Working with CLM

CLM stands for Corporate Language Management. STAR Translation Services is moving to use
CLM for all projects.

You have two parts:

e CLM for managing your list of Projects.
e CLM WebEdit for Translation and proofreading.

You can chose to and benefit from a with
a OR continue to work locally as before, by downloading the PPF and
work offline using your full Transit desktop application. Both options are designed to be more
efficient for you and this document details both ways of working.

CLM WebEdit will save you time, particularly on the simpler, small projects. For larger projects,
the more powerful full Transit is helpful.

With CLM WebEdit you will:

o Save Time and so you can focus on your craft.
Downloading Transit kits, unpacking PPFs and dictionaries takes time. With
CLM WedbEdit this is all available to you online.
o Complete your projects with a single click.
No need to pack & upload TPFs on the Portal; click the Complete Button and move on!
o Getimmediate QA Feedback as you work on a Segment.
QA checks are done live without requiring you to start the Checks.
o Choose what works best for you!
You still have the option to work online OR download a PPF & work offline and have all
the power of the full Transit environment.

Getting started with CLM WebEdit.

e When you first start using CLM WebEdit a Quick guide will appear.
e Click on the ? icon to see the Keyboard shortcuts and the Quick guide.

This document covers the details of CLM relevant for you.

Additionally, the STAR Development Team has prepared Training videos. These videos are
confidential and are available on our STAR TS Supplier Portal, once you are logged in.

If you have any feedback, please get in touch with resources@start-ts.com.
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1. Logging in to CLM for the First Time

If this is your first time using CLM, you will need to customise your password.
Go to https://stdub-cimclient.star-group.net/jamesweb/ and click “Forgotten your password?”.

Corporate La nguage Ma nagement

STAR Edition

STAR

The following pages are protected
Please login

USER NAME

PASSWORD

I Forgotten your password? I
Login

REGISTER AS NEW CUSTOMER DE-EN-FR-IT-PT

In USER NAME, insert your email address. The email address must be the same as the one you
use for the STAR TS Supplier Portal. Type the characters in the CAPTCHA image. Click Send.

Corporate Language Management

STAR Edition

Forgotten your password?

USER NAME

CAPTCHA
; ‘
TYPE THE CHARACTERS IN THE IMAGE ABOVE.

BACK

You will receive a Temporary Password by email. Change this password:
Enter your email address in the USER NAME field and log in using the Temporary Password.

On the Right-hand side, cIickE (1) > Portal Settings (2): insert your New password (3) and click Save (4).

@ Corporate Language Management powered by STAR supler portal ({1)  elise.roch@star-ts.com
nm Administration & 1
STAR CLM » Portal settings O.2< = Portal settings

Keyboard shortcuts

Portal settings
PORTAL LANGUAGE

User settings Deutsch
Currentpassword | sesseres English
Frangais
New password =
Italiano
Repeat password 3 Portugués
T o = Porial change
Log off -
Avatar g E
@ Add avalar
(B3] 4
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2. CLM Interface Overview

2.1. Settings Menu <sea Portal settings

) . E ) Keyboard shortcuts
Open the settings by clicking on kel (top right corner).
PORTAL LANGUAGE

. . Deutsch
o Portal settings: Option to change password, portal language and E:ulf-:h
avatar. gist
Francais
o Keyboard shortcuts: List of all available keyboard shortcuts. Italiano
o PORTAL LANGUAGE: Change the portal language with one click. Portugués
o Log off: Log out of CLM. Portal change
Log off (=

2.2. Dashboard Menu

The dashboard opens after logging in or by clicking on the n button.
It gives you an overview of all CLM “orders” (i.e. projects) that you have been selected to work
on.

The following tabs are available under Order statistics:
* New orders: projects that are still pending your acceptance.

e Started orders: all open projects that you have accepted.
e Due orders: all projects for which the delivery deadline has already passed.

e Reservations: projects for which you have already been pre-selected as a supplier by the
project manager —these orders are not yet active in your supplier portal. They will
become available under the New orders tab as soon as the order is sent to you.

Click on a language order to open the order details. This will take you to the Order page where
you can see the Statistics, Deadline, instructions, check the source file before
accepting/rejecting the order, etc.

@ Corporate Language Managementpawemanysmn Suppiier portel | ([1) CLMinsight_sp

= Dashboard designer Quick search e.0.
Links News ticker

« Cument Welcome at STAR Edition

Search
- Gaogle Order statistics
« STAR Group
1 4 0
[Calendar Hew arders Due orders Reservations
luly 2022

order no Order uue service Source lznguage Target language Date of receipt of service o goryicq geauiing

order
@ L) ® L L % ¢
RAM-100003313 Tesi_noTransil Transizlion DEU FRA 22/08/2021 16 .50 2210912021 13:00
test_noTransit Transiation DEU ENG 22062024 1650 2210812021 1:00
RAM-100003312 tesl_Transt Transigtion DEU FRA 22/08/2021 16:43 22/09%(2021 12:00

MON TUE WED THU FRI SAT SUN

RAM-J00003763 Order A Translgfion DEU ENG 30/08/2021 1755 30/08/2021 18:30

Page 1of 1 (4 orders) [11
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2.3. Orders Menu

Orders Administration
This menu displays orders depending on their type: i”’;_e“‘
rcnive
Pending list
e Current: all accepted orders AND pending acceptance.
e Archive: When an order is completed or cancelled, Order detalls
|t iS move tO the ”ArChive". Source language:
e Pending list: shows all orders, except archived orders. © fe
Order Status: Order title: CLMfTes_tﬁEI_Q Job Z

o New: Orders pending acceptance
o Start: Accepted orders

o Reservation: Orders for which you have already been pre-selected as a supplier
by the project manager — these orders are not yet active in your supplier portal.
The status will change to “new” once the service is sent to you. It will then
change to “Start” once you have Accepted the order.

@& Corporate Language Management powered by STAR Supplier poral () - elise.roch@star-ts.com

STAR CLM » Pending list

v
Page 1 of 1 (4 orders) |« [1] Number of lines 30 |~

T T e T [

Status of the
order on the
supplier's side

Internal Service Project Source Target Start date Service

QOrder no Order title ™
reference manager language language deadline

v Duration (h) Lines

- - - - - - - - - -
v v v v v v v v | v| ¥ v

v v
CLM_Test_ER
Job 18, InDesign
Test 8, Project:
47973

CLM_Test_ER
Job 14, Format 4/10/2024 7:00 4/13/2024 7:00
check #4, 47954 Review Roch ENG FRA PM

Project: 47954

CLM_Test_ER
Job 10, Termino
Fixed?, Project:
47945

CLM_Test_ER
Jab 10, Termino
Fixed?, Project:
47945

DUB-0000011

47973 Translation Roch ENG FRA MU0 | WIA2024 T 00

DUB-0000005 0.02 reservation

DUB-0000001 47945 Review Roch ENG GAE ;Is‘fm% .00 ;’&moz‘i .00 0.02 reservation

DUB-0000001

47945 Transiation Roch ENG GAE pAZ0RA 100 | SAR0247:00

Page 1 of 1 (4 orders) 1] b of lines 30 |47

e Search: use for filtering orders based on numerous criteria.
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3. Receiving a New Order

You will receive a notification that a New Order is assigned by email.

