE_Regex).

e *Right Click and Save Link As to Download Search for Spanish Mexican (ESM_RegX).
e *Right Click and Save Link As to Download Search for Remaining Target Languages

(GEN Regex).
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A FINAL CHECKS

This section explains how to perform the mandatory final checks before delivering a translation or
proofreading project.
TIP: Leave time between completing your translation and doing a final proofreading before delivery.

Final checks are critical for you to deliver top-quality translations, so pay careful attention to this
section.

Transit NXT offers a number checks to guarantee the quality of your translation. It is mandatory to
complete these checks before delivery. Failure to do so will result in the project being rejected by
the Project Manager and returned to you for correction. Please note that discounts may apply to
incorrect deliveries.

1 SPELLING AND GRAMMAR CHECKS

Spelling and grammar errors are never acceptable in professional translation.

Once you have finished translating, you must complete a spelling and grammar check.

1.1 Settings
Transit can perform a spellcheck based on a number of different resources: Microsoft Word,
OpenOffice, and the Dictionaries and Reference files provided for the project.

Grammar checking is only available based on Microsoft Word. This requires you to have MS Word
installed and Transit will only use the spelling and grammar dictionaries available on your computer.

Grammar checking cannot be combined with spellchecking based on OpenOffice or the project
dictionaries and/or reference files.

To check spelling and grammar using Microsoft Word spellcheck go to Review > Spellcheck and
select “Microsoft Word (Spelling and Grammar)” from the Based on... list.
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Project Statistics Edit Processing

e e | PP

Start Star't Optlons

Start
- . Based on.. © -

5g Microsoft Word (Spelling)
File navigatic OpenOffice (HunSpell)

/ Files k Err...

- Vodaf ~ | Reference files

Project dictionaries

v Microsoft Word (Spelling and grammar}

Matches Tern

Translal
Source

- A Optic

Variants

i |
I 6 |Plan- de-implantacién-comun-N
I 8 |Gestién-de-casos-Procesos-C

1.2 Checking the Spelling and Grammar

To run the spellcheck, proceed as follows:

In the Review > Spelicheck tab, click on Start and select the option you want (Segment, File or From

cursor position).

The options in the dialogue box which opens resemble those in Microsoft Word.

If Transit finds a word it does not recognise, it displays the following information in the Spellcheck

window:
5_: | | RFS - Industrial and Provident Societies (English (UK)) RFS - Industrial and Provident Societies (Gaelic (Ireland

2 Industrial-and-Provident-Societies«2» ~ Cumainn-T|0nscail-MChoigiltis«Z*»

4 ’mwial-and-Provident-Societies-are-registered- under- rCﬂaitear-Cumainn-'l'lonscail-agus-Sculélthair-facui-na-hAchtanna-
the-Industrial-and-Providie oo < 1893-2021.«4%»

5 Mhe-1893-Act-provides-{ ot found: -bheith-claraithe- chun-
engage-in-any-industry,-{ [aguus | Ignere | |3-cheird-ata-Udaraithe-
its-rules.-«6» Change to: e

7 Registration-under-the-A |2gus raideach-faoi-
corporate-with-limited-lig  Suggestions: Ty

8 Industrial-and-provident- Add giltis-thar-réimse-
range-of-industries,-trad] |- — 6thai.-«8*»

9 The-biggest-and-best-kr a-le-réimse-na-
food-areas.-«9»

10 There-are-also-a-large-n oo freisin.«10*»
schemes. 10> ehangealh o na-Taili-maidir-le-
12 [Please note-that-Fees-fi straim-Reachtuil-
Societies-were-changed
Undo Cancel
2018.-«12» hoigiltis. «13*»

e
e Not found: Unknown word which Transit could not find in the spellcheck dictionary, the project

dictionaries or in the reference material.

e Change to: Suggested alternative from dictionaries or (in the case of reference-based

spellcheck) from the reference material.
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e Suggestions: More suggested alternatives from dictionaries or (in the case of reference-based
spellcheck) from the reference material.

You have the following options:
e Ignore: Transit ignores this occurrence of the unknown word. Transit leaves this occurrence of
the word unchanged but if it occurs elsewhere in the text, shows it as unknown again.

e Ignore all: Transit ignores every occurrence of the unknown word in the text. Transit leaves all

occurrences of the word unchanged and does not show it as unknown if it occurs again in the
course of the spellcheck.

e Add: Transit adds the word to a list of unknown words. Transit leaves the word unchanged and
treats it as known, so that it does not show it as unknown again if it occurs elsewhere in the
text.

The list is user-specific and so it will be applicable to all of your projects. If you add a term as valid, it
will never come up again as a potential error.

¢ Undo add: Transit removes the last word added from the list of unknown words.
This therefore undoes the last addition of an unknown word. Consequently, the word is no longer
treated as known and Transit will show it as unknown if found again.

e —Change: Transit corrects this occurrence of the unknown word.
Transit replaces the word with the suggested alternative shown in the Change to box but shows it as
unknown again if it occurs elsewhere in the text.

e —Change all: Transit corrects every occurrence of the unknown word in the text.
Transit replaces all occurrences of the word with the suggested alternative shown in the Change to box
and does not show it as unknown again.
Transit automatically replaces the word wherever the incorrect term is found.

If you cancel the spellcheck before it has reached the end of the document, the unknown term will not
be changed in the sections of the text not checked.
e —Undo: Transit undoes the last change made by the spellcheck and highlights the last unknown
word found.

You can change the suggested alternative in the Change to box as follows:

e Select a different suggested alternative
To select a different suggested alternative, click the desired entry in the Suggestions. Transit then
transfers it to the Change to box so that you can apply suggested alternative by clicking Change or
Change all.

e Edit the suggested alternative
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You can edit the suggested alternative directly in the Change to box and then apply it by clicking
Change or Change all.

Transit may display the following message: The modified term is unknown. Use without further
checking?

Click Yes to confirm that Transit should use the amendment you have entered.

e Correct directly in the text
Place the cursor in the document being checked and correct the unknown term.
To continue the spellcheck, click Resume in the Spellcheck window.

If you did not start the spellcheck at the start of the text and Transit has reached the end of the text
during the spellcheck, the following message is displayed:
The end of the document was reached. Do you want to continue at the beginning of the document?
— Yes: Transit continues spellchecking from the start of the document.
— No: Transit exits the spellcheck.

