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p 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 AI, MT or automated translation system is strictly prohibited. 

The unauthorized use of MT, AI, 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.  

  

https://suppliers.star-ts.com/helpdocs/SOP-41%20Working%20With%20CLM.pdf
mailto:resources@star-ts.com
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p 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: 

¶ Project details: Service, Language combination, word count, deadline, project reference, 

Project Manager that created the project, status, etc. 

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

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

Translation instructions 

¶ Support for large files, up to 100Mb 

¶ Confirm deadlines or suggest an alternative deadline. 

¶ Deliver your translation projects. 

¶ Create, upload and check the status of invoices. 

¶ 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 

 

LŦ ȅƻǳ ŀǊŜ ŀ ŦƛǊǎǘ ǘƛƳŜ {¢!w {ǳǇǇƭƛŜǊ tƻǊǘŀƭ ǳǎŜǊΣ ǇƭŜŀǎŜ ǊŜƎƛǎǘŜǊΦ /ƭƛŎƪ ǘƘŜ ƎǊŜŜƴ άwŜƎƛǎǘŜǊ κ CƻǊƎƻǘ 

tŀǎǎǿƻǊŘέ ōǳǘǘƻƴ ǘƻ ǊŜƎƛǎǘŜǊ ŦƻǊ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜΦ 

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

email address. 

https://suppliers.star-ts.com/
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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 ς you might find interesting and useful facts! Please see example below. 

mailto:resources@star-ts.com
mailto:resources@star-ts.com
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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 ς 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. 

3. Deadline. 

4. Wordcount and cost. 

5. 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.  
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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: 
 

 

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 ς organised here following a normal workflow: 

1. READY TO START: The project was assigned to you, ōǳǘ ȅƻǳ ƘŀǾŜƴΩǘ ŀŎŎŜǎǎŜŘ ƛǘ ȅŜǘΦ ¢ƘŜ 

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. ACCEPTED BY TRANSLATOR: ¢ƘŜ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ǘƻ άŀŎŎŜǇǘŜŘέ ƻƴŎŜ ȅƻǳ ƘŀǾŜ 

confirmed or modified the suggested deadline. The project line is displayed in green. 

4. ACCEPTED BY TRANSLATOR: 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. ACCEPTED BY TRANSLATOR: 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. FILES UPLOADED BY TRANSLATOR: 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 

ǇǊƻƧŜŎǘǎΦ tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƻƴŎŜ ŀ ǇǊƻƧŜŎǘ ƛǎ ƳŀǊƪŜŘ ŀǎ ŎƻƳǇƭŜǘŜŘΣ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ 

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. 

 

5.2  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. 
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The information below is organised into sections: 

¶ Section 1: Starting the project 

¶ Section 2: Translating the project 

¶ Section 3: Completing the project 

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

 

 

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

who created the project. 

2. Deadline: The suggested deadline set by the Project Manager is displayed in the white field. 

tƭŜŀǎŜ ŎƻƴŦƛǊƳ ǘƘŜ ŘŜŀŘƭƛƴŜ όά!ŎŎŜǇǘ tǊƻƧŜŎǘέ ōǳǘǘƻƴύ ƛŦ ȅƻǳ Ŏŀƴ ƘŀƴŘƭŜ ǘƘŜ project within 

the deadline. Change the deadline (by editing the Deadline field) if you need more time 

ŀƴŘ ŎƭƛŎƪ ά!ŎŎŜǇǘ tǊƻƧŜŎǘέΦ 

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.  

¸ƻǳ Ƴǳǎǘ ŎƭƛŎƪ ǘƘŜ ά!ŎŎŜǇǘ ǇǊƻƧŜŎǘέ ōǳǘǘƻƴ. 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. 

3. Conformance: /ƭƛŎƪ άǎƘƻǿέ ǘƻ ǊŜŀŘ ǘƘŜ tǊƻƧŜŎǘ wŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ ǘƛŎƪ ά!ŎŎŜǇǘέ to confirm 

you have the skills and can meet the requirements of the project.  ¢Ƙƛǎ ά!ŎŎŜǇǘέ ƻƴƭȅ 

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. 

4. 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. 

5. Email copy: Here you will find the same information as in the new project notification email. 

It contains 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 ς Questions & Answers 

 

 

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: 

 
 

ü 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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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). 

¶ Only ask questions in English. 

¶ Check the source text, reference materials and translation memory before asking a 

question ς you will frequently find the answer by analysing these materials! 

¶ Make sure you articulate your questions clearly and concisely. This will help to ensure 

you will get a faster and more accurate answer. 

¶ Formulate your ǉǳŜǎǘƛƻƴ ǎƻ ǘƘŀǘ ǘƘŜ ŎǳǎǘƻƳŜǊ Ŏŀƴ ŀƴǎǿŜǊ άȅŜǎέ ƻǊ άƴƻέΦ 

¶ 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 customer can simply pick one of your 

suggestions. 

¶ Avoid using abbreviations. 

¶ 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 ς the better described and located, the easier it will be to 

answer. /! \  Lƴ ά[ƻŎŀǘƛƻƴέΣ Řo 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.  



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

 

 

Section 3: Completing the project 
 

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

 

Section 4: Delivering the project 

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) ς 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. 

 
3. Notes for Project Manager: Insert any relevant comments for the Project Manager. 

4. Done Uploading ς 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. 
 

 

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. 