New order: DUB-0000021 - ENG_GAE - CLM_Test_ER Job 4, Termino and Internal Fuzzy, Project: 47818 - Translation

star-clm.dub@star-group.net
To elise.roch@star-ts.com

@You forwarded this message on 29/03/2024 08:32.
If there are problems with how this message is displayed, click here to view it in a web browser.

Hello,
The following order is assigned to you for processing.

Order title: CLM_Test_ER Job 4, Termino and Internal Fuzzy, Project: 47818
Order number: DUB-0000021

Order ID: 7f4786e9-e621-403e-af74-55¢b88138596

Internal reference: 47818

Service: Translation

Company: CLM Test ER
Source language: ENG

Target language: GAE . )
Link to the order details) DUB-0000021 |—» Click to open Order in CLM

Service deadlmeiosfwzom 19:00 GMT (GMT-+01:00 Greenwich Mean Time) | ——» Proposed Deadline for the Service

Comment for supplier:

= Internal Puscy and Terminology (CRO and DSP) === |———> Special instructions for the project

Customer: CLM_Test ER
Website: XXXX

Description: Random

You are responsible for the translation of new words and fuzzy match words. Please advise your project manager if you see issues with the context matches or with the perfect matches. Please see instructions for processing.

The PPF file for this project may 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, please let us know and we will provide it.

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.

A All checks must be performed before delivery in TPF format (i.e. spell, terminology, markup, format, translation and source variants).

All our Irish Translation must meet the Caighdean Oifiginil standard.

It is a requirement for this project to read, follow and comply with our Irish Style Guide Instructions.

If you need further details or you have questions for the customer about the translation, you can also visit https://suppliers.star-ts.com/redirect_pt.php?id=147793

Instructions for the processing step:

Check if Stats after Supplier Selection include Internal Fuzzies . . \
SpECIa| instructions

Statistics (Words) for the service

Not translated 22,00 Link to project in the STAR TS Portal
Fuzzy matches 84-75%  3.00 (Q&A system, Total for invoices, etc.)
Fuzzy matches 74-50%  3.00

Total 28.00 Wordcount

If you have any comments or questions regarding this order, please contact the project management:

Elise Roch, translation@star-tscom —»  P[\/ contact

Click on the CLM order link to access the project in CLM.
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This opens the “Order” page.

@ Corporate Language Managementpowered by STAR

n Orders Administration

STARCLM » Current » DUB-0000011

Order no: DUB-0000011 @m ¥5 Refresh m

Order details

Source language: Order title:
® ENG CLM_Test_ER Job 18. InDesign Test 6, Project: 47973
Order title: CLM_Test_ER Job 18, InDesign Test 6, Internal reference: 47973
Project: 47973
Project manager: Roch Elise, Elise Source language: ENG
Comment for the supplier: Original order 1D:

Customer: CLM_Test_ER
Website: X0

Description: Random

You are responsible for the translation of
new words and fuzzy match words. Please
advise your project manager if you see
issues with the context matches or with
the perfect matches. Please see
instructions for processing.

The PPF file for this project may only
include the most relevant previous
translations. Including the most relevant
previously translated segments reduces

Target language Process step Service deadline
© FrRA TRA - Translation - Wait for results from supplier 4/14/2024 7:00 PM

m Complete order Data exchange ~

Notifications

X 471072024 1:59 PM

Hello,
The following order is assigned to you for processing.

Order title: CLM_Test_ER Job 18, InDesign Test 6. Project: 47973

Order number: DUB-0000011

Order ID: cc8be2ed-b15e-472b-838d-d8e0d7e73d44

Internal reference: 47973

Senvice: Translation

Source language: ENG

Target language: FRA

Senvice deadline: 14/04/2024 19:00 GMT (GMT+01:00 Greenwich Mean Time)
Comment for supplier:

Customer: CLM Test ER

All emails sent by CLM are displayed chronologically in the Notifications section.

Please note that for invoicing: the total & Project ID for your invoice are visible on the STAR TS
Supplier Portal (not in CLM!). You will receive a separate email copy from the STAR TS Supplier
Portal with the total & Project ID for invoicing purposes.
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3.1. Checking the files before Accepting / Rejecting a project

The original files can be viewed under "Data exchange" before accepting or rejecting the order.
Click Data exchange | Order Folder

Order no: DUB-0000021 43 Refiesh

If you need further details or you have
questions for the customer about the
translation, you can also visit

hitps /isuppliers slar-

ts.com/redirect_pt php?id=147793

Target language Process step Service deadline
TRA - Translation - Wait for answer from supplier 4/5/2024 7:00 PM

e GAE
I Order folder I

L 302012024 8:25 AM

Hello,
The following order is assigned to you for processing.
Order title: CLM_Test_ER Job 4, Termino and Internal Fuzzy, Project: 47818

Order number: DUB-0000021
Ordar I THTARAN. A1 AN 2174 SRahAR 1 IAROR

Click the ORG folder — this shows the original files. Select the file and Right click “Download”.

Order folder x
-~
s It Filter by:
® B 05THA Oniine 4+ 05TRAOnlne > ORG
(3 orG
# Name Date modified Size
E 1327306-1400840207fu_5... | 3/20/2024 9:17:54 AM 13.50 KB
& Refresh

You can then open the file from your Downloads folder in File Explorer.

Reference PDFs and additional help files (if any) can be downloaded from Data exchange | Order
Folder > HelpFiles

Order folder

3 8 x o Filter by:

@ (3 05TRA Oniine_279 05TRA_Online_279 > HelpFiles

I HelpFiles

[ ORG

Name Date modified
Job Description Machair pdf 12/12/2024 1:02:22 PM 81.01 KB

Job Description SnaP.pdf 12/12/2024 1:02:22 PM 8253 KB
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3.2. Rejecting an order in CLM (option to Suggest an Alternative Deadline)

Click “Reject” to reject the order or suggest an alternative deadline.

Reject

Alternative deiivery date
Data

‘March, 2024

e The order rejection pop-up allows you to give a reason for the rejection in the text field.
e You can also suggest an alternative delivery date using the Calendar.

Click “OK”.

The order bounces back to the Project Manager, who will change the deadline of the order and
send the project back to you, OR reassign the project if the deadline is not flexible.

3.3. Accepting an order in CLM

Click “Accept” to accept the project & deadline.

If you need further details or you have
questions for the customer about the
translation, you can also visit
hitps://suppliers.star-

ts.com/redirect ptphp?id=147793

Target language Process step Service deadline
@ GAE TRA - Translation - Wait for answer from supplier 4/5/2024 7:00 PM
D
( Accept ) Reject | Dataexchange ~
Notifications
HHE FEr g 100 uns pruject inay oy niciude uig imust Igieval il QIevious uanisiauvis. iuuding uie imust 1g1evalil revivusily ualisiated Seyiigiin 1euuLes Uie d1Le Ul uig 1l -~
provided. If you would find it useful to have access to the full TM, for searches or Dual Concordance, please let us know and we will provide it.

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.

NOTE: when you “accept” you also accept the deadline. To suggest an “alternative deadline”,
you will need to reject the project first.