When the spellcheck is complete, the grammar check starts as shown:

Spelling and Grammar: English (United Kingdom) —_
e "| 'Page-7«2*»

\i h f i ctuati ke —
au may E‘.’t.i Ol:gtf EN a punciuation mark. [ ﬁph‘1 .(<4*>}
¥l |Opportunity-it-is & | Ignore Once | L '
1" | o "1 '"Common-Implementation-
gnore rule — -
Life-cycle-process-and---

e sentence Graph-2:«10%"»
Implementation-Plan---Sa

—-

Suggestions:

- ange |
. chang Only-where-to-be-off«14’

A ST | Topportunity-it-is«16*»
£ «18»
T «20»

Dictionary language: |English (United Kingdom) hed
2»

£
4y

ti
o Options... Undo Cancel ]

= . . | «206>
taciéon---8-meses-Fiio«22» [k o —

N
<
1~

:

S8

B

3)

=

Click on “Ignore Once” to ignore just this occurrence of the grammar mistake, or “Ignore Rule” to skip
all occurrences in the file. To correct the mistake with the suggested option, click on “Change”.

Once the spelling and grammar checks are complete, a new window opens confirming this. Click on OK
to return to the Transit Editor view.
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The corrections during the spelling and grammar checks made are automatically updated in the TM and
the segment status remains unchanged.

1.3 Irish Language Spelling and Grammar:

Standard spellcheckers are inadequate for professional Irish Language. Pay for the professional Irish
Language spellchecker here: https://www.cruinneog.com.

If you have GaelSpell installed in MS Word on your computer, Transit will use it for the Spelling and
Grammar checks

2 LIVE PREVIEW OF TARGET — MS OFFICE FILES

The live preview is useful when translating Word or Office documents as it enables you to perform a
grammar check without having to copy and paste the target segments.

» Dynamically create target language Word documents and display them directly in Transit

The PDF viewer window also supports a preview of the target language Word file. To generate a
Word preview, place your cursor in the target language section of the Transit editor, right click
and select Display preview in Transit.

» Dynamically create target language Office documents

By selecting the Display preview in Office application, the document will be exported and
opened, with a synchronised positioning of your cursor in the target document. To do so, right
click and select Display preview in Office application.
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al al W
u
Project Active Project Active Project Current
Language pairs Dictionaries J Quality.
| TermStar (project dictionaries) ) HeaderFRA | v x [ i ()
2 Header = 2 Header z
4 Abbreviations 4 iiati g
Pt Fricie | Undo il
] This-text-should-be-included 6 This-te; R
redo
cut
Copy =
Paste =
=
Copy segment 3
Find fuzzy matches E
Confirm active segment Alt+Ins
=
3
Spelling for segment ~| 3
v H e
irtual segment join -
L Unde virtual segment join 3
Split virtuslly joined segments 5
g

Do not permit as reference material

Dual Concordance

Display image

v | Autosynchronise display of images

Display preview in Transit
I Display preview in Office application I

B ) B ) oo i 8 .. .2
Userrales Intérfaces Dual Fuzzy Reference material, Dictionaries Localisation Synch View

Ready | [Translate |Line:2 Col8 Seqeé Pos:8 Ins Not translated [a: Alt+097

The exported document will be saved in a $$Temp_Export$$ folder in the Transit NXT working folder
for this project. You can open the MS Word file and check for spelling and grammar errors there.

However, any mistakes identified must be fixed in Transit.

This only works for documents created with MS Office.

3 CHECKING FOR COMPLETENESS

Once the project is completely translated, it is also recommended that you check whether all
segments have been translated and marked as Translated (at a minimum). To do so, proceed as
follows:

1. Place your cursor at the beginning of the project by pressing the keys Ctrl+ Home.

2. Press the keys Ctrl+ + (on the numeric keypad).

If your cursor jumps to the end of the project, it means that all segments have been marked as
Translated. Otherwise, Transit will stop to the first segment not marked as Translated.

Note: Pay careful attention to this step. Delivering a project with a missing translation reflects
poorly on your professionalism and attention to detail.

4 TERMINOLOGY CHECKING

This function allows you to check that every source language word which appears in the project
dictionaries has been translated with its equivalent target term. Note: This check is only required if
the project is sent with one or more dictionaries to be used during translation.
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To run the terminology check interactively, proceed as follows:

1. Place your cursor at the beginning of the project by pressing the keys. Ctrl+ Home.
2. In Review > Terminology, click on Start, then the option you want (File or From cursor

position).
s - 7 7
ahsé lal- i Y 9 | % Cirensiation var
ctort 44 Options ffitnrt R = ['] Source variants
. Based on. 7 . || . F .Iam o 4 Options..,
Spellicheck || Te File
ilc nawigation

Fromn cursor position

T X ; - o
Files |/ Error itype) ¥ Evror (fild) ¥ 'u'l Update error display in the "File navigation” wind ow

3. Inthe Terminology check dialogue, you can do one of the following:

TermStar (project dictionaries) _RFS - Industrial and Provident Societies GAE * » _Terminology
=n RFS - Industrial and Provident Societies (English (UK)) £ |
64 The-central-register-of-beneficial ip-of-companies: * ‘
and-industrial-and-provident societies(1&Ps)-has-a thairbhiil-de-chomhlachtai-agus-chumainn-tionscail-agus

website. - «64» choigiltis-(I&Panna).- «64"»

65 There-are-no-paper-forms-or-filing terminology check ? % |éir-né-tailli-comhdaithe-i-gceist-agus- Y
RBO-office-is-not-open-to-the-pub |don-phobal, «65°» GAE A& Chlar um Uinéireacht Thairbhidil

RFS - Industrial and Provident Societies (Gaelic (Ireland))

Ta-suiomh-gréasain-ag-an-gelar-lamach-um-tinéireacht- ~ ENG: Register of Beneficial Ownership

“register of beneficial ownership™ Target language term fom
dictionary notused. To allow a different term. highlight t in the text

Allow

ignere

Cancel

e “Allow” the term used in the target language, although it does not match the translation in
the dictionary. To allow the term, select it in the Terminology check box and click “allow”;
Transit carries on with the check, but will not stop again at this term.

If you allow a term, this is user- and dictionary-specific. The term will no longer be reported to
you as an error in other projects with this same dictionary.

e “Ignore” the error in the target language. Transit then continues thecheck, and it will stop
again at the terms if it comes up.

e  “Cancel” the check to make any necessary modifications in the target language.

The benefit of running this check interactively is the ability to “allow” a term. The term will no longer
be reported to you as an error in other projects with this same dictionary. This reduces the false
positives.

Instead of doing the terminology check interactively, you can also carry it out automatically.

If you prefer, perform the Terminology Check via the error display in the File Navigation Panel on the
left of the window. Transit will list all errors there so that you can navigate directly to the segments that
contain errors. However, you will not be able to “allow” a term. You will either fix the terminology error
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or mark it as “ignored” if it is not an error.

To start the automatic check so, select Update error display in the “File navigation” window in the
context menu of the Start command in the Terminology section.