 

¢ƻ ǇǊƻǾƛŘŜ ŦŜŜŘōŀŎƪΣ ŎƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ άL ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎǳōƳƛǘ ŦŜŜŘōŀŎƪ ƻƴ ǘƘŜ ǘǊŀƴǎƭŀǘƛƻƴέΣ ŀǎ ǎƘƻǿƴ 

below. 

The evaluation form is displayed for you to fill out.   

Once all fields have been completed, click ά{ŀǾŜ wŜǾƛŜǿέ.  

You can submit your feedback until the project is άcompletedέ. 

 



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

In the Settings tab, there are two sections: άtǊŜŦŜǊŜƴŎŜǎέ ŀƴŘ ά5Ŝǘŀƛƭǎέ 

¦ƴŘŜǊ άtǊŜŦŜǊŜƴŎŜǎέ ȅƻǳ ŎŀƴΥ 

- View a summary of your Portal details 

- Modify your Username, Display Name and Password. 

 

 

¦ƴŘŜǊ ά5Ŝǘŀƛƭǎέ ȅƻǳ ŎŀƴΥ 

- Add/Modify your invoicing details (required) 

- Add/Modify other details about your services and availability. 

 

 
5.4  Invoices Tab 

ü 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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1. The section άTo be Invoicedέ shows a list of projects for which we have not yet received an 

invoice. 

 

2. ¢ƘŜ ǎŜŎǘƛƻƴ άServices not yet ready for invoicingέ ǎƘƻǿǎ ŀ ƭƛǎǘ ƻŦ ǇǊƻƧŜŎǘǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ 

delivered but are not yet closed. Please note that projects can only be invoiced  4 days after 

completion. 

 

3. ¢ƘŜ ǎŜŎǘƛƻƴ άPreviously Invoicedέ ǎƘƻǿǎ ŀ ƭƛǎǘ ƻŦ Ƨƻōǎ ŀƭǊŜŀŘȅ ƛƴŎƭǳŘŜŘ ƻƴ ŀ ǇǊŜǾƛƻǳǎ 

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.  

 

 

 
  

 

1 

 

2 

 

3 

mailto:resources@start-ts.com
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ü List Invoices 

 

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

status. 

 

 
 

ü Requisites to enable Invoice Creation  

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

 

ω             /ƻƳǇŀƴȅκCǊŜŜƭŀƴŎŜǊ bŀƳŜ 

ω             LƴǾƻƛŎŜ !ŘŘǊŜǎǎ 

ω             ±!¢ {ǘŀǘǳǎ 

ω             ±!¢ L5 όƛŦ ŀǇǇƭƛŎŀōƭŜύ 

 

LŦ ǘƘƛǎ ƛƴŦƻǊƳŀǝƻƴ ƛǎ ƴƻǘ ŎƻƳǇƭŜǘŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿŀǊƴƛƴƎΥ 

 

 
¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ϥŘŜǘŀƛƭǎϥ ƭƛƴƪ ǘƻ Ŭƭƭ ƛƴ ǘƘƛǎ ƛƴŦƻǊƳŀǝƻƴ ƻǊ ǳǎŜ ǘƘŜ aŜƴǳ {ŜǩƴƎǎҔ5ŜǘŀƛƭǎΥ 
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hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘƛǎ ƛƴŦƻǊƳŀǝƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ȅƻǳǊ ŎƻƳǇƭŜǘŜŘ Ƨƻōǎ ŀǎ ǳǎǳŀƭ ŦƻǊ ȅƻǳǊ 

ƛƴǾƻƛŎŜΦ 

 

±!¢ {ǘŀǘǳǎΥ  

- ¸ƻǳ Ƴǳǎǘ ǎŜǘ ǘƘŜ ŎƻǊǊŜŎǘ ±!¢ ǎǘŀǘǳǎ ŦƻǊ ȅƻǳǊ ŎǳǊǊŜƴǘ ŬǎŎŀƭ ǎƛǘǳŀǝƻƴΦ CƻǊ ƳƻǊŜ ŘŜǘŀƛƭǎ ƻƴ ǘƘƛǎΣ ǎŜŜ 

ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ƛƴ ǘƘŜ {ǳǇǇƭƛŜǊ 5Ŝǘŀƛƭǎ ŀƴŘ CƛƴŀƴŎŜ tƻƭƛŎȅ ό{¢Cπрύ ǇǊƻǾƛŘŜŘ ŘǳǊƛƴƎ ǘƘŜ ƻƴōƻŀǊŘƛƴƎ 

ǇǊƻŎŜǎǎΦ LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŀ ǊŜŎŜƴǘ ŎƻǇȅ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘΣ ƻǊ ƘŀǾŜ ŘƻǳōǘǎΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ 

±ŜƴŘƻǊ aŀƴŀƎŜǊ 

 

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: 

¶ Process for Perfect Matches (Translators / Proofreaders) 

¶ The most updated version of this instruction manual 

¶ Process for filtering segments during the Post WebCheck verification 

¶ Format Checks Instructions 

¶ How to Activate Warning for Unchanged Fuzzy Matches 

¶ Access to registration 

 

  

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
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See Transit Tutorial Videos, including: 

¶ Copying the Target to MS Word 

¶ Adding the Character Map to the Toolbar 

¶ Adding a Dictionary to a Project in Progress 

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

¶ Fuzzy Matches and Dual Concordance 

¶ Markup Assignment 

¶ Segment Filters 

¶ Terminology and Spell Check 

¶ How to run the Terminology Check (ignoring false errors) 

¶ User Role  

¶ Virtual Join 

Language Specific Information: 

¶ Canadian French Style Guide - Instructions (FRC) 

¶ German Style Guide - Instructions (DEU) 

¶ French Style Guide - Instructions (FRA) 

¶ 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) 

¶ * Right Click and Save Link As to Download Search for Canadian (FRC_Regex). 