Once you have Accepted the Order, click the Refresh button

e —
Order no: DUB-0000021 Notes { #s Refresh | More ~

If you need further details or you have
questions for the customer about the
translation, you can also visit
https://suppliers.star-
ts.com/redirect_pt php?id=147793
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4. Edit online: Translation and Review in WebEdit

Click the Edit online button to start editing online in CLM WebEdit. This option is best for the

smaller projects where the full power of Transit NXT is not required.

translation, you can also visit https://
suppliers_star-ts.com/redirect_pt_php?

id=148023
Target language Process step Service deadline
(& FRA TRA - Translation - Wait for results from supplier 4/14/2024 7:00 PM
‘ Edit online I Complete order

Netifications

A 4102024 1:59 PM
Hello,

Thn fallmusine mrdar e aeminnad fa 1m fae mens e sinm

4.1. WebEdit Overview

Quick guide

The “Quick guide” window will pop up upon opening a project in CLM WebEdit. This will always

be the case unless you tick “Do not show again at the next start” (1).

You can access the quick guide from the help button (2) if needed.

Source (El 6694884864 373fu_57_2GIG-Eplus-Wesco-Endcap_0314

Extended Rarge. 4 Extended Range
Expanded Opportunities. 4 Expanded Opportunities CLM WebEdit is started.
Extended 4 Extended
Range 4 Range
Sensors 4 Sensors
NIt e Awl a NAbedtw!

J|Expand Your securty Business with 1 E 12 + 2 3 Extended Range Sensors. 2 Quick guide x| Bnge Sensors. 3
Greater coverage for larger properties. N
Extended CLM WebEdit: Translating online
Range Translating segments
Sensors You can edit a segment by double-clicking on the segment.

with " you can confirm the segment as translated. If you want to translate the
Improved & Simplified next segment after confirming, dlick.
Sensor Enrolment Process -

on the segment

with new 1 Edge 1 1.3 Firmware The icons to the left of the segments show their status and whether there are
Two-way Encrypted Communication translation suggestions, e.g. "

Segments with 3 green check mark © are already translated and completed;
Sensor Range up to 1 21 km you do not need to care about these segments.
(Range may vary depending on Installation conditions) Further information for each segment can be found in the tooltip of the status icon

(move the mouse pointer over the symbol without clicking).
Reduce Installation Time o e R e v
with Local, Device-based Testing
Longer Battery Life [0] Do not show again at the next start Close

.y

The button (4) takes you back to the CLM Supplier Portal.

The CLM WebEdit Quick Guide can be accessed at any time via the help menu. A list of the
keyboard shortcuts is also available from the Help Menu @

Hovering over the segment column shows the segment number and gives you more
information regarding the status of the segment.
1dtion S -

170 &
/7- @ O L &Y PV [€ € < segmentstobe
[ | Segment without fuzzy match. _

= Extended Range.

First segment of an internal repetitions group. | EMEEEE IO
ies  siatus: Not translated = f1I This-is-my-Translation.

hamgre: fﬂ 52024 = D&
) N - Markups
Internal segment number: 3 = @ P

— Cvtandad
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Additionally, the interface will show tooltips when you mouse hover over the buttons.

Full Screen mode

click = to open the editor in Full Screen mode (3). We recommend you work in Full Screen
Mode to get as close as an experience as working in any desktop application. The Esc key will

quit the Full Screen Mode.

@ =

Preview (Source): 919...

0%

HS 171 W =04 x%

Source (ENG): 9192725-1031298916fu_57_Test Dictionary
ITesting Terminology in CLM.
The dicticnary is from the CRO.

B @ windows~

> »l

= ITes!ing Terminalogy in CLM.

The dictionary is from the CRO.

Eegments to be translated v

Terminclogy

dictionary. Therefore, na

@

This order does not contain a

terminology can be displayed.

Ap+ 41 3 4 |5 Register of Beneficial Ap+ 41l 3 ® 5 Register of Beneficial
Ownership {5 (4 13 Ownership (5 4 43
1pr41 3 @ 5" the Department of Social = Ap= 42l 30 @ (8 the Department of Social

Protection 8! <& 43 is the DSP

Fuzzy matches

No fuzzy match.

Information about the order

Protection {5 44 43| is the DSP

Quality assurance

No QA message.

Information about the project can be found in Help > About this order:

/- @ 9O P & T PV

Source (ENG): 9192725-1031298916fu_57_Test Dictionary
Testing Terminology in CLM.

b‘ %H £ Windows ~

Testing Terminology in CLM.

Il<g é 7’ Segments to be translated ~

This order does not contain a

The dictionary is from the CRO.

dictionary. Therefore, no
terminology can be displayed.

The dictionary is from the CRO.

1041 [3 14 15 Register of Beneficial

Ownership <58/ 14 <3

1 * 1 3 4 5 the Department of Social

Protection 5 4 3 isthe DSP Order no:
Order title:
Service:

Source language
Target language

Al x AL WA JER D~ mintar af Danaficial

DUB-0000001

CLM_Test_ER Job 9, Termino, Praject: 47909
Translation

English (UK)

French

Order volume:
Order progress:

4 Segments / 22 Words / 137 Characters
0% finished

Internal project name:

Target status:

b3d3f835-9639-451a-82f5-
4e07ba7c8d9b_FRA 00
Translated

Minimum status

- For fuzzy search:
- For concerdance search:
Current view:

Alignment checked
Alignment checked
Translation

Tip: You can also see the most important order information by moving the cursor on the
"CLM WebEdit" icon (first icon from the left).

oK
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Views

By default, CLM provides a dedicated View for Translators, and a dedicated View for
Proofreaders so that you see what is relevant to your task.

A source/target preview can be displayed in the preview window for MS Office files.
@ (& /- @0 pl&%® e v

File selection / navigation /1 M =+ x

$ -

= = 100% B- )R = [4 4 7 segments tobe transiated ~

Hide previews

Previey Source (ENG): 1716944-2052932881fu....

/ Show source language preview ] 2
Open all To navigate to the beginning of ~ I[}x;d morning! Qf IGulen Morgen!
P a file, click on its name. Show target language preview Good day! 7 Guton Tag!
Vo e s s e fami A Ay e e J Source and target language preview (target below source) = Good evening! o Guton Abend]
layout PDFs of the source and target language. Source and target language preview (side by side) |T
The PDFs are displayed side by side. Good night! </ Gute Nacht!
Scroll source / target language synchronously 6 Goodbye. o/ Auf Wiedersehen.
Download source language PDF =
Download target language PDF =
Request new target language PDF &

The preview window and other windows (e.g., for fuzzy matches and concordance search) can
be displayed via the Windows button and then positioned.

[gf’ Hé é g’ | Segments to be checked v % &I] 9 'C@'

Open window: ‘

Fuzzy matches

L3

v Terminology

Preview
v Comments
V' Segment history
Search
Replace
Filter
File selection / navigation
File details
Concordance search

Quality assurance ‘

Full screen mode D 2@

Reset window layout

You can select windows for various additional functions in the Window list at the top right. You
can move the windows with “Drag & Drop” and “dock” them to the edge of the screen.

Note: View settings are saved in your cookies so you don’t have to change the view each time.
Orders with Multiple Files

If an order contains several files, click “Open all” under File selection / navigation to open all
files in the editor.

s |

File selection / navigation

UL 36 ==
Source (ENG): 20866948848643731u_57_2GIG-Eplus-Wesco-Endcap_0314
ate to the beginning of  [JExtended Range

k an its name. Expanded Opportunities.