Project Statistics Edit Processing Matches Terminology
I:‘ Auto f’ f%; ﬁ JM . Translation var.
& -
#  Options ~ [V Source variants |
& = \ Start | Stert  Optiens | Start @
Based on.. ~ ‘ /‘ Options...
Spellcheck | Te File

C (Ireland)(ﬂ [ b= @ From cursor position

TermStar (project dictiol Do not check locked segments

Update error display in the "File navigation” window

64 The-ceﬁtral-register-of-beneﬂcial-ownership- of-companies

Once Transit has updated the error display, it displays the following message: “Terminology check
complete”. Click “OK”. The errors found are then listed in the File Navigation panel, in the Error (type)
tab, to the left of your language pair.

File navigation o =
/ Files |/ Error (type) |/ Error (file] | Variants |
+- @ General A

— '{E’ Incorrect Terminology

------ i Terminology check not carried out

f- {# Target language dictionary term not used
----- Term: wood

----- Term: streets

----- #* Term: well

----- Term: comes

----- Term: cover

----- Term: reporting

----- Term: Dublin
..... Tarrar FCiahlie

5 FORMAT AND VARIANT CHECKS

The format checks must be completed. The checks ensure the structural integrity of the file (markup
assignment, in particular), as well as other settings such as numbers, spaces, and empty segments.

Duplicate source segments must be translated in the same way unless the target language has a valid
reason why this should not be the case. For this reason, only valid Variants are allowed.

Both the format and variant check must be completed.

Any error identified during the Checks must be fixed before delivery to the PM. If the error is a
false positive, you must mark it as “ignored”.
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After you have completed the format checks, save the language pair(s).

Next, perform the customised RegeX Searches (see guide for more details) before packing the TPF.
» Overview
Unless otherwise instructed by the Project Manager,

v Before all deliveries in TPF format, run the format checks “from project settings”.
v If errors are found during the Format Check, these must be corrected before delivery of the TPF.

v If errors found during the Format Check are “false positive” (including variants), these must be
marked as “ignored” before delivery of the TPF.

» How to start the Format Check
After you have finalised your translation or proofreading task, make sure:
v" All language pairs are open, switch off any filter (View > Segment Filter > Switch off), run the
markup assignment, terminology and spell check.

v" Once the above is done, you are ready to start the Format Check.
Go to Review (1), in the tab “Format check” click on the Arrow of “Options” (2), select From
project settings (3) and click “Start”

Trans
o SO
atistics Edit Processing Review § 1 Matches Terminology
| ﬂF _"5’ I DTransIatlon var. ,
il {‘ |
[ . Source variants
S‘rar‘t Start ptions ‘ Start
= |2 - 94,’}" Options...
Terminology JI Farm Frdn project settings
@ Jm T ¥ r : obal)

From project settings

lle.FRC

My
de

From project settings
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» How to run the Format Check and ignore errors that are false positives

If the error found is a mistake, make sure you do not just leave it; fix it and continue the format
check (Review > Format check > Start > From Cursor).
If the error found is not a mistake, follow the instructions onscreen to “ignore” and go to the

next.
18 -months-after-taking-over-the-operations-of-Assystem 7|+ Dix-huit-mois-aprés-avoir-repris-les-opérations-du-département-des
SA's Global-Product-Solutions-division,-and-following-a Solutions-de-produits-mondiaux-d'Assystem-SA, -ef-suife-a-une-série-d'
series-of-acquisitions-in-2018-including-SQS---an acquisitions-en-2018+—dont-SQS, -un-partenaire-majeur-de-qualité-dans
industry-leading-quality-partner-for-digital-business-with- secteur-du-numérique-avec-une-présence-forte-de-500+personnes-en-
a-500-people-strong-presence-in-reland, the Iflande*—I'c on-devient-Expleo.+d
organisation-becomes-Expleo.+d Format check
d
«I» o Number ‘12 not found, eprises-a-maitriser les-progrés-technologiques, Exple
To-help-businesses-harness-technological-change, Ignare? rtise-et-des-connaissances-des-meilleures-pratiques
Expleo-offers-access to-sector-specific-expertise-and rs-spécifiques-en-matiére-de-conseil,-d'agilité-métier,
best-practice-across-consultancy-and-business-agility, produit,-de-production,-de-maintien-en-condition
product-design,-production- and in-service-support,-as = to le-gestion-continue-de \a qualité.

Note: You can bulk ignore errors by using the File navigation wmdow

/"\ Once the format check is complete click “yes” to start checking for variants.

Format check

Check complete
Do you want to start the variant check now?

> Translation / Source Variants:

If the source or translation variant is a false positive, and does not need to be fixed, right click and
tick “Ignore error(s)”.

File navigation * x| 7 Combi-MG-OM-EN

/Files |/ Error (type) |/ Error (file) |/ Variants L

EI':B' Translation variants
E| { Source: <F id="755"><b><obj

420

(- A — Go to seqment |

-2 Source Note Ignore error(s) |

- Targdt' N0 .
¢ Remove error(s) from list |

426

IMPORTANT: Do not click “Remove error(s) from the list” as it will reset the status of the error to
“not checked”.

To repeat the variant check, click the Start button " and select Update variant display in the
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"File Navigation" window. Hover over the File navigation; variants found will be displayed.

6 CHECKLIST before DELIVERY

Before delivering the TPF, confirm:
1) Have you run the spellchecker?
2) Have you run the grammar checker?
3) Are all the segments you needed to translate now marked as “translated”?
4) Is all the terminology accurate?
5) Have you run the format checks?
a) There should be no markups missing/unassigned
b) There should be no invalid source/target variants
6) Have you run the STAR Customised RegeX Search for your language (where applicable)?

IMPORTANT NOTE: Make sure the “false errors” are marked as ignored — DO NOT click “Remove
error(s) from the list”. Save the language pair(s) before packing the TPF.

Ill

Removing the errors from the list will “reset” the status of the error to “not checked” so your ignored

errors will be displayed as errors.
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A PROOFREADING

This section describes how to perform a proofreading assignment.

As a proofreader you must make sure that the style and sentence structure of the translation is
appropriate for the intended purpose. However, just because you would phrase something in a
different way does not mean that the way someone else has phrased something is wrong! If you think
the translation is clumsy or difficult to read, see if you can improve it without having to completely
rewrite the whole sentence: move one word, insert a comma, change a verb, and so on. Your time is
valuable: try to make improvements with the least amount of effort.

IMPORTANT: You do not need to make changes to any segments already marked as Checked 1 or
Checked 2 when you receive the proofreading task. These are “context matches”: segments already
used in previous work and are already approved by our team. If you accidentally make changes to these
or see any issues with them, you must let your PM know.

1 WHAT TO PROOFREAD?

During the proofreading stage, you should simply review and edit segments with the following
status:
- Translated

- Check pretranslation

- Spellchecked

Once you have made any necessary changes, mark the segment as Checked 2.