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

¶ * Right Click and Save Link As to Download Search for Spanish Mexican (ESM_RegX). 

¶ * 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. 

 

  

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
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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: 

 

 

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

¶ Explain exactly what problem you are facing, using the screenshots as support. 

¶ Send the project number/name if the question is related to a project. 

¶ State if this is the first time that the issue occurs. 
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p 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  

  
 

Your άŦǳƭƭ ƴŀƳŜέ 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 

ōȅ ά{¢5¦.ψέ ŀƴŘ ǎǳŦŦƛȄŜŘ by ȅƻǳǊ ƛƴƛǘƛŀƭǎ άψ··έ. 

 

You can find your Supplier ID under the Preferences Tab on the Supplier Portal: 

 

 
  

https://www.star-group.net/en/downloads/transit-termstar-nxt/service-pack.html
https://www.star-group.net/en/downloads/transit-termstar-nxt/service-pack.html
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If you have already installed Transit and wish to switch from a User name to a User ID: 

 

¶ CƛƴŘ ǘƘŜ ŦƛƭŜ ά¦{9w{ΦLbLέΦ  Typically it will be located here: 

c:\Users\Public\Documents\Transit NXT\config\users\  

¶ Rename the file to USERS_ORG.INI 

¶ 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 hereΣ ǳƴŘŜǊ ǘƘŜ άvǳƛŎƪ ƛƴǎǘŀƭƭŀǘƛƻƴ ƎǳƛŘŜǎέ ǎŜŎǘƛƻƴ 

https://www.star-group.net/en/downloads/transit-termstar.html
mailto:resources@star-ts.com
https://www.star-group.net/en/downloads/transit-termstar.html#mCont_2879
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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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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    

 

 
 

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: 

 

https://www.star-group.net/en/downloads/transit-termstar.html#mCont_2879
mailto:resources@star-ts.com
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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 16th 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. 

 

 
 

2. Click on the ¢Ǌŀƴǎƛǘ ƛŎƻƴ ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ ƻǇǘƛƻƴ ά/ƘŀƴƎŜ κ aƻŘƛŦȅέΦ 

 

 
 

оΦ /ƘƻƻǎŜ ά[ƛŎŜƴǎŜ ǳǇƎǊŀŘŜέ ŀƴŘ ŎƭƛŎƪ άƴŜȄǘέΦ 
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пΦ !ŘŘ ȅƻǳǊ ƴŜǿ ƭƛŎŜƴǎŜ ƴǳƳōŜǊ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άƴŜȄǘέΦ 

 

 

7 WORKING WITH TRANSIT NXT - USER GUIDES 

Please consult the following two guides carefully for detailed help with Transit NXT. See the section 

ά¦ǎŜǊ ŘƻŎǳƳŜƴǘŀǘƛƻƴέ here: 

https://www.star-group.net/en/downloads/transit-termstar.html#mCont_2885  

 

You can also find detailed webinars here: 

https://www.youtube.com/playlist?list=PLqSy9LuLnz49VW8hTQogaaiNHP6qDclp0 

 

  

https://www.star-group.net/en/downloads/transit-termstar.html#mCont_2885
https://www.youtube.com/playlist?list=PLqSy9LuLnz49VW8hTQogaaiNHP6qDclp0
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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 

segment status. 

Move the cursor to the next segment to be 

processed and search for fuzzy matches there. 

ALT+INSERT 

Search for fuzzy matches for the current 

segment 

ALT+ENTER 

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 Ψbƻǘ ǘǊŀƴǎƭŀǘŜŘΩ segment CTRL+MINUS (numeric keypad) 

Go to next Ψbƻǘ ǘǊŀƴǎƭŀǘŜŘΩ segment CTRL+PLUS (numeric keypad) 

Go to previous segment with the status Ψ/ƘŜŎƪ 

ǇǊŜǘǊŀƴǎƭŀǘƛƻƴΩ 

ALT+MINUS (numeric keypad) 

Dƻ ǘƻ ƴŜȄǘ ǎŜƎƳŜƴǘ ǿƛǘƘ ǘƘŜ ǎǘŀǘǳǎ Ψ/ƘŜŎƪ 

ǇǊŜǘǊŀƴǎƭŀǘƛƻƴΩ 

ALT+PLUS (numeric keypad) 

Go to previous 'Not translated' or 'Check 

pretranslation' segment 

CTRL+ALT+MINUS (numeric keypad) 

Go to next 'Not translated' or 'Check 

pretranslation' segment 

CTRL+ALT+PLUS (numeric keypad) 

Navigating based on the status directly after import: 

Go to previous Ψbƻǘ ǘǊŀƴǎƭŀǘŜŘΩ segment SHIFT+CTRL+MINUS (numeric keypad) 