Extended

Range
Sensars

Nillve (Twl

You can also switch between the files using the buttons

SOP-41 Working With CLM.docx Rev. 4

f- @O P hY P > M

" IEmnded Range mﬂ

« Expanded Opportunities
v Extended

€ € F Segments tobe tanshated » @ 0 ]| windows= @

Terminology

This order does not contain a dictionary.
Therefare, no terminalogy can be displayed

» Range

4 Sensors
« NT et

E | P
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4.2. Editing

To start editing a segment, double click on the segment.

I — sy —
W Eeg - |': = ‘fv @ o 0 @f‘B %’ <0 V4 @ [I‘é @ "’ Segments to be translated -

 Editin target | text
ftn farget fanguage tex 138fu_57_t47563 English to Irish | Target (FRA) (synchronous)

Edit in separate window 7 i
1Y% 1" Taux-personjnel— 1
ERFNE 0 - .
Empty untranslated segments automatically =/ - ag LY Markups S@
VAPV,
VAL
Code for —— | Lang. expansion 114% (ENG 14, FRA 16 chars)

For an untranslated segment, the source text is kept in the Target editor by default.

-

If you prefer to empty the segment for editing, click the edit — button and select “Empty
untranslated segments automatically”.

You can populate the source back into the target using the " ="' button.

»

[
[

Click the " button to hide / display the code of the character and the language expansion of the

segment. For project with length limits, the actual length and the limit will also be displayed.

. . . 0 -
You can insert special characters via the £~ putton.

1 Taux:personjnel— 1 This order does not contain a
ENNr) a) dictionary. Therefore, no termino
=1 = ()~ Markups ~ ; '
= e L 1 — % can be displayed.
7B
V|
» «
Codefor  — |Lan
2 2 1
§ Spaces
1
Increase for Qu Quotes and apostrophes « _ Smart quotation mark (begin)
2 2 1
€ Dashes and hyphens _.» Smart quotation mark (end)
1 i I
Child Support Smart apostrophe
2 2 (1€ Open "Special characters" window . i .
Alternative quotation mark (begin)
Your weekly rate is € 1 2 S=d-payaoie from 3

4 [ClaimStartDate] 4 3 Alternative quotation mark (end)

Straight double quotation mark

1 You are required to signat 1 2 & 4 4

=2 on {EIE) K8 8 (7 16 19) at 190} A1 - Straight single quotation mark
12 2 i (A S (EE

A Left double quotation mark All double quotation marks

P Right double quotation mark All single quotation marks

Click Open “special characters” window to display all special characters option in a separate
window. .

ASCII
Latin-1
Latin Extended-A €

Latin Extended-B
X| IPA Extensions L]
Spacing Modifier Letters

Combining Diacritical Marks ma

an'

Greek
Ile

Greek 1 tas
{ Greek2 ‘no
iPI
Cyrillic 1 ‘me
Gyrillic 2 B2
Armenian
Hebrew v
ASCII v
" #08 % E
&l =[x cuireann
D hfuil bhur
e KR! paEE
23 4 5|67 nGaeilge
thtanna ni
8|9 <= v agus go bl
T——r———— .
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Tip: After inserting a special character, it is saved under your recent list for quick access &
available in all your orders.

l I[This-is-an-example-of-variant] " W [Voici-un-example-de-variante]
Eﬁ é Q - Markups ~
23 Q/ Qﬁ €. ' |
[This is an example of ‘1 variant 1] «/ [Voici un exmple de L
v Spaces

To display spaces, click theJ 'button. Spaces are displayed both in source and target when
you edit a segment.

Confirming a Segment as Translated

To confirm a segment as translated; click the confirm ¥" putton. Or click id to confirm and go
to the next segment.

Note: If you do not confirm the segment, your edits will not be saved.

@ N - = B = (b F- @O D &Y PV 4 € 7 segmentstobetransated~ Pl B3 @ Windows -

Source (ENG): 2340377-1819445683fu_47 tinytest2 Terminalogy

chod—mommg! Guten-Morgen! A This order does not contain a dicti
S e - Markups + AL Therefore, no terminalogy can be

Good day! Good day!
Save/confirm segment and go to the next segment

Good evening! Good evening! =

You can use this function to save your translation, canfirm the segment as translated
Good night! Goad night! and go to the next segment.
Goodbye. Goodbye. Tip: In the “Segment navigation® list, you can determine the segment to which this

function goes next

Once you have confirmed a segment as Translated, the Qﬁ
info column.

symbol is displayed in the segment

= = — -

@ & 0w S = BEE 7- @0 0 & % 5|0 18] € T seqmentstobetmmssear | b
S 16y 23T 119 e orOwenaeen
Good morning! o/ Guten Morgen! ~
IGucd-day!

=) 02+ 51 warkups - patvard

Good evening! Good evening!

Good night! Good night!

Goodbye. Goodbye. v

Fuzzy Matches

-
Segments that have Fuzzy Match Suggestions are identifiable with the & symbol in the
segment column (1). Fuzzy suggestions are displayed in the Fuzzy matches window (2).
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@ C=oR . r e 2 == 7- @9 L &® BV [€ 4 % segmentstobetransated- B
Thisis 17171 sentence. o/ Voici 1171 phrase. AT
5 people out of 10 «/ 5 personnes sur 10 T
This is 1000 mm long @/’ Cela mesure 1 000 mm de long
ITh\s-\s-cne-semence, % | This-is-one*sentence.
@ =y Q- B vars - [T 78
This is 1 sentence. %  Thisis 1 sentence.
This is another sentence 9, This is another sentence .
Fuzzy matches Quality assurance
74% Thisis'1 "1 1"sentence. No QA message.
This is ,0ne, sentence.
~ Voici phrase,
Referencefile: .\92111181935669405fu_57_Thisis 1 sentence
Hovering over the (& icon shows you where the suggestion is coming from.
g y g8 g Fuzzy matches
S ( o
73% This is one sentence.

Thic ic annthar cantan

~ Fuzzy match from current
% order
TI0L Thic ic 1 cantanra

Click the info

button (1) to show more details (2).

Fuzzy matches

74% Thisis"1 ™" 1'sentence.
This is ,ong, sentence,
: Voici phrase.
Reference filel .\92111181935669405fu_57_This is 1 sentence

Avutomatically adapted translation from current
Source 9211118193 56694 05Fu_5 3 = 1 zentence
Reference translation Woici 111 phrase.

Clicking the Source link (3) opens the reference file in a separate window, where you can check
the reference segment in context.

Note: The Fuzzy matches window is Read only. You can only edit fuzzy matches when you are
in edit mode in the Segment

To populate the top Fuzzy Suggestion into the Editor, click the =2l button.

o I his-is-another-sentence

HE %] O - [ waros - IRV |8

Insert best fuzzy match

You can use this function to insert the fuzzy match with the highest quality and then
revise It.

Attention: If the edited segment is already translated, its translation is replaced by
the fuzzy match.

Alternatively, click on the letter from the Fuzzy Matches window to Insert the fuzzy match into
the segment.
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Fuzzy matches

74% Thisis'1 "1" 1'sentence.
Ll Insert fuzzy match
4 Tt :La;[i::,?n into edited 37 _This is 1 sentence

Next, edit and then confirm the segment.

Assigning Markup

By default, the source text is kept when editing an untranslated segment. Markup is shown in
blue tags. You can replace the source text with your translation in between the relevant tags.

Source (ENG): 92111181935669405fu_57_This is 1 sentence
ITms-is- 1 1 1 -sentence 12

Voici- [t 1 -phrase.