Segments with the following status must not be marked as Checked 2 during the proofreading stage:
- Checked 1
- Checked 2

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

e 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 segments before translation is Not
translated.

e Fuzzy matches: from 75% to 100% matches. The status of these segments before translation
is Not translated.

e Pretranslated words: Pre-translated segments are directly checked by the proofreader, the
translator does not check those as they are already translated using the relevant translation
memory. The status of these segments is Check pretranslation.
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¢ Internal repetitions: Internal repetitions have been translated by the translator only once.
The rest of the occurrences will have been automatically populated during the translation
stage and the proofreader will take care of checking that those are correct, in-context.

Remember, Checked 1 and Checked 2 segments are context matches and are outside your scope of

work.

You can filter out the segments you do not need to proofread. See below under “WHAT NOT TO
PROOFREAD” for instructions on how to do this.

Once you have applied a Filter, Transit will hide the segments you are not required to proofread.

2 WHAT NOT TO PROOFREAD?

e Context matches: In Transit these are marked as Checked 1 and Checked 2. They are “in
context” pretranslations, meaning that the same segment, within the same context, has been
previously translated, approved and stored in the translation memory.

IMPORTANT: Context matches in Transit are not locked or protected. Therefore, these segments
might be changed by mistake or for a reason. Either way, inserting 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.

If you identify any errors in the Context matches, please let the project manager know.

How to filter context matches —Checked 2

Context matches can be filtered in 2 different ways.

From the menus
1. Go to the tab View > Segment filter > Create.

2. In Segment Info, tick Segment info > Segment status > Current > Select all status except
Checked 1 and Checked 2.

3. Applyfilter.
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l Segment filter ? X

Segment content  Segmert range  Segment info | Segmert context

Segment status——————— ([ Jlastchange = ——— = Intemal repstitions 1 Fuzzy match quality I Apply fikter
® Curent status Before (®) All segmerts Patential fuzzy matches Cancel
O Status after import Since () Cnly repetition segments Used fuzzy matches =

Mot translated Ao . pen...
_Nitljrled From fto: O Orly nonrepetition segments Potertial or used fuzzy matches
Alignment checked (O Orlly first occumence Qualiy (4] Save
T - i i E—— daf.
Check pretranslation (] Qualty reduction () All, but only first occumence of — Save as
Translated None repetitions Lower than 100 =
Spellchecked Due to insignficant diference M
Checked 1 Due to moderate difference ore >>
Checked 2 Due to significant difference ] Edited by ——— ] Language direction of ref. material—
Unknown
Pretranslation Identical
[]Hide protected segments User Vice-versa
Fuzzy match (user) Indirect
MT match {user) Pivot
I With comments:

[] First translated by: ] Access status
[] Last change by: Pemitted as reference material
Mot permitted as ref. material

[ only segments with revisions

[] Uses reference material:

Using a quick filter
You can use the same settings as in the previous section, but accessing the filtering panel using just
one button. This button is located at the top left corner of your target view in the editor.

Double click on this button = w

Cuick segrent filter

a5 |"C hoose-an-item. Segment status Intemal repetitions
|.. (®) Curent status (®) All segments

87| +|'0ul () Status after import () Only repetition segments

89 rND E'_E't t:jﬂﬂﬂtf’d () Only nonTepetition segments
. Aigne

91 [Choose-an-item. Alignment checked () Only first occumence

93| + rDU| L:'h# Flr.Eetranslatmn O glp ; 'ijtritnf_lr;hr first occumence of

95| |INO Checked 1
] Checked 2

97 [Choose-an-item.

99 | + | loul

101 rND Fitter Off Cancel

103 [Choose-an-item.

anc | o 1[4
Double click the Quick Segment filter button (highlighted in green above), edit the settings as required

and click “Apply filter”.
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3 STARTING A PROOFREADING PROJECT: REVIEW INTERNAL REPETITIONS FIRST
1.1 HOW TO PROOFREAD INTERNAL REPETITIONS

For proofreading internal repetitions, you will have to switch to internal repetitions proofreading
mode.

First, make sure that proofreading mode is disabled.

Review Matches Terminology Alignment View Windows
N — ] 2 - -
Translation var. ."{ b 2 Confirm Tf Confirm s  Assign status
So ants || | Nevigste T Change & i P Next %\ File stat
urce varian L = ange & confirm  ~ e W ile status -
Options || Start P on/off | | = ¢ On/Off =
- - 4 Options... - &+ Assign status  ~ % #»  Navigate - [@ Log as revision
check Variants Internal repetitions Proofreading

In the screenshot above, the ON/OFF is highlighted. This means Proofreading Mode is ON.

To disable proofreading mode, click On/Off in Review > Proofreading. Proofreading mode is now
disabled.

Review Matches Terminology Alignment View Windows
Translation var. 5? .'_; Confirm i / Confirm 4  Assign status -
. : ¥ Navigate - _ ; .
. Source variants ¥= Change & confirm -~ Mext @ File status ~
ptions Start - i On/Off | | N On/Off ‘
- @ & Options... - 4"&- Assign status 7 T Navigate ~ Log as revision
sheck Variants Internal repetitions Proofreading

Next, select Review > Internal repetitions > On/Off. Select the following options:

%‘! = "
Confirm
! . -
4 Mavigate ﬁ Chanoe & confi .
| 5 || < >| = nge & confirm .
- ..,irb Assign status  ~ -

Spellcheck nal repetitions
Check1

* Check?

Check 2 g
Select "Check 2" as the proofreading step for internal repetitions |

Ll | BT +1 Franrais

You have selected Checked 2 as the proofreading step. This means that during the following check, all
segments which have a status lower than the proofreading mode you have selected will be checked.

A) Proofreading internal repetitions one by one:
When you work in internal repetitions proofreading mode, Transit NXT only takes account of internal
repetitions. Confirming a segment with the ALT+INS shortcut moves the cursor to the next internal
repetition to be checked.

B) Proofreading all internal repetitions at once
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If you have proofread the first instance of an internal repetition and you are happy with the initial
translation (you have not applied any changes), you can click the button Confirm to assign the status
selected — Checked 2- to all the occurrences within the open language pairs.

Alignment View Windows
= Confirm
T a2 & Mavigate - 4: :
P E Change & confirm
on/oft || 4 »| = _
- s Assign status ™

Internal repetitions

If you have inserted changes in the first occurrence of an internal repetition and you would like to
populate that change across the files, you should click the button Change & confirm to update the
rest of the occurrences and assign them the Checked 2 status.

_r__,'E Confirm
E Change & confirm |~

o+ Assign status -

% & Mavigate -
‘ Oin/Off |‘€ >|

Internal repetitions

Note: Context might be different for each instance of the internal repetitions. You can apply changes
to internal repetitions all at once; however, you should check that the final translation in each case
matches the context.