Go to next Ψbƻǘ ǘǊŀƴǎƭŀǘŜŘΩ segment SHIFT+CTRL+PLUS (numeric keypad) 

Go to previous segment with the status Ψ/ƘŜŎƪ 

ǇǊŜǘǊŀƴǎƭŀǘƛƻƴΩ 

SHIFT+ALT+MINUS (numeric keypad) 

Go to next segment with the ǎǘŀǘǳǎ Ψ/ƘŜŎƪ 

ǇǊŜǘǊŀƴǎƭŀǘƛƻƴΩ 

SHIFT+ALT+PLUS (numeric keypad) 

Go to previous 'Not translated' or 'Check 

pretranslation' segment 

SHIFT+CTRL+ALT+MINUS (numeric keypad) 

Go to next 'Not translated' or 'Check 

pretranslation' segment 

SHIFT+CTRL+ALT+PLUS (numeric keypad) 
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p TRANSLATING WITH TRANSIT NXT ς GETTING 

STARTED 
1 LANGUAGE SETUP 

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

interface might be in German. To change the User Language, go to user preferences: 

Choose the dialogue language. 

 

 

TƛŎƪ άhǇŜƴ ŀƭƭ ƭŀƴƎǳŀƎŜ ǇŀƛǊǎ Ǝƭƻōŀƭƭȅέ ǳƴŘŜǊ ά!Ŏǘƛƻƴ ǿƘŜƴ ƻǇŜƴƛƴƎ ŀ ǇǊƻƧŜŎǘέΦ ¢Ƙƛǎ ǿƛƭƭ ǊŜŘǳŎŜ 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: bŜǾŜǊ ǳǎŜ ά{ŀǾŜ ŀǎέ.  Lǘ ǿƛƭƭ ŎŀǳǎŜ ȅƻǳ ǘƻ ŘŜƭƛǾŜǊ ŀƴ άŜƳǇǘȅέ ǇǊƻƧŜŎǘΗ 

 

The only way to save your progress ƛƴ ¢Ǌŀƴǎƛǘ ƛǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άSave language pairέΣ ƘŜǊŜΥ 

 

 
  

To avoid accidents, change the following settings to disable ǘƘŜ άǎŀǾŜ ŀǎέ ƻǇǘƛƻƴ.  

  

tƭŜŀǎŜ Ǝƻ ǘƻ άUser Rolesέ ƛƴ ǘƘŜ ōŀǊ ōŜƭƻǿ Ҕ Manage user roles, like so: 
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It will open this window: 
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Next click the small + ǎƛƎƴ ōŜƭƻǿ ά¢Ǌŀƴǎƛǘ b·¢έΣ ǘƘŜƴ ōŜƭƻǿ άGeneralέΣ ¢ƘŜƴ άProjectέΣ ǘƘŜƴ 

άAdministrationέ ŀƴŘ ǘƘŜ untick ǘƘŜ ƻǇǘƛƻƴ άǎŀǾŜ ŀǎέΦ  

¢ƘŜƴΣ ŎƭƛŎƪ άǎŀǾŜέ ŀƴŘ hYΦ 

 

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: 

¶ *.PPF file (Packed Project File): Transit NXT translation kit 

¶ *.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: 

 

 

Save it on your machine where you save original incoming requests from STAR: 
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Double click to open. Keep the ǎǳƎƎŜǎǘŜŘ ŦƛƭŜ ƴŀƳŜΦ ¢ƘŜ ǎŎƻǇŜ ǎƘƻǳƭŘ ǊŜƳŀƛƴ ƛƴ ά/ǳǎǘƻƳŜǊέΦ The 

Customer field should show the customerΩǎ name. 

 

Use the ŦƻƭŘŜǊ ǎǘǊǳŎǘǳǊŜ Χ\<Customer>\<Project>: 

 

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 ς 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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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 
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5 OPENING THE LANGUAGE PAIRS 

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.   

 

To open all documents in a single window, click άOpen all (globally)έΦ 

.  
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The language pairs will now be displayed: 

 

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. 
 

 

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

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

for this project. 

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

text, etc. 

¶ PDF/Word: This enables the view of the source PDF ς your reference file will be synched up 

with your source file. This shows you where your translation fits in the target file. 

¶ 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: 



 

 

 

 

Transit NXT Interface 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Fuzzy matches window 

Terminology window 

Source language window Target language editor 

PDF viewer 

(source file sync) 

Markup window 
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7 SET USER PREFERENCES IN TRANSIT 

7.1  User Preferences settings 

 

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

 

 
 

Lƴ ά{ǘŀǊǘǳǇ ǎŜǘǘƛƴƎǎέ: 

 

ü ¦ƴŘŜǊ ά5ƛŀƭƻƎ ƭŀƴƎǳŀƎŜέΣ ǇƛŎƪ ά9ƴƎƭƛǎƘ ¦Yέ.  This will make it easier to provide support. 

 

ü ¦ƴŘŜǊ ά!Ŏǘƛƻƴ ƻƴ startupέΣ ǘƛŎƪ ά{Ƙƻǿ ǎǘŀǊǘǳǇ ŘƛŀƭƻƎέ. 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. 