K 7|8

Q- Markups +

@
4

5 peoole out of 10 5 people out of 10

You may need to add markups; for example, if you deleted a tag or if you work with the Edit
mode “Empty untranslated segments automatically”.

To add the markup: select the text (i.e. highlight) you want to apply the markup to (a), click
Markups (b) and click on the markup tag to apply (c).

Source (ENG): 92111181935669405fu_57_This is 1 sentence
IThis-is- 1 1 1 -sentence.

E ﬁ @ - Markups ~ 2@
Qf @5 ‘ 1: Bold @
5 people out of 10 o/ 5 personnes sur 10
- Superscript (additional)
Thie ie 10NN mMmm lann /4 Pala masiira 4 NNN mm An lana

Internal repetitions

The first occurrence of an internal repetitions is flagged with the ™ ’-‘*‘ symbol in the Segment
info column (1). Follow up repetitions are flagged with the ™= symbol (2).

w > NS B T | Y I | 9 | @
Segment without fuzzy match.
First segment of an internal repetitions group.
Status: Not translated « | This is an internal repeat.
Last change: 4/16/2024 =  Receiving a New Request:
Internal segment number: 2 —
@e This is an internal repeat.
= Cancelling a Request:
9,  Un-Cancelling a Request:
9,  Receiving a Request:
@,  Receiving a Request
Segment with 100% match. | B We got a new request from CRO
Follow-up segment in an internal repetitions group. = The DSP is the Department of Social Protection
Status: Not translated 10 This is an internal repeat.
Last change: A4/16/2024
Internal segment number: 20
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Edit the first segment of the internal repetition group.

Upon confirming the segment, the following message pops up: There are other segments with
identical content (internal repetitions). Do you want to use the translation for all segments in
this internal repetitions group?

@ There are other segments with identical content (internal repetitions). Do you want to use the translation for all segments in this internal repetitions group? =~ Yes  No

Click “Yes” to populate the translation to all follow-up repetitions segments.

All segments from this internal repetition group are now edited and confirmed Q/.

v ICcci est une répétiton interne.

Receiving a New Request:
o/ Ceciest une répétiton interne.
Cancelling a Request:
9,  Un-Cancelling a Request:
%  Receiving a Request:
9  Receiving a Request
We got a new request from CRO
= The DSP is the Department of Social Protection

o/ Cedl est une répétiton interne.

If a translation variant is absolutely required, you can edit the relevant segment and confirm.
Click “No” to avoid populating the change back into the internal repeat group.

(@) There are other segments with identical content (internal repetitions). Do you want to apply the change to all identical segments in this internal repetitions group? | Yes

Variants
There is currently no Variant check in CLM Web Edit. Variant check will be included as part of
the QA in future releases of CLM Web Edit.

Grammar / Spelling
WebEdit has now a spellchecker. The Spellchecker is active only in “edit” mode.

@ 2ol 0,, = FEN
7 ~ @ @ ® ,O @B '5_;9 1'@ Q/ ﬂ@ @ o Segments to be translated v % %” £ B v

Sile selection / Source (ENG): 55301631174092360fu_57_This i...
[EVEETER IThis-is-a-test % W Ceci-est-untest "
To navigate to [ENE L
o "the beginning = = ~
penaliog g file, click Markups test @@ g
on its name. UNTest e —
553016311740923 un-test
60fu_57_This is a te funeste

st
Total number of files: 1
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There is currently no Grammar checker in Web Edit. You can:

e Export the translated file(s) and run the Grammar Check using MS Office.
To export the translation, click the B button and “Download exported files”

N (=B =
2) @& =] 0% ¥ =T =

Download original files ﬁ

Download additional files

Cile seleetiof Download exported files purce): 14165291939744845fu,

Dowrioad-project-package (PPT)

Open all

14165, Upload translation package (TPF) bﬁ\udi!eur -> Fournisseur de preuves
ailtrar  Upload exported file

ws avez regu une demande de confirmation, ({
w ffauditor)}

e You will then need to implement the changes (if any), manually, in CLM Web Edit
before completing the project, just as you have been doing in Transit NXT.
o Please, DO NOT use the “Upload exported file” button:
= Uploading the exported file back WILL NOT implement the changes in
your translation/proofreading. You need to implement the changes
directly in WebEdit.
o It may result in an error and the project won’t move to the next stage.

Terminology

By default, if a segment includes terminology, the Term is displayed when editing the segment
on the right hand-side in the Terminology window.

You can insert terms from the terminology window into the segment you are currently editing
in edit mode.

. Target (GAE) (synchronous) Terminology

~

«/  Small Test. CRO
VN I The| is an entry. [__% A CRO
Insert translation from dictionary into edited segment (Alt+g, a)

You can use this function to insert the term "CRO" into the segment that you are
currently editing.

If you had selected text in the edited segment, it will be replaced by the target language
term. Otherwise, the target language term is added at the current cursor position.

Tip: To change the case of the first letter, use the Alt+g, Shift+a shortcut. This inserts the
term as "cRO".

Click on the letter from the Terminology window to insert the term into the segment; or use the
shortcuts detailed below.

A B C InserttermAorBorC.. Alt + g, release and then press a or b or c ..

Insertterm AorBorC..

and change the case of the Alt + g, release and then press Shift + a or b or c ..

first letter

Note: the Alt key to press is the Alt key on the left of the keyboard (not ALT+gr).
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If you had text selected in the edited segment, it will be replaced by the target language term.

Otherwise, the target language term is added at the current cursor position.

If there is more than 1 target term, click the info icon to display more information (if there is

any) (1).Click the dictionary icon to access the full dictionary (2).

Terminology

CRO

A CRO (1)
Di(@nary: CRO

Tip: To display the terminology window, select Terminology from the Windows list on the top
right.

Concordance search
To run a dual concordance search; select the term (highlight) and click the dual concordance

search -7;’::,) button.

This opens the Concordance search window where you can customise the search under
Options. Click “Search” to display the results.

= - — — —
- @ &- =] 30% v ==
/ hd @ D ,O @B , ”@ % % Segments to be translated ~ > b” @
St (ENE)) SEEEIEIATE Concordance search ' _

ITh's CElliniernal repeaty You can use this function to search for source or target language text in all files of the

Receiving a New Request: order and in the translation memory.
Tip: You can also search bilingually. CLM WebEdit then only shows the segments where a

This is an internal repeat. text has been translated with a specific translation. x®
Cancelling a Request: ~
Un-Cancelling a Request: Source language @ ‘ internal repeat ‘ Search

Receiving a Request: Target language @ ‘ ‘

Receiving a Request Vv Options

We got a new request from CRO Minimum quality (%)| 50 ‘ [ case sensitive O Display identical hits only once (O

The DSP is the Department of So¢ | [ pyrace search ® Search in order @ [ Display hits with context

This is an internal repeat. [J Morpho search () [ search in translation memory @ ‘{I(paragraph)
Fuzzy matches [ Also show untranslated matches @ ]
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Exclude from TM
To exclude a segment from the reference material, select the segment and click the “Do not use

selected segment in translation memory” @ putton.

The following symbol s displayed in the Segment column to flag that this segment is
excluded from the reference material. 4 . BVoici une phrase

The translation of this segment will not be reused in future projects. It will also be excluded
from dual concordance searches.

You can exclude several segments at a time, by right-clicking the @ button and clicking
“Do not use multiple segments in translation memory”.