1.2 About internal repetitions and status Checked 2

During the translation stage, the first occurrence of an internal repetition that has just been
translated receives the status Translated. The rest of the occurrences are then automatically
assigned the status Checked 2.

Therefore, during the proofreading stage you will find segments with the status Checked 2
that can be either:

1. internal repetitions, or

2. context matches from the translation memory.
IMPORTANT: start the proofreading task by revising the internal repetitions first as per section 3.1

How to proofread internal repetitions. Once all the internal repetitions have been proofread, you can
filter out segments with Checked 2 status and proofread the remaining text.
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4 PROOFREADING THE REST OF THE PROJECT
4.1 SETTINGS FOR PROOFREADING

Once you open the *.PPF file provided by the Project Manager, you should make sure the following
settings are correct:

1. Select your User role > Super User.

1462 | + [Ex{i
1464 | + an Project Manager g
Project Calculation Manager
-+
1466 E Translator
* EVIEWEr
1468 | + | Dou Revi
1470 | * [oF Markup Specialist
- -
Reference Material Manager E
1472 | + =R Alignment Specialist d
1474 | * BEl Terminology Manager E
antra Terminelogist
1475 | + L'ax Terminelogy Translater
Localisation Specialist
Standard user roles 4 Super User p
My user roles 4 b|
Manage user roles r

lle-intérieure

J

Select user role...

User roles I

Reviewer

H

s

P—
Interfaces Dual Fuzzy [Reference materiz

2. Go the tab Matches and check that the settings for the project are as shown below:

Project Statistics Edit Processing Review Matches Terminolagy Alignment Wiew
-y
@n‘ 6/}9 |Min. status Translated " |[] segment concordance | [Z]  wpdate matcnes | |Min. status
: Ins. 100% match If no vanants exict ~ - - m |Mil‘l. quality
Search Options WA ety 0 Z| | Min. quality 90 Zl
Dual Concardance FuLzzy search [sourca) Bubble

& Ialian(TA)

8 &

" THXCOL Manual UKITA |

Windows
Translated T| A4 searcn )
0o o .
[T oni #°  Option:

Fuzzy search [target)

¥ | Fixed window

¥ Autematic s=arch

18

Gineu ajy w

| 'cusiB

Match case
Automatic search

-

3. Go to Review tab > Proofreading section.
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Project Statistics Edit Processing Review Matches Terminology Alignment View Windows

[ Auto i _g‘rjl ,"_!:J . [¥] Translation var. ;" { i‘_ N 2 Confirm vl ¥ Confirm = Assign status ~
. | b s avigate ~

fa”' Options = Start Start S Start ﬂSouroevariants ‘lOer” ‘ | 'E Change & confirm  ~ ‘ On/oft | } Next “ﬁ File status
eaon. | R e PO | P 1
Spellcheck | Terminology | Format check ‘ Variants ‘ Internal repetitions |‘ Spellcheck
c (Ireland)(ﬂ‘l-;“f’J Ll @ F‘T s Check 1
TermStar (project dictionaries) / RFS - Industrial and Provident Societies.GAE | * Check2

RFS - Industrial and Provident Societies (English (UK)) After confirmation: Stay in segment

Industrial-and-Provident-Societies «2»
Industrial-and-Provident-Societies-are-registered-under-

After confirmation: Go to next segment

+  After confirmation: Go to next segment to be checked

4. Activate Log as revision: This will allow you to check your changes later.

e Click on the dropdown menu under On/Off and select Checked 2: This will mark
any segment you edit as Checked 2, which is the status we use to mark proofread
segments, AND

e Select “After confirmation Go to next segmentation to be checked”.

Once you have confirmed a segment, it will then jump directly to the next segment
in your scope for proofreading. It will skip segments that you do not need to
proofread (Checked 1 and Checked 2).

5. Once these are active, you can click on On/Off and start proofreading.

4.2 HOW TO PROOFREAD

6. Got to Review > Proofreading > On/Off to start proofreading.

7. When you are finished proofreading a target segment against its source segment, press
“ALT+Insert” to confirm your changes.

Alternatively, instead of using the shortcut, you can go to the "processing" section and click

on the big green Vv (“confirm”) under the Translate field. Check in the bottom right-hand

corner that your segment is marked as ' Checked 2 '.

8. The segment will be now marked as Checked 2 and the cursor will jump to the next segment

automatically.
NOTE: Proofreading mode must be On for Transit to jump to the next segment that requires

proofreading. Otherwise the cursor will jump to the following “non-translated” segment —in this case
to the end of the file as it should be fully translated already.
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5 FILTERING CHANGES FROM PROOFREADING STAGE

You can check your changes after you have finished in the Segment info panel. You can display this in
Windows > Segment Info.

ATA 5 x Segmentinfo B ox
ohal A ara ent Po alia 1 revison step(s), recent change: Ll
| | materiale scritto o immagini TESTERD. “ | [Le molestie discriminatarie sono comportamenti indesiderati,
8] * |'PROIBIZIONE DI MOLESTIE DISCRIMINATORIE irragionevoli e offensivi che possona comprendere insulti, scherzi
10| * | ILe molestie discriminatorie sono comportamenti indesiderati, irragionevoli offensivi, baftute, stereatipi negativi, materiale scritto o per immagini, o
offensivi che possono comprendere insulti, scherzi offensivi, baﬁu}e, stereotipi atti minacciosi, intimidatori o ostili.
negativi, materiale scrifto o per immaginiCHANGECHANGE, o atti minacciosi, Le molestie discriminatorie sono comportamenti indesiderati

intimidatori o ostili.

irragionevoli e offensivi che possono comprendere insulti, scherzi
11| * | Tali molestie si possono basare su GAAA: . ¥ ’

offensivi, batfute, stereotipi negativi, materiale scritto o per

e Razza immaginiCHANGECHANGE, o atti minacciosi, intimidatori o ostili.

o e Colore della pelle

17| + Religione Comments

9+ Eta From transl./reviewer:- -

28 [ Stato di Gravidanza From project manager:- -

23" Genetica Target language segment

25|~ Sesso, identita di genere, .

g o| | status: Checked 2
- | o

Qual. deduction: None
Lang. direction of ref.: Unknown
Last change by: Ricardo Sanchez
on: 31/03/2016 16:20
Edited by: User

It is also possible to filter out any segment that has not been changed, so that you can see just the
edits made during the proofreading stage. To do this, go to View > Segment Filter > Create and in the
Segment info tab select Only segments with revisions as shown in the screenshot below.