 

ü ¦ƴŘŜǊ ά!Ŏǘƛƻƴ ǿƘŜƴ ƻǇŜƴƛƴƎ ŀ ǇǊƻƧŜŎǘέΣ ǘƛŎƪ άhǇŜƴ ŀƭƭ ƭŀƴƎǳŀƎŜ ǇŀƛǊǎ Ǝƭƻōŀƭƭȅέ. 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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Lƴ ά{ǇŜŎƛŀƭ ŎƘŀǊŀŎǘŜǊǎέΣ choose how you want special characters to be visualized from the drop-down 

menus . Click Save: 

 

 

 

This will ensure you see special characters in the editing windows as you work. You will also need to tick 

άǎǇŜŎƛŀƭ ŎƘŀǊŀŎǘŜǊǎέ ƛƴ ǘƘŜ View tab.  

 
 

Still in ǘƘŜ ά¦ǎŜǊ ǇǊŜŦŜǊŜƴŎŜǎέΤ ƛn άColours and fontsέ, you can customise the font size and font colours 

depending on the type of elements.  

 

²Ŝ ǊŜŎƻƳƳŜƴŘ ǎŜƭŜŎǘƛƴƎ ŘƛŦŦŜǊŜƴǘ Ŧƻƴǘ ŎƻƭƻǳǊǎ ŦƻǊ άŘŜƭŜǘŜŘέΣ άƛƴǎŜǊǘŜŘέΣ άǊŜǇƭŀŎŜŘέ ŀƴŘ άƳƻǾŜŘ ǘŜȄǘέΦ 
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This will make it easier for you to see changes in Fuzzy suggestions and to check changes made by 

proofreaders. 

 
 

Lƴ ά¢Ǌŀƴǎƛǘ ŜŘƛǘƻǊέΣ ǳǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜǘǘƛƴƎǎΥ 
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Lƴ ά5ǳŀƭ CǳȊȊȅέΣ ǳǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜǘǘƛƴƎǎΥ 
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Lƴ ά²ƻǊƪƛƴƎ ŦƻƭŘŜǊέΣ ǳǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 

 
 

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. 

 
 

Also check you can see markups and formatting: 

¶ Place the cursor in the Source and make sure Formatting and Markup ID is ticked in the Options 

ŀōƻǾŜ άText/MarkupsέΦ 

¶ Place the cursor in the Target and make sure Formatting and Markup ID is ticked in the Options 

ŀōƻǾŜ άText/MarkupsέΦ 

In the tab View  > Manage views, select NXT01_04(User) 
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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:  

 

¶ Customise the quick access toolbar by selecting the most frequently-used buttons from the 

different menus:  

 
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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p TRANSLATION 
 

IMPORTANT: The use of Machine Translation, AI 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. 

 

 

2. Go to the tab Processing, click the arrow under Confirm ŀƴŘ ŜƴǎǳǊŜ ά/ƘŜŎƪ ǎǇŀŎŜǎέΣ ά/ƘŜŎƪ 

ŜƴŘ ǇǳƴŎǘǳŀǘƛƻƴέ ŀƴŘ ά!ŦǘŜǊ ŎƻƴŦƛǊƳŀǘƛƻƴΥ Dƻ ǘƻ ƴŜȄǘ ǎŜƎƳŜƴǘ ǘƻ ōŜ ǘǊŀƴǎƭŀǘŜŘέ ŀǊŜ ǘƛŎƪŜŘΦ 
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When confirming a segment, Transit will automatically check if spaces and end punctuation are 

consistent with the source, and will jump to the next segment you need to translate. 

 

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

 

 

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? {ŜƭŜŎǘ ǘƘŜ tǊƻƧŜŎǘ ¢ŀō ŀƴŘ ǘƘŜ άtŀŎƪ ¢Ǌŀƴǎƭŀǘƛƻƴέ ƻǇǘƛƻƴΦ ¸ƻǳ ǿƛƭƭ ǘƘŜƴ 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 άŜǾŜƴƛƴƎέ ƻǊ άƭǳƴŎƘέ depending on when you are backing up. 

 

IMPORTANT: to avoid delivering a backed-up draft version of your translation by mistakeΧ ŀŦǘŜǊ 

performing all your final checks but before delivering the project, we recommend you:  

- Save the language Pair (CTRL+S). 

- Go to the Project ¢ŀō ŀƴŘ ŎƭƛŎƪ άPack TranslationέΦ  

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

o Pick the location where you want to save the TPF 

o Change the end of the name to _final.TPF 

o aŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ǳǇƭƻŀŘ ǘƘƛǎ άŦƛƴŀƭέ ŦƛƭŜ ǘƻ ǘƘŜ {ǳǇǇƭƛŜǊ tƻǊǘŀƭ 

 

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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3 HOW TO INSERT A TRANSLATION 

²ƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ǘǊŀƴǎƭŀǘƛƴƎ ŀ ǎŜƎƳŜƴǘΣ ǇǊŜǎǎ άALT+Insertέ ǘƻ ƳŀǊƪ ƛǘ ŀǎ 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 ŦƻǊ ά/onfirmέ.  

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 

ά¢ǊŀƴǎƭŀǘŜŘέ. The segment will then be marked with an asterisk (*) and the segment status at the 

ōƻǘǘƻƳ ǊƛƎƘǘ ƻŦ ¢Ǌŀƴǎƛǘ ǿƛƭƭ ǎƘƻǿ ά¢ǊŀƴǎƭŀǘŜŘέΦ 

 

There are a number of different segment statuses in Transit: 

STATUS EXPLANATION 

Imported/ Not 

translated 

Neither Transit NXT nor a user has edited the segment. 

