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Working with CLM 
 
 
CLM stands for Corporate Language Management. STAR Translation Services is moving to use 

CLM for all projects. 

You have two parts: 

• CLM for managing your list of Projects.  

• CLM WebEdit for Translation and proofreading.  

You can chose to work online via CLM WebEdit and benefit from a streamlined workflow with 

a simplified Transit editor 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, on the simpler, small projects. For larger projects, the full 

Transit has more functionality and so is more efficient.  

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 Get immediate 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. 

• When you first start using CLM WebEdit a Quick guide will appear.  

• 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 > Help page, once you are logged 
in. 

If you have any feedback, please get in touch with resources@start-ts.com.  

mailto:resources@start-ts.com
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1. Browser recommendation 
 

We recommend the use of Chrome or Edge. 

2. 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-clmclient.star-group.net/jamesweb/ and click “Forgotten your password?”.  

 

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. 

 

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, click  (1) > Portal Settings (2): insert your New password (3) and click Save (4). 

https://stdub-clmclient.star-group.net/jamesweb/
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3. CLM Interface Overview 
 

3.1. Settings Menu 

Open the settings by clicking on  (top right corner). 
 

o Portal settings: Option to change password, portal language and 
avatar.  

o Keyboard shortcuts: List of all available keyboard shortcuts.  

o PORTAL LANGUAGE: Change the portal language with one click.  

o Log off: Log out of CLM.  
 

3.2. Dashboard Menu 

The dashboard opens after logging in or by clicking on the  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.  

• Started orders: all open projects that you have accepted. 

• Due orders: all projects for which the delivery deadline has already passed.  

• 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. 

1 

2 

3 

4 
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3.3. Orders Menu 
 
This menu displays orders depending on their type: 
 

• Current: all accepted orders AND pending acceptance.  
• Archive: When an order is completed or cancelled,  

it is move to the “Archive”.  
• Pending list: shows all orders, except archived orders.  

Order status:  
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. 
 

 
 

• Search: use for filtering orders based on numerous criteria.  
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Click on the CLM order link to access the project in CLM. 

4. Receiving a New Order 
 

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

 

 

  

Click to open Order in CLM 
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This opens the “Order” page. 

 

 

 

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

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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4.1. 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  

 

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

 

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.  

 

 



SOP-41 Working With CLM Rev. 6 21/08/2026 Page 10 of 47 
 

4.2. Rejecting an order in CLM (option to Suggest an Alternative Deadline) 

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

• The order rejection pop-up allows you to give a reason for the rejection in the text field.  

• 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. 

4.3. Accepting an order in CLM 

Click “Accept” to accept the project & deadline.  

 

NOTE: when you “accept” you also accept the deadline. To suggest an “alternative deadline”, 
first reject the project, then choose a date on the calendar shown. 

Once you have Accepted the Order, click the Refresh button 
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5. 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.  
 

 
 
For bigger projects, download the PPF and work offline. This is faster. See section “Working 
Offline: Translation and review from PPF”. 
 

5.1. 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. 
 

 

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 provides more information about the segment's status.  

1 

2 

3 4 
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Segment numbers are shown by default. If you feel this takes too much, space you can hide the 
Number column): 

o Click   (1) and then click  (2) to hide/unhide. 
o if you hide it once, your preferred view is automatically saved, so next time you 

open WebEdit it won’t show the Segment numbers. 

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

deactivate the tooltips, click the Help Button  and untick “Show tooltips” 
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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. 
 

Information about the order 

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

 
Checking progress 

The % bars provide direct information on the file and order progress (measured in characters): 

• Top bar: File progress 

• Bottom bar and percentage: Order progress 

Hovering over the bars will display the exact number of segments / words / characters for the 
file(s) in the order.  

Additionally, clicking the info button  opens the “File details” window which displays the size 
and the progress for each file in the order. 
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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 preview can be displayed in the preview window for MS Office files.  