Segment filter ? X

Segment cortert  Segment range  Segment info  Segment contesxt

[ Segment status [ Last change Intemal repetitions [ Fuzzy match qualty Apply fiter
Current status Before () All segments Potential fuzzy matches Cancel
Status after import Since (®) Only repetition segments Used fuzzy matches 5

Not translated Ao: N Open...
_'—"Jigne'acll1 - Fromto: O Only non-repetition segments Potertial or used fuzzy matches
Alignment checked (] Qualty reduct () Only first pecumence Quality (%) Save
Check pretransiation uality reduction (O Al but enly first occumence of = Save as
Translated None repetitions Lower than 100 15 =
Spelichecked Due to insignificant difference "
Checked 1 Due to moderate difference LE
Checked 2 Due to significant difference [ Edited by [ Language direction of ref. material
Unlknown
Pretranslation Identical
[ Hide protected segments User Vice-versa
Fuzzy match {user) Indirect
MT match fuser)
I wWith comments:

[ First translated by: [ Access status
[ Last change by: Pemmitted as reference material
Mot permitted as ref. material

[ Uses reference material:
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6 USEFUL TIPS FOR PROOFREADING
6.1 Reminders on what Proofreading is

1. Focus on correcting mistakes such as spelling and grammar errors and mistranslations. The
changes should not be preferential — only things that are clearly wrong.

2. ltis not about “catching the translator out” or proving oneself as a linguist! Proofreading must
be as objective a task as possible. Just because you would translate something differently,
doesn’t mean that your way is intrinsically better!

3. Use your intuition regarding the work put in by the translator. It is easy to tell when someone
has put in the effort but is still learning and growing as a translator. It is essential that they learn

from the feedback you give them and do not get disheartened, particularly if they are just
starting out. If a translator is not putting in the effort that needs to be highlighted too.

4. Make sure you are taking on translation jobs as well as proofreading work. The two go hand in
hand, and if you regularly translate you will improve as a proofreader, and vice versa.

6.2 Tips for Proofreading in Transit

:iz

The segment numbers| 4/"lare on the left of the language pairs. Some segments don’t appear, i.e.
generally the first segment is 2, the second is 4 and so on. Segments 1, 3, 5 etc. are hidden structure
segments containing encoding information regarding the original file layout.

Terms highlighted in yellow are terms contained in a dictionary (if attached to the project).

Modifying fuzzy matches in the fuzzy match window: You can modify a fuzzy match in the fuzzy
match window, before 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 the fuzzy
match once you’ve edited it: click on the segment in the fuzzy match window, then press ALT+Enter.
You can then mark the segment as Checked 2 in the editor by pressing ALT+Insert.

Modifying fuzzy matches in the target language editor: Insert the selected fuzzy match form the
Target fuzzy match window by pressing ALT+Enter. Modify it in the target language editor. Press
ALT+Insert to confirm.

=

&
—

-
-
—

Deactivate Fuzzy Matches Popup Window: Go to User Preferences (To reach it, first click on
in the top corner), then User preferences > Dual Fuzzy and untick Bubble at the top and at the
bottom of the window. There is also the Fixed Windows for Fuzzy matches that you can show/hide in
the Window menu.

0

Special characters: In order to insert any special character, go to Edit > Character Map == .
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Switch editor view: To switch between a vertical (side-by-side) view to a horizontal view in the
editor, go to View > Language Pair and use the following buttons to toggle the view.

7 PACKING THE PROOFREADING PROJECT

Once you are satisfied with your proofreading, and have completed the Final Checks, save the
language pair and go to Project > Exchange > Pack Translation. Save the TPF File and send this file
back to the PM using the “Upload Files” feature in the Supplier Portal.

> IMPORTANT NOTE: Please read FINAL CHECKS
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A HOW TO REWORK A TRANSLATION IN TRANSIT

A PM may ask you rework your translation after it has already been uploaded. Sometimes, if your
translation needs a lot of re-working, the proofreader may stop their task and return it to the PM for

re-working.
The PM will ask you to identify the type of changes identified by the proofreader and the steps you

will take to avoid the changes in the future.

If that is the case, the PM will be sending you a new PPF - which will include your translation and any
edits by the proofreader. Make sure you make the changes in the correct PPF (the new version):

1. Openthe new PPF that the PM has sent you in Transit. The project opens as usual:

Project name ? *
Object Scope
[y DEFAULT Global
[‘J DEFAULT_MR Global
[ DublinCityCouncilJob 124 Global
[‘; DublinCityCouncilJob124_for_comection Global
[ Immersed TechnalogiesJob5C Global
[ Mt _Word Global
Filename:
Immersed TechnologiesJob5B | I Save I
Scope:
Customer w Cancel
Customer:
Immersed Technologies ~ Mew customer

2. Change the Filename of the project, by adding a meaningful name i.e. “for revision” or “for
correction”. Click save.
This is to ensure that:
1. your original translation is not overwritten

2. vyou are revising the correct version we want you to revise (i.e. the latest version).
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Project name ? >

Chject Scope

[ DEFAULT Global

[‘ JDEFAULT_MR Global

[} DublinCityCouncilJob 124 Global

['J DublinCityCouncillob124_ for_comection Global

[ immersed Technalogieslob5C Global

[ Met_Word Global
Filename:

Immersed TechnologiesJob5B_for_revision | | Save |
Scope:

Customer ~ Cancel
Customer:

Immersed Technologies w MNew customer

3. Make sure the path and the location of the project are correct. Click “OK”.

The name that you have given the project should also come up as part the path

(see screenshot below):

1’ Folders ? *
Project working folder
||ns'rt NKT'-pn:ujects'-.ImmersedTechnnIngies'-.ImmersedTechnoIogiesJobEB_for_revision\ll Change...
Folder hierarchy
() .. \<Project> (). \eUser name>\«Customer:'<Project >
® .. \<Customer>\<Project> () .. \eCustomers\<User name>'<Project >
() .. \elUser names"<Project > () User-defined...
Cancel

4. Your project then opens as usual. Make the changes the PM instructed you to make.
5. Repack the updated translation as a TPF by clicking on “Pack translation” as usual, and re-

deliver the TPF.
6. Please let the PM know the steps you will take to avoid the issues in future.
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A HOW TO PERFORM A POST WEBEDIT
VERIFICATION

Your translations may be checked and edited by the customers’ reviewer on our CLM WebEdit review
tool.

Once the customer reviewer has finished checking your translation on CLM WebEdit, your project
manager will send you a PPF containing your edited translation, with tracked changes.

Before final delivery to the customer, you will be asked to:
1 Check the changes made by the customer (see below how to filter segments changed or

commented in Transit) and harmonise them throughout the project, as required.
2 Fillin the Customer WebEdit review _summary form.

3 If adictionary is attached to the PPF, insert the customer’s preferred terminology in the
dictionary.

4 Deliver back the Summary form and a TPF (if you had to make anycorrection).

While checking the changes made, make sure you spot any grammar error, spelling mistake or
inconsistency (often added by the reviewers...). Correct any error that affects the quality of the
translation, and harmonise the changes throughout the project.