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

Aligned 

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

the user (you can find more information on alignment projects ƛƴ ǘƘŜ ά¢Ǌŀƴǎƛǘ b·¢ 

!ƭƛƎƴƳŜƴǘ ¢ƻƻƭέ ƳŀƴǳŀƭύΦ 

Alignment 

checked 

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

(you can find more information on alignment projects in the 

ά¢Ǌŀƴǎƛǘ b·¢ !ƭƛƎƴƳŜƴǘ ¢ƻƻƭέ ƳŀƴǳŀƭύΦ 

Check 

pretranslation 

Transit NXT has pretranslated text which, apart from the numbers and markups, is 

identical to text in the reference material. Transit NXT has applied the numbers or 

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. 

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

Checked 1 and Checked 2 for additional proofreading checks. 

Checked 2 A user has confirmed the segment as Checked 2. 

Approved 

(customer) 

The segment has been approved by the customer. 

This status is intended for segments that have been approved by the 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.  

2. 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 ŎƘŀƴƎŜŘ ǘƻ ά¢ǊŀƴǎƭŀǘŜŘέΦ 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 

  

https://www.google.com/url?sa=t&source=web&rct=j&opi=89978449&url=https://www.star-group.net/-downloads-/document/1958/TransitNXT_Usage_UsersGuide_ENG.pdf&ved=2ahUKEwjOxc3e5pGFAxUvUEEAHa6HBJwQFnoECBUQAQ&usg=AOvVaw3QleDyi5MqUd5K3C83LPbm
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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 

ǘƘŜƳ ǿƛǘƘ ǘƘŜ ǎǘŀǘǳǎ ά5ǊŀŦǘέ ŀƴŘ ŎƻƳŜ ōŀŎƪ ǘƻ ǘƘŜƳ ƭŀǘŜǊΣ ōȅ ƎƻƛƴƎ ǘƻ tǊƻŎŜǎǎƛƴƎ Ҕ ¢ǊŀƴǎƭŀǘŜ Ҕ 

Assign Status: 

 

 
 

  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): 

¶ 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. 

¶ 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 άaŀǘŎƘŜǎέ ƛƴ ǎŜŎǘƛƻƴ м ŀōƻǾŜ 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 άHOW TO TRANSLATE INTERNAL REPETITIONSέΦ 

 

ü 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? 

¶ Pretranslated segments: These will be proofread and checked in context by the proofreader. 

The internal repetitions also fall into this category of matches. 

¶ Context matchesΥ Lƴ ¢Ǌŀƴǎƛǘ ǘƘŜǎŜ ŀǊŜ ŎŀƭƭŜŘ ά/ƘŜŎƪŜŘ мέ ŀƴŘ ά/ƘŜŎƪŜŘ нέΦ ¢ƘŜǎŜ ŀǊŜ άLƴ 

ŎƻƴǘŜȄǘέ ǇǊŜǘǊŀƴǎƭŀǘƛƻƴǎΣ ƳŜŀƴƛƴƎ ǘƘŀǘ ǘƘŜ ǎŀƳŜ ǎŜƎƳŜƴǘΣ ǿƛǘƘƛƴ ǘƘŜ ǎŀƳŜ ŎƻƴǘŜȄǘΣ Ƙŀǎ ōŜŜƴ 

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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ü 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: 

 

1. Open all language pairs (globally) in a Single Window. 

  
 

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

 

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. 

2 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: 

 

¶ 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 ŦǳȊȊȅ ƳŀǘŎƘ ƻƴŎŜ ȅƻǳΩǾŜ ŜŘƛǘŜŘ ƛǘΥ ŎƭƛŎƪ ƻƴ ǘƘŜ 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. 

 

¶ 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  in 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. 

 

.ȅ ŘŜŦŀǳƭǘΣ CǳȊȊȅ ŘƛŦŦŜǊŜƴŎŜǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ǿƛǘƘ άǘƘƛƴ ƭƛƴŜǎέΦ ¢Ƙƛǎ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘ ǘƻ άŘƛŦŦŜǊŜƴǘ Ŧƻƴǘ 

ŎƻƭƻǳǊǎέΦ 

 

Lƴ ά¦ǎŜǊ ǇǊŜŦŜǊŜƴŎŜǎέ Ҕ ά/ƻƭƻǳǊǎ ŀƴŘ ŦƻƴǘǎέΣ ȅƻǳ Ŏŀƴ ŎǳǎǘƻƳƛǎŜ ǘƘŜ Ŧƻƴǘ ǎƛȊŜ ŀƴŘ Ŧƻƴǘ ŎƻƭƻǳǊǎ 

depending on the type of elements.  