E M ": = | ® 7 - @ oL !QAB %’ B <(_) [é é 7" | Segments to be translated ~ § }
Source (ENG): 92111181935669405fy 57| D° 1t Use selected segment in translation memery {FRA) (synchranos)
o Thisis 111 sentence. Do not use multiple segments in translation menjury foici 111 phrase. A
5 people out of 10 «/" 5 personnes sur 10.
ent This is 1000 mm long «/ Cela mesure 1000 mm de long
ITh\s-is-une-sentence. A ]
I \?T»T éﬁ Q - Markups - % r.}/* c-:%;
This is 1 sentence. A Voici 1 phrase. E%
This is another sentence A Voici une autre phrase lfé v

Select the segments to be excluded via the tick boxes on the right and click the confirm button.
To cancel, hit the cancel button.

File: 92
6 gsi,: @ YYou can specify that the selected segments wil not be used in translation memory or you can cancel if you do not want the change the use as translation memory. ¢/ gg &

Order:

[ Seiments/ 26 Words / 121 Characters

Voici 1711 phrase. oA
I5 people out of 10 o I5 personnes sur 10. [m]
b IThls is 1000 mm long o7 ICe\a mesure 1000 mm de long
IThis is one sentence. A;I\imc une phrase
This is 1 sentence. A Voici 1 phrase. O
Virtual join

If two segments should be merged into one for translation purposes, or to fix a segmentation
error and have a clean TM, click the HY putton — translate / review and confirm the segment.

Note that you can only join segments if they are not split by a paragraph break. If they are,
the option won’t be enabled.

IGuwdan::e-un.J

[Guidance-on.
= - Q- Markups + R B

Managing Fatigue with Farm Work Managing Fatigue with Farm Work

7 a)
Source and target segments are now joined. You can undo by clicking the /0 button:

Managing-Fatigue-with-Farm-Work Managing- Fatigue-with-Farm-Work

=] 4

= @ Q M Markups ~ 9/@ ‘"',"'/‘ \'}

IGuidance-un.J F'y I [Guidance-on.

SOP-41 Working With CLM.docx Rev. 4 06/06/2025 Page 21 of 34



Proofreading in WebEdit (REV)

1. Segment info column

The icons to the left of the segments provides information about the Segment Status and how it
was translated:

e The segment was translated from scratch i
e This is the first segment of an internal repetition group ,1_|
e This is a follow-up segment of an internal repetition group o
e This is a segment with Fuzzy Match a7

Segments that have the green check mark " are already confirmed; you can ignore these
segments as they are not in scope.

For further details on each segment, use the tooltip of the status icon (move the mouse pointer
over the symbol without clicking).

The status icon 4 indicates that the quality assurance has found an error. The detailed
messages can be found in the Quality Assurance window (see more details in section 5 Quality
Assurance (QA) below).

2. Editing and Confirming a segment as “proofread”

To confirm the selected segment, click the Q/ icon at the top (1). You can also use the shortcut
Shift+o (as long as you are not in “editing” mode). Pressing the down arrow key takes you to
the next segment for review.

=S,
g~ @ O L (oAB {E‘Z :“;'} c'-\{,'///\ E/ H@ @ " Segments to be checked ~ % %ﬂ

Source (ENG): 5563803912095824fu 57 CLM Supplier@ Target (FRA) (synchronous)

v M IThis is an internal repeat. ' 1 ICeci est une répétiton interne.
~ Receiving a New Request: i Recevoir une nouvelle demande :
This is an internal repeat. @Eg Ceci est une répétiton interne.
Cancelling a Request: i Annuler une demande:

You can also confirm several segments at once:
e All segments from the beginning of the file to the selected segment (QE//) (2) or
e All segments of the file (@) (3).

You can edit a segment by double-clicking on the segment.
e With @% you can confirm the corrected segment and go to the next.
e With you can discard your changes.

SOP-41 Working With CLM.docx Rev. 4 06/06/2025 Page 22 of 34



5. Quality Assurance (QA)

The QA is done online, on the fly, during the translation/proofreading. The QA check kicks in
automatically upon confirming a segment as “Translated” / “Proofread”.

5.1. Resolving QA messages

If potential errors are found, a yellow window pops up: “There are QA messages. Correct the
segment or ignore the messages”.
=) qu @ There are QA messages. Correct the segment or ignore the messages. X

/- @ QO oCE v = TS G W Segmentstobetranslated ~  » D]
Source (ENG): 92111181935669405fu_57 This is 1 senten...

Thisis 111 sentence. o/ Voici 111 phrase.
5 people out of 10 Q/ 5 personnes sur 10.
This is 1000 mm long Q/ Cela mesure 1000 mm de long
This is one sentence. A Voici une phrase E
This is 1 sentence. A Voici 1 phrase. E
IThis-is-another-sentence A W Noici-une-autre- phrase E
gﬂ »fa Q - Markups ~ 2@
VA

All QA messages must be processed. If QA errors are left unresolved, CLM will automatically
bounce the project back to you after you have “completed” the order.

If the QA identifies a potential error, the 7L icon is displayed in the Segment Column.
The details of the Errors found are displayed in the Quality Assurance window.

@ e opns, = EEE
- @ O p {\& ‘5,? -;;‘ rg? C:\; Hé é ¥ Segments to be translated ~ % bﬂ 1 E  windows~ @

navigation Thisis 111 sentence. «” Woici 111 phrase. " This order does not contain a
To navigate to the 5 pagple out of 10 </ 5 personnes sur 10. dictionary. Therefore, no
o " beginning of a — - terminology can be displayed.
Penall file, dlick on its This is 1000 mm long </ Gela mesure 1000 mm de long
name. IThis is one sentence. A IVoici une phrase [
92111181935669405fu_ a8t -
57 This is 1 sentence This is 1 sentence #*  Voici 1 phrase.
This is another sentence %% Voici une autre phrase -
Comments
i
@ For ENG
O For FRA
Fuzzy matches Quality assurance
74% Thisis"1 ™" 1" sentence. End punctuation
This is one, sentence. The punctuation at end of segment is different.
GYE\‘ Voici phrase. Ignore
= Reference file: ..\92111181935669405fu 57 This is 1 sentence
74% This iiTEEﬂleH(E,

TLio fn e s

Click “Ignore” to Ignore false positive errors. Fix real errors and confirm the segment Q/ to
save your changes.
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5.2. Navigating to unresolved QA segments
To navigate to unresolved QA segments, click the “Segment navigation” drop-down and select

“Segments with QA messages”. Click the > arrow to navigate to the next segment with

v

unresolved QA. Clicking the button will filter & display only the segments with unresolved
QA messages.

= @
? :{3 Qf @ H% % “w  Segments with QA messages ~ % &ﬂ €3 Windows ~

‘u 57 This is 1 senten... Targ¢ Next segment

Y/ - :
4 You can use this function to go to the next segment.
V4 Tip: !n the."Segmer)t naviglation“ list, you define the segments that are taken into
P consideration by this function.
o
\ LTI TTITOUN T TVUY HHITD AT 1wl IH
A IVoic:i une phrase By
A Voici 1 phrase. BN
. Q)
A Voici une autre phrase [_f v

Once you have finished the translation / review task and the QA, you will need to Complete the
project to deliver it. See section 7 Completing an order for more details. You can consider you
delivered the project successfully only after you have received the “Successful delivery” email.