If the changes made do not correspond to the source text anymore, exclude the segment from the
reference material (right click on the segment> “Do not permit as reference material”.

Download the Customer WebEdit review summary form:
https://suppliers.star-ts.com/helpdocs/Customer WebEdit review summary.docx

Open the Word file, and fill it in as you analyse the changes / comments made.
Remember to send the filled out form back to the Project Manager!
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Filter on segments with changes / comments:

*** You must have the language pairs open. ***
In Transit, the Segment Info panel displays the previous translation and tracks the changes made.
To activate the panel, go to [Windows] > [Segment Info]

Processing Review Matches View Windows

W Markup
#4 Find/Replace

Terminology Alignment

“4 Dynamic Linking €) Character map

@ Web . PDF/Word @ Multimedia
eb searc

A Spellcheck
: HTML RC editor

(% segment info

@??g Dual Concordance ¥ File navigation

To display only reviewed / commented segments:
Place the cursor in the Target.
Go to: [View] > [Create] > [Segment filter] >[Segment info]

e -
l-'/..:"_ Transit MNXT 5P 15 - Default {5
="
Project Statistics Edit Processing Review Matches Terminology Alignment 1 Vindows
2 Switch off W T !S‘| ﬁ Colours  ~ Special characters f} Create ? — H Save -r" Delete
= I elete
W% Modify % Synchronise view . | markers | Hide Z| | Markups ShortZ| 5, Modify @ Save as (3 Reset
W Detete B appy - /* options / options - || & oOptions - I-default-e (Global) | || Elise (Global) -
Segment filter Language pair Segments Text/Markups Terminolagy layout Manage views
(| Segment filter 3 ? x
T Segment contert  Segment range foegment infol| Segment context
§ ] Segmeri status ] Last change Intemal repetitions 1 Fuzzy match qualiy _— Apply fitter
E Cument status Before (®) All segments Potential fuzzy matches Cancel
“g; Status fter impart Since () Only repetition segments Used fuzzy matches =
o | | | Mot translated Ao - pen...
5 Aligned Fromte: O Only nonrepetition segments Potertial or used fuzzy matches
— || Alignment checked ] ] () Only first occumence Quality (%) Save
Check pretranslation '] Gualty reduction () Al but only first oceumence of s p——
Translated MNone repetitions Lower than 100 =
Spellchecked Due to insignificant difference m
Checked 1 Due to moderate difference ore >
Checked 2 Due to significant difference ] Edited by ] Language direction of ref. materal—
~ Unknown
Pretranslation Idertical
[ Hide protected segments User Vice-versa
Fuzzy match {user) v Indirect
Pivot
[ With comments:
[ First translated by: ([ Access status
O Pemitted as reference material [ Only segments with revisions
Last ch :
change by Mot pemitted as ref. material Addtionally also seaments with comments
[] Uses reference material:
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Tick the options “Only segments with revisions” AND “Additionally display commented segments”,
click “Apply filter” .

Segment filter ? X

Segment content Segmentrange Segmentinfo  Segment context

[Jsegment status [ |Lastchange Internal repetitions [ 1Fuzzy match quality
c Apply filter
urrent status

Before @AH segments Potential fuzzy matches

Status afterimport Since () Only repetiion segments Used fuzzy matches Cancel
Nottranslated From/to: C)onl - i

X i/ ly non-repetition segments
Aligned Potential or used fuzzy matches
Draft ) O Only first occurrence
Alignment checked [ Quality reduction () All. butonly first occurrence of Quality (%): Open...
Check pretranslation None repetitions = =
Translated Due to insignificant difference Fowerihen e Save
Spellichecked Due to moderate difference [JEdiedb
Checked 1 Due to significant difference Y Also segments without fuzzy matches
Checked 2 ~ Save as..
Approved (customer) Pretranslation

Language direction of ref. material
[JHide markup segments User {Languag
Fuzzy match (user) Unknown
MT match (user) v |dentical Less <<
With comments: - - - - Vice-versa
Access status Indirect
[IFirsttranslated by: L] Pivot
Permitted as reference material

[JLastchange by: Not permitted as ref material

[JUsed reference material: Only segments with revisions

[Locked segments

: Additionally display commented
[JUsed physical ref file: Only locked segments segments yeesy
Hide locked segments
Show context Options Apply Search
Segments before 0 = [Match case To all segments o0 (@) Search intext only
Segments after 0 = [JRegular exprassion OSearnh in text and markups

[ |Find whale words only (") Search in markups only

To the result ofthe current filter

Only segments reviewed by the customer, and segments commented by the customer are now
displayed.

W& Ty meew -

KWELL_CATALOG 2017 _JAPinsert_DO61917 [Japanese] || Rackabbk

6|+ vLAV ) 1—232, AGV. FhILFTEE,

[a1 . e § L I T T L M Er_ TR L ¥

Click “Switch off’, to deactivate the filter.

Project Statistics Edit Processing Review Matches Terminology Alignment : Wil ows

i I:.
¥ Create | % Switch off I 2 maEs g colous - [ special characters T\ Create 7 Detete H Save W Delete
i Modify ynchronise view || | Markers  Hide - ||| Markups & Full | i Modify P saveas C Reset

W Delete S Appy -
Segment filter

& ; || : |
# Options A options - |/ options - NXT _Transit1 (Global ~ NXT03_01 (User) >

Language pair | Segments | Text/Markups Il Terminology layout I Manage views

IMPORTANT: you must switch off the Filter to do Global Search and Replace, and to perform the
QA checks.

Once all those checks are done, perform the QA before delivery (see FINAL CHECKS).
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A HOW TO ATTACH A DICTIONARY TO A PROJECT
IN PROGRESS

The project manager may ask you to add a TermStar Database to your project so that you can use a
Customer’s dictionary. This terminology bank will be an Access database (.mdb).

To attach a TermStar dictionary to your project, proceed as follows:

Save the .mdb file in a specific location on your machine.

Open the relevant project in Transit.

Click on the Dictionaries button at the bottom (resource bar).

Select Dictionaries/Databases > Link database.*

In the ODBC driver selection window, select the default option Access Database (Access) > Next.

a Uk WN -

Click the Browse button to select the location in which the terminology database can be found

(see point 1 above).

7 For the name of the new ODBC connection, we recommend you keep the name suggested by
Transit > click Finish

8 Go to Settings (Top bar) > Dictionaries and Add the new dictionary to the project

9 Click Apply and OK.

You should now have access to the Dictionary for the specific project. You may need to close and open
Transit again if the dictionary is not showing straight away.