 

{ŜƭŜŎǘ ŘƛŦŦŜǊŜƴǘ Ŧƻƴǘ ŎƻƭƻǳǊǎ ŦƻǊ άŘŜƭŜǘŜŘέΣ άƛƴǎŜǊǘŜŘέΣ άǊŜǇƭŀŎŜŘέ ŀƴŘ άƳƻǾŜŘ ǘŜȄǘέΦ ¢Ƙƛǎ ǿƛƭƭ ƳŀƪŜ ƛǘ 

easier for you to see changes in Fuzzy suggestions. 
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3) Activate Automatic Segment Concordance Search 

 

¢ƘŜ ά!ǳǘƻƳŀǘƛŎ ǎŜƎƳŜƴǘ ŎƻƴŎƻǊŘŀƴŎŜ ǎŜŀǊŎƘ ƛŦ ƴƻ ŦǳȊȊȅ ƳŀǘŎƘ ƛǎ ŦƻǳƴŘέ ŦŜŀǘǳǊŜ ǿƛƭƭ ǎŀǾŜ ȅƻǳ ǘƛƳŜΦ ¢Ƙƛǎ 

ŦǳƴŎǘƛƻƴ ǎŜŀǊŎƘŜǎ ŦƻǊ ǇŀǊǘƛŀƭ ƳŀǘŎƘŜǎ ǿƛǘƘ ȅƻǳǊ ŎǳǊǊŜƴǘ ǎŜƎƳŜƴǘ ƛƴ ƻǘƘŜǊ ǎŜƎƳŜƴǘǎΦ 

 
 

 

9 HOW TO 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 ά{ȅƴƻƴȅƳέ ŦƛŜƭŘΣ ƴŜǾŜǊ ƛƴ ƻƴŜ ƻŦ ǘƘŜ ά¢ŜǊƳέ ŦƛŜƭŘǎ. 

5. In the case of abbreviations, use ǘƘŜ άAbbreviationέ ŦƛŜƭŘΣ 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 ōŜ ŜƴǘŜǊŜŘ ƛƴ ƻƴŜ ƻŦ ǘƘŜ ά¢ŜǊƳέ ŦƛŜƭŘǎΦ  

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 ς 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:  

 

1. Select the term you would like to insert; 

2. Go to the Terminology tab in the top ribbon; 

3. /ƭƛŎƪ ƻƴ άwŀǇƛŘ 9ƴǘǊȅέΤ 

4. Insert the translation; 

5. Save. 
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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 ŎƭƛŎƪ ƻƴ ǘƘŜ ǘŀōΥ άTermSar (project 

dictionaries)έ 

 
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. 

2. Make the required updates, or changes. 

3. Once finished, right click > Quit Edit Mode  

4. 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  

the dictionary  

ALT+T 

Replace a word with its (first) translation from  

the dictionary and change case 

ALT+ SHIFT+T 

Select term to replace a word when there are  

several dictionary suggestions 

ALT+K, <letter> 

<Letter> here refers to the letter which 

is in front of the particular translation 

in the Terminology window. 

Select a term to replace a word when there are  

several dictionary suggestions and change case 

ALT+K, SHIFT+<letter> 

Insert a translation from the dictionary without  

replacing a word 

ALT+G, <letter> 

<Letter> here refers to the letter which 

appears before the desired translation 

in the Terminology window. 

Insert translation from the dictionary, without  

replacing, and change case 

ALT+G, SHIFT+<letter> 

<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: 

 

 
Here you also have some basic search settings to help expand or refine the results obtained: 

¶ Minimum quality: With this option you can define how similar matches should be (not 

relevant for phrase search). 

¶ 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. 

¶ Morpho search: With this option Transit also finds inflections όάǿƻǊŘ ŦŀƳƛƭƛŜǎέύ ƻŦ ǘƘŜ 

searched word. 

¶ 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. 

¢ƘŜ άhǇǘƛƻƴǎΧέ ōǳǘǘƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎƘŜŎƪ ƻƴƭȅ ȅƻǳǊ ŎǳǊǊŜƴǘ ǇǊƻƧŜŎǘ όά²ƻǊƪƛƴƎ ŦƻƭŘŜǊύ, only 

ǇǊŜǾƛƻǳǎ ǘǊŀƴǎƭŀǘƛƻƴǎ όάwŜŦŜǊŜƴŎŜ ƳŀǘŜǊƛŀƭέύ ƻǊ ōƻǘƘΦ 

 

{ŜƭŜŎǘ ά¢ǊŀƴǎƭŀǘŜŘέ ǘƻ ƻƴƭȅ ŘƛǎǇƭŀȅ ǊŜǎǳƭǘǎ ǘƘŀǘ ƘŀǾŜ ǘƘŜ ǎŜƎƳŜƴǘǎ ǎǘŀǘǳǎ άǘǊŀƴǎƭŀǘŜŘέ ŀǎ ŀ ƳƛƴƛƳǳƳΦ  

 

¦ƴǘƛŎƪ άŎƘŜŎƪ Ƴƛƴ ǎŜƎƳŜƴǘ ǎǘŀǘǳǎέ If you want to see results even if they have not been translated ς 

this can be useful to check how a term appears in context.   

 

 
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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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 
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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 άǇƭŀŎŜƘƻƭŘŜǊǎέ ŦƻǊ ŘƛŦŦŜǊŜƴǘ ŦƻǊƳŀǘǘƛƴƎ ŦŜŀǘǳǊŜǎ ŦƻǳƴŘ ƛƴ ǘƘŜ ǎƻǳǊŎŜ ŦƛƭŜΦ ¢ƘŜȅ Řƻ ƴƻǘ 

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 

όōƻƭŘΣ ƛǘŀƭƛŎǎΣ ǎǳǇŜǊǎŎǊƛǇǘΧύ ƻǊ ƭƛƴƪǎΦ aŀǊƪǳǇǎ ƴŜŜŘ ǘƻ ōŜ 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: 

¶ During translation 

¶ 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.  