6. Working Offline: Translation and review from PPF

If you wish to work offline, after you have accepted the project, click the Refresh button.

Click “Edit online” to open the project in WebEdit and “Download project package (PPF)”.

Fileselectg _Cvnioad originalfiles Source (ENG): 92111181935669405fu_57_Thi
Download additional files

Thisis 1711 sentence.

Open all Download exported files

5 people out of 10

Download project package (PPF) -
l 20 project packag This is 1000 mm long

Upload translation package (TPF) _IThlS is one sentence.
Upload exported file This is 1 sentence

This is another sentence

The PPF is downloaded.

Refer to SOP 11 for details on working with Transit offline.
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To upload the TPF back, access the Order in CLM WebkEdit: Edit online and click Upload
translation package (TPF).

Next you will need to Complete the Order.

NOTE: if you change your mind and prefer to work online... you can also Upload file package
(TPF) and continue editing online. This function is only available if the PPF was previously
downloaded in CLM WebEdit. The file must be packed in Transit and uploaded again as TPF in
CLM WebEdit. If all of these steps have been followed but the upload option is still greyed out,
press the F5 key to refresh the browser.

/!\ If you have made changes to a Terminology entry, note that this change to the dictionary is
no longer packed into the TPF file. Please contact your Project Manager.
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7. Completing an order

An order must be completed using the Complete order button; regardless of if you used
WebEdit or worked offline.

The project is not “delivered” and cannot move to the next step until you complete the order.
You have only delivered the project correctly after you have received the “Successful delivery”
email notification.

7.1. Delivering a project
To deliver the project, go to the CLM order and click the “Complete” button.

You can enter a message for the next editor, project manager and/or customer in the pop-up
window. Note: We do not recommend using the comments function in WebEdit as these
comments are not monitored.

Unless instructed otherwise, only deliver Transit language pairs (do not tick “Transit language
pairs and exported files”).

Click Send to complete the order.

Complete order x

Order control

Comment regarding the order (optional)

S B B 1 Uus E

bl
1]
]
i
i
=]

Delivery contents

@ Transit language pairs

(O Transit language pairs and exported files
Note- Select this aption only if you have an order to deliver the exported files.

Send

Upon completion of the order:
e The language order can no longer be edited.
e The order PDF is no longer available.
e The language order is no longer listed under Orders | Current but under Orders | Archive.
e The language order is removed from the pending list.

If all is OK with your delivery, you will receive an email with the Subject “Successful delivery”.

SOP-41 Working With CLM.docx Rev. 4 06/06/2025 Page 26 of 34



7.2. Delivery bounce (how to Navigate to segment & fix)
If any QA messages are not resolved, the project will bounce back to you.

You will be notified by email (with subject: “Error in order”).

Click on the link to access the CLM order, and fix the issues reported in the email.

Error in order; DUB-0000021 - ENG_GAE - CLM_Test_ER Job 4, Termino and Internal Fuzzy, Project: 47818 -...
° star-clm.dub@star-group.net © Reply | € RepiyAl | = Forward

To elise.roch@star-ts.com Tue 02/04/2024 11:39

@ You forwarded this message on 02/04/2024 11:40.

Hello,
An error has occurred with the following order. Please check the order:

Order title: CLM_Test_ER Job 4. Termino and Internal Fuzzy. Project: 47818
Order number: DUB-0000021

Order ID: 7f4786e9-e621-403e-af74-35eb88138596

Internal reference: 47818

Company: CLM_Test ER

Service: Translation

Source language: ENG

Target language: GAE
Link to the order details{ DUB-0000021

Service deadline: 05/04/2024 19:00 GMT (GMT+01:00 Greenwich Mean Time)

or message:
Errors found by the quality check:
PsajectErrors_ , Segment § . Source variants”

If you have any comments or questions regarding this order. please contact the project management:

Elise Roch, translation(@star-ts.com

Best wishes
CTAD T AL

Open the project in WebEdit, click the “Segment navigation” drop-down and select “go to
segment...” to navigate directly to the segment number from the error message.

ﬁ' @ Q p ifh % 3;-) C-;?'f1 [@ @ \1{‘ Segments to be translated ~ ‘?
e Torget (FRA: ST215893156128801u. 57 CM |~ 1 RS =

. All segments
AN o Recevoir un Projet: 9

v

- Commented segments
[ Livrer un Projet:
P - - Machine translated segments
(Y4 Recevoir un Projet:
. ~  Pretranslated segments
v« MRecevoir un Projet via CLM
b I L - Translated from scratch
Edited segments
Incorrect markups to be resolved
All incorrect markups (induding ignored)
All edited / commented segments
m All modified / commented segments

Segments with QA messages

To the last edited / commented segment

Back to the retained position
You can use this menu item to navigate directly to a segment if you know its internal

segment number. P — >
Tip: The internal segment numbers can be found in the tooltip for the segment icon g

(left of each segment). Go to page...
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Alternatively, open all files in WebEdit and filter on “Segments with QA messages”:

e b 05 = F[EH
f' @ o ,O @B é? '@ Q/ \_\ n‘é @ 3?‘ Sagmentstnbetran&tedv § b:ﬂ (= \

slection / navigation email Segments to be translated Termir
. the director can apply for an ‘1" Identified Person Number stir Al segments ' Aitheanta ~
Tonavigate to the o) ing the <1 2/ 131 ) VIF form 4 {3 125 _ 15 (IPN J IEN
2nall  beginning of afile, VIF: Commented segments A Pl
click on its name. X
5/ The IPN is a number issued by the CRO to directors/ «/ 51 Machine-translated segments Giri/uingiri
1329695-719715278fu_57. 5 : P
gl beneficial owners who do not have a PPSN or an RBO tairb  Pretranslated segments us is féidir i
Text for email Final P 9 ]
either RBO or CRO. 5 aus
% Snipping Tool - X e ~  Translated from scratch e @
= 6,7 RBO7 or . 7 no
. CRNew [H]Mode ~ (¥ Doy v ) Concel (4 Options site 9 1100 [11) PPSN — Q'f Lgerll Edited segments FB:? no
Total number of files: 2 Silctthe mp mode g the e buton or ik heNew @ UPS  Incorrect markups to be resolved ! Comm
uttan, b | S
formation in relation to Q.f Tas Allincorrect markups (including ignored)  inéis ar fad ® For
the directors of companies is checked well in advance of the maic All edited / ted " roimh dhata
company’s filing date. cord edited / commented segments

You can use this selection to navigate to segments for which the quality assurance ha; ?a
il go n-

found errors. Segments with QA nssages 2

.............................................................................. To the last edlited / commented segment ... v

This displays all segments with unresolved QA errors.

To identify a segment number, hover over the segment status icon to view the tooltip containing
key segment information:

ammmens san=en278fu_57_Text for email Final
he requiremen Quality assurance has detected errors in the segment. Q,/;? Ar an 25 Meitheamh 202
2 came into fo First segment of an internal repetitions group. Seirbhise Poibli (UPSP)
ihen compar S & Bachoir UPSP a shokth
firector or ach 25t change: 6/26/2024 chomhdu né nuair a bhio
-eeeoeaoo—----1 [Internal segment number: 3 Q’/O ................................
IPPPSN3 | ¢ _ - Le haghaidh tuilleadh eo
2ie) 8 T 8 First translation: 10/12/2023 CROG 7' 8" UPSP .
1] Q//'? [This is an internal repetr

ssued with a PPSN it is compulsory to use that PPSN when submitting a Qf Sa chas gur eisiodh UPE
cur isteach chuig an CR(

Once all issues have been fixed and false positive errors have been ignored:

Complete the project.