A video showing how to attach the dictionary is available on our Supplier Portal:
https://suppliers.star-ts.com/helpdocs/restricted/Transit NXT Adding-a-Dictionary.mp4

*If the option to Link Database is greyed out, change the user role to “Super User”; the option should
then be “clickable”.
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Project Manager

Project Calculation Manager
Translator

Reviewer

Markup Specialist
Reference Material Manager
Alignment Specialist
Terminaology Manager
Terminologist

Terminclogy Translator

Localisation Specialist

Standard user roles ¥ | *  SuperUser

My user roles 4

Manage user roles

Select user role...

a3 [ 5 [ —— [ e
User rales Interfaces Dual Fuzzy Reference mi

Super User

A HOW TO HAVE ACCESS TO THE FULL TM

Typically, the PPF file sent by project managers will only include the most relevant previous

translations.
Including the most relevant previously translated segments reduces the size of the TM provided.

If you would find it useful to have access to the full TM, for searches or Dual Concordance, or to ensure
consistency with previous translation please let the relevant PM know and we will provide it.

The steps below are in cases where the initial PPF did not include the full TM; you have already
unpacked the project and have asked the PM to send the full Translation memory.

The TM (reference material) will be provided in a zipped folder.
1. Save the zipped folder.
2. Go to the Transit Working folder for this project.
3. Create a REF folder. Make sure it is called “REF”.
4. Unzip the content of the zipped TM in the REF folder.

You now have access to dual concordance searches on the full TM. Make sure the settings for the Dual
concordance searches both search the Reference material and the Working folder — see 10.1 Dual

concordance search.

Note: To check where the Transit working folder is...
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1. Open the specific project in Transit; click |

2. Click on Folder selection
3. Check for “Working folder” — this will show the folder path in the “Path” column.

b

rar

Transit NXT 5P 12 - INTERMAL Job,

> User preferences.

[INTERNAL] «Super User (Global)>

Project  Statistics  Edit  Processing Matches  Terminology  Alignment  View  Windows
ab!g [ auto [ fj o [l Translationvar, 3": o Confirm f@‘ Confirm &  Assignstatus ©
/ /% options [l Source varants ! SiLes gttt | Mext L File status -
start start Stat  Options o onotr | | A
z Based on.. © S S o A~ options... S & Assignstatus - Navigate ~ [ Log as revision
spelicheck || Terminology ||  Format check || variants | Intemal repetitions ) Proofreading |
o . =
Bl A2 FrenchiFra) CERForMS QRS- P PG Hee (A BB =G
File navigation 7 oxp

Files Error (file)

=-{# STAR DublinTechnical Text FR_AD
B winword

8 winword

2 User preferences [Fabienne Perrin STAR Ireland (Fabienne]]

Startup settings

Mon-Latin fonts

Folder selection

Exchange reference material (TMX)

Select TMX file

Create TMX file

ve language pairs from TMX import

Working folder
Working folder
Working folder

538 Table Working languages
E Footer Special characters Activity = =
~Fg Frame - -
T Colours and fonts Create / import project
B VM wansdaton. fecdback_form 4D Transit Editor Select original files User-defined folder - TACusth
. - - Select folder with original files User-defined folder - TACusth

8 Table Add reference files Projects folder (Transit) ~ Ti\Transit NXT\projects\
5 Hesder Dual Concordance Add reference folder Projects folder (Transit) = T\Transit MXT\projects\
= List Dynamic Linking Select user-defined working folder My Documents folder (Windows) ~ CA\Users\Fabienne\Documents\
© B Lst Dual Fuzzy [ Sxport folder for project target languages. Working folder B T\ Transit NXT\Projects\INTERNAL\INTERNALJob26 T\
=8 Table Sunchronised Vi Save import/export log Working folder ~ TATransit NXT\Projects\INTERNAL\NTERNALJob26 T\
FL Frame ynehronisec View atistics as Working folder ~ | T\Transit NXT\Projects\INTERNAL\INTERNALJob261\
-~ Frame Working folder Br for language pair Working folder = TA\Transit NXT\Projects\INTERNAL\NTERNALJob261,
fig Frame Termstar Save language pair as Working folder ~ T Transit NXT\Projects\INTERNAL\NTERNALIob26 T\
: E:E Frame Dictionary assignment Exchange project
3 Frame . ject Working folder ~ TATransit NXT\Projects\INTERNAL\NTERNALIob26 T\
s Frame Terminology search Working folder > TATransit NXT\Projects\INTERNALUNTERNAL lob261,
g Frame Machine translation Working folder ~ T\Transit NXT\Projects\INTERNALNTERNALJob261,
i _E i;:lf Folder selection Working folder | TTransit NXT\Projects\INTERNAL\INTERNAL Job261\
@ Trandaton seract Quick Access Toolbar ranslation Working folder ~ TATransit NXT\Projects\INTERNAL\NTERNALIob26 T\
k translation Working folder ~ T\Transit NXT\Projects\INTERNALNTERNALJob261\

~ T\Transit MXT\Projects\INTERNALMNTERNALIob261%
~ T\Transit MXT\Projects\INTERNALMNTERNALIob261%
~ T\Transit MXT\Projects\INTERNALMNTERNALIob261%

Organise reference material

reference material: Select target folder  Last used folder + T\Transit NXT\Projects\INTERNALNTERNALJob261\
rent project to reference folder: Select tar; Last used folder -
reference files Working folder + TA\Transit NXT\Projects\INTERNALNTERNALJob261\
Convert Transit NXT reference files Working folder = T\Transit NXT\Projects\INTERNALNTERNALJob261\
TM Container
Select template My Documents folder (Windows) . C\Users\Fabienne\Documents\

Manage TermStar dictionaries

Save

A AGENCIES: HOW TO PROCESS PROJECTS FROM
STAR

If you are assigned the task “Translation and Proofreading” for a project, you are required to perform two
services:

1) Translation
2) Independent proofreading

As per our ISO certifications, this means that these tasks must be performed by two separate linguists. Please
contact the Vendor Manager at resources@star-ts.com to arrange Transit licences for your team as necessary.

As our supplier, you are responsible for ensuring that STAR projects are completed to the highest possible
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standard, as per this Manual, our Style Guides and all instructions provided by the project manager.
For projects in Transit, you must receive, process and deliver the project correctly as follows:

1) Download, save and unpack the PPF on your local machine, including dictionaries.

The project opens in Transit.

3) In the Project tab > Exchange, click Forward to save the PPF for translation - Translator completes
project, marking segments as “translated”)

4) Translator returns the translation packed as a TPF file, with the format checks performed.

5) Unpack the TPF and run checks

6) Click on Project > Exchange > Forward to save the translated project as a PPF - Proofreader completes
project marking segments as Checked-2)

7) Proofreader returns the proofread project as a packed TPF, with the format checks performed.

8) Unpack the TPF and run Final checks

9) Pack the Final TPF and deliver to STAR
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