 

ü  
 

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 

https://suppliers.star-ts.com/helpdocs/restricted/Transit-NXT_Markup_Assignment.mp4
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When Markup ID is activated, markups are shown in blue superscript numbers on either side of the 

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).  
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To insert markups while translating: 

p In the Transit editor, in the target language window, select the text to which you want to apply 

the markup. 

Next,  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 ς not the 

numerical pad! 

To confirm the markup assignment, press the right arrow key. 

p For simple formatting (bold, italic, underline, subscript, superscript) not appearing in the 

source segment but needed in the target segment, you can use the formatting buttons found 

in Edit > Formatting. 

 

 

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. 

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. 

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. 

4. Click on the Assign and next button ( ) or press F11. Transit then assigns the 

markup. 

 

11.3 What to do if a markup is not needed: 

 

Sometimes a markup is not necessary in the target text. A common example of this is date formatting 

(March 20th, April 31st, etc).when the superscript is not used in the target language: 

Go to PǊƻŎŜǎǎƛƴƎ Ҧ Markup assignment Ҧ On/Off and click άempty & nextέ as shown in the screenshot 

below: 

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. 
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To find out more about markups, please watch the following video: 

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

 

ü 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 

 

ü 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. 

ü Inserting a non-breaking space 

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

ü Segment numbers 

The segment numbers ŀǊŜ ƻƴ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ ƭŀƴƎǳŀƎŜ ǇŀƛǊǎΦ {ƻƳŜ ǎŜƎƳŜƴǘǎ ŘƻƴΩǘ ŀǇǇŜŀǊΣ ƛΦŜΦ 

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. 

 

ü Dictionary terms 

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

 

ü Special characters:  

https://www.youtube.com/watch?v=COckaYN3e3Y&list=PLqSy9LuLnz49VW8hTQogaaiNHP6qDclp0&index=1
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To insert any special character, go to Edit > Character Map . 

 

ü 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. 

 

ü 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: 

 

- /ƘŜŎƪƛƴƎ ȅƻǳ ƘŀǾŜƴΩǘ ƳƛǎǎŜŘ ŀƴȅ ǎŜƎƳŜƴǘǎ ǘƘŀǘ ƴŜŜŘ ǘǊŀƴǎƭŀǘƛƴƎ 

- aŀƪƛƴƎ ǎǳǊŜ ȅƻǳ ŘƻƴΩǘ ŀŎŎƛŘŜƴǘŀƭƭȅ ŜŘƛǘ ǎƻƳŜǘƘƛƴƎ ȅƻǳ ǎƘƻǳƭŘƴΩǘ 

- 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 

ά{ŜƎƳŜƴǘ LƴŦƻέ ƳŀƪŜǎ ƛǘ ǇƻǎǎƛōƭŜ ǘƻ ƭƻŎŀǘŜ almost anything! 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ŎǊƛǘŜǊƛŀΣ ŎƭƛŎƪ ƻƴ ά!ǇǇƭȅ ŦƛƭǘŜǊέΦ ¸ƻǳ ǿƛƭƭ ƴƻǿ ǎŜŜ ƻƴƭȅ ǘƘŜ 

segments meeting the criteria you have selected. To remove the filter and view all segments again, 

ŎƭƛŎƪ ƻƴ άǎǿƛǘŎƘ ƻŦŦέΥ 

 

 
 

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: ¢ƻ ǎŀǾŜ ǘƛƳŜΣ ǘƘŜǊŜ ƛǎ ŀ άǉǳƛŎƪ ŦƛƭǘŜǊέ ƻǇǘƛƻƴ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ¢Ǌŀƴǎƛǘ 9ŘƛǘƻǊ 

window. Double-click on the filter symbol to view and select filtering parameters as shown: 
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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: 

 

 
 

 

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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You can also chose to remove entries from this list if you prefer them not to be corrected, by selecting 

ǘƘŜ ŜƴǘǊȅ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ ά5ŜƭŜǘŜέΦ 

 

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: 

 

 
 

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 

ά¦ǇƭƻŀŘ ¢ǊŀƴǎƭŀǘŜŘ CƛƭŜǎέ ŦŜŀǘǳǊŜ ƛƴ ǘƘŜ {ǳǇǇƭƛŜǊ tƻǊǘŀƭΦ 

 

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: 

- I have re-watched the videos on markup assignment. 

- I will leave one day between completing the translations and performing the full 

proofreading. 

- I found that most of the errors were related to grammar where X and I have reviewed the 

language standard.  

Inadequate example actions: 

- I will pay more attention in future projects.  

- I will be more careful.  

 

You will automatically receive a PPF that has been corrected by the proofreader.  

In order to see the corrections:  

 

¶ Open the revised PPF in Transit. The project opens as usual: 
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¶ Change the Filename of the projectΣ ōȅ ŀŘŘƛƴƎ άfinal_proofreadέ ƻǊ άǊŜǾƛǎŜŘέ 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). 
 

 
 

¶ Make sure the path and the location of the project are correct. /ƭƛŎƪ άhYέΦ 
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¶ The name that you have given the project should also come up as part the path 

(see screenshot below): 

 
 

¶ Open Language Pair as usual. 

¶ Place the cursor in one of the Target Language Pair segments (1). 

¶ 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). 

 
 

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] 

 

 

The changes made are then flagged as shown below. 
































