Add any relevant comment and click “Send”.

Complete order

Order control
Comment regarding the order (optional)

Error has been fixed now

Delivery contents

@ Transit language pairs
O Transit language pairs and exported files
Note Select ifws opbon anly if you have an arder to deiver the exported fies:
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8. Questions
CLM has no Q&A system. Keep using the STAR TS Supplier Portal for Q&A.
A link to the Project on our Portal is available in the order notification.
Click this link to access the Portal.

New order: DUB-0000021 - ENG_GAE - CLM_Test_ER Job 4, Termino and Internal Fuzzy, Project: 47818 - Translation

star-cim.dub@star-group.net
To eliseroch@star-ts.com

@ ¥ou forwarded this message on 29/03/2024 08:32
If there are problems with how this message is displayed, click here to view it in a web browser.

All our Irish Translation must meet the Caighdean Oifigiil standard.

It is a requirement for this project to read, follow and comply with our Irish Style Guide Instructions.

If you need further details or you have questions for the customer about the translation, you can also visit https:/suppliers.star-ts.com/redirect_pt.php?id=147793

Instructions tor the processing step:
Check if Stats after Supplier Selection include Internal Fuzzies

Statistics (Words)

Submit your questions using the “Ask a Question” button. Refer to SOP 11 for more details

=7 STAR Supplier Portal

DOVNLOADABLE FILES:

Please use CLM to process this request

9. Submitting feedback on Quality (for proofreaders)
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.
The feedback is then shared automatically with the translator.
Important: This is not done in CLM but this is done via the STAR TS Supplier portal.

To provide feedback, access the project in the STAR TS Supplier portal:

e You can find the project in your Projects List on the STAR TS Supplier portal

or
e You can click on the link to the Portal project in the “Please Start” email received from

the STAR TS Supplier portal.

Once you have accessed the Project on the STAR TS Supplier Portal, click the button “I would like
to submit feedback on the translation”, as shown below. Refer to SOP 11 for more details.
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STAR Supplier Portal

Project List settings Invoices Logout

Please use CLM to work on this project

ProjectID 105484

Project Manager

Description

Source Language en UK

Target Language GAE (ga IE)

Deadline 2025-06-03 09:00:00

Proof word 136

TOTAL € 10.00

Status RECEIVED BY PROJECT MANAGER

Transl. Status

I would like to submit feedback on the translation

10. Invoices

The total to be invoiced will be displayed on the STAR Translation Services Supplier Portal and not in
CLM.

STAR Supplier Portal

DOVNLOADABLE FILES:

Please use CLM to process this request

Process for invoices remains the same.
Refer to SOP 11 and STF-5 SupplierFinanceDetailsAndPolicy.docx for more details.
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11. DTP/layout orders in the supplier portal

DTP orders are processed in the supplier portal using the data exchange function.

Click “Accept” to accept the project & deadline. See more information in “Receiving a New
order”

The source file(s) and reference are downloaded via Data exchange | Order folder from the
Helpfiles folder

Order folder xX
Y
= 3 Filter by:
' (5 05POST_Oniine_179 t 05POST_Online_179 > Helpfiles
: Name Date modified Size
.ﬂ org_4304255-1770158022f . | 02/06/2025 16:34:00 11,8 KB
© | Test1.pdf 02/06/2025 16:34:00 4564 KB

The files for DTP are downloaded via Data exchange | Order folder from the ORG folder.

Order folder
e Filter by:
@ (3 05POST_Online_179 4 05POST_Online_178 > ORG
[3 Helpfiles
s ORG Mame Date modified Size
.ﬂ 4304255-1770158022fu_5... | 02/06/2025 16:52:18 10,52 KB

The file(s) must be selected in the folder, then it can be edited after downloading it by clicking

on the v button.

Order folder

- b4 o a Filter by:

(2 [ 05POST_Online_361 + 05POST_Online_361 > ORG

| Helpfiles
: # Name Date modified Size

[ ORG
' ' 18644681988433554fu_133... | 5/28/2025 11:22:06 PM 201.96 KB
2411050805956583fu_133_... | 5/28/2025 11:22:08 PM 244 37 KB

The upload of finished documents is done via the Upload files button.

Place the DTPed editable files in the “Edited files”.
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IMPORTANT:

Do not rename the files before uploading. The file names have to match.
Place the PDF(s) in “Additional files”.

Upload files
Upload the following files (the file names must match):
File names - 4304255-1770158022fu_57_Test 1.docx
Edited files” . or drop files here
File names 1]
B 4304255-1770158022fu_57_Test 1.docx x
Additional files or drop filss here
File names 1]
B 4304255-1770158022fu_57_Test 1.pdf x

Click “Save”.
Next, hit “Refresh”.

To deliver the project to the PM,

click Complete order as shown below and click Send.
Complete order

x
Order control
Comment regarding the order (optional)
B B I US === 1= @
DTP done|
Rty
Delivery contents
@ Processed files and possibly additional files
(O Additional files only
Mote: Only seiect thiz option if you hsve only edited sdditional filez (working files are ignored)
Send
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Appendix

A. Training Videos
Training Videos from the Web Edit Development team can be found in https://suppliers.star-
ts.com/helpdocs/restricted/CLM Training Videos/

e Basics_CLM-WebEdit.mp4

e Translation_CLM-WebEdit.mp4

e Revision_CLM-WebEdit.mp4

e Quality-Assurance_CLM-WebEdit.mp4

e Translation-via-PPF-TPF_CLM-WebEdit.mp4

NOTE: you must be logged in on the STAR TS Supplier portal to access the videos.

B. Keyboard shortcuts: Editing online

You can use the following keyboard shortcuts to access the main functions of CLM WebEdit:

#  Edit selected segment Shift + e

Confirm selected segment
Q/ (the shortcut Shift + o does not work in “editing” mode, i.e. if you are editing a Shift + o
segment use the Confirm button instead)

1D Search text Shift + f
@B Search and replace text Shift + h

Ignore all “ignorable” QA messages for the selected segment
“Ignorable” messages refer to deviations that may be linguistically necessary

(e.g. additional formatting or intentionally different end punctuation). You Shift + i
cannot ignore messages for structurally necessary markups (e.g. index
markers, image anchors, hyperlinks). Ctrl + i

Tip: The keyboard shortcut Ctrl + i is intended for use in edit mode. With
Shift + i you would insert a capital “i” there.

You can use the keyboard shortcuts when you are not in edit mode (i.e. not currently editing a
segment).

Which functions are actually available to you depends on the current view and your rights for
the current order.
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C. Keyboard shortcuts - Terminology: Inserting terms from a dictionary

For orders with a dictionary, you can insert terms from the terminology window into the
segment you are currently editing in edit mode:

A B C InserttermAorBorC.. Alt + g, release and then press a or b or ¢ ..

Insertterm AorBor C...
and change the case of the  Alt + g, release and then press Shift + a or b or c ...

first letter

If you had text selected in the edited segment, it will be replaced by the target language term.
Otherwise, the target language term is added at the current cursor position.

Tip: To display the terminology window, select Terminology from the Windows list on the top
right.
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