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

 
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.  

 
 

You can also switch between the files using the buttons .  
 



SOP-41 Working With CLM Rev. 6 21/08/2026 Page 15 of 47 
 

5.2. Editing 
 

To start editing a segment, double click on the segment (Shift + e or Ctrl + ENTER).  

 

By default, the source text is kept in the Target editor for an untranslated segment.  

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 (CTRL+ALT+ Backspace). 

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 shown. 

You can insert special characters via the  button.  

 

 

Click Open the “special characters” window to display all special characters 
option in a separate window.  
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Tip: After inserting a special character, it is saved under your recent list for quick access across 
all your orders. 

 

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

• symbolizes a space 

• symbolizes double and multiple spaces  

 symbolizes a special space character (non-breaking space, en space, zero width space, etc.) 

- symbolizes a soft hyphen 

Tip: You can enter a non-breaking space directly with Ctrl + Space.  

 

Confirming a Segment as Translated 

To confirm a segment as translated; click the confirm  button or click  (Ctrl + Alt + Ins or 
Ctrl+Alt + n) to confirm and go to the next segment.  

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

 

Once you have confirmed a segment as Translated, the    symbol is displayed in the segment 
info column. 

 

 

  



SOP-41 Working With CLM Rev. 6 21/08/2026 Page 17 of 47 
 

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).  

 

Click the info  button (1) to show more details (2). 

 

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 insert the top Fuzzy Suggestion into the Editor, click the  button.  

 

 

  

1 

1 
2 3 
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Alternatively, click on the letter from the Fuzzy Matches window to Insert the fuzzy match into 
the segment.  

 

Next, edit and then confirm the segment. 

Explanation of the icons in the Fuzzy match window: 

Icon / function Meaning 

 
Fuzzy quality The fuzzy matches are sorted with the highest quality 

displayed at the top. 

 

Reverse language 
direction 

The translation suggestion comes from a reference 
translation with reverse language direction. 
The target language of the current segment was the 
source language of the reference segment and vice versa. 

 

Indirect language 
direction 

The translation suggestion was generated from two 
target languages of a multilingual order. 
The source and target languages of the current segment 
were both target languages of the reference segment. 

 

Fuzzy match from 
current order 

The translation suggestion comes from an identical or 
similar segment in the current order. 

 

Fuzzy match from 
translation memory 

The translation suggestion comes from an identical or 
similar segment in the translation memory. 

Fuzzy match from 
reference extract 

The translation suggestion comes from an identical or 
similar segment in a reference extract that was extracted 
from the translation memory by STAR CLM 

 

Machine translation The translation suggestion was machine-generated. 

TM-validated machine 
translation 

The translation suggestion was machine-generated and 
validated with the aid of a segment in the translation 
memory. 

 

Assigning Markup 

CLM WebEdit will display the markup as it is: i.e. text formatted in bold, italics, underlining.  

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. 

 

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”. 
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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).  

In edit mode, CTRL+M opens the Markup menu, you can then use the arrow key to navigate to 

the desired markup and press Enter. 

 

From the Markups drop-down list, you can select which markup is assigned to the selected text. 
Structurally necessary markups (e.g. for index markers, image anchors, hyperlinks) are marked 
as “(required)”. 

 

Click on  to switch between different types of markup display: 

• Display with ID 

• Display with ID and tag 

Tips:  

1. Moving the cursor over a markup shows additional information about the markup.  
Structurally necessary markups (e.g. for index markers, image anchors, hyperlinks) are 
marked in the tooltip as “(required)”. 

2. Superscript, subscript and italics are now allowed as additional markup. (In edit mode, 

CTRL+M opens the Markup menu. Use the arrow key to navigate to the desired 

markup and press Enter.)  

a 
b 

c 
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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). 

 

 

 

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? 

 

Click “In all order files” to populate the translation to all follow-up repetitions segments in the 
project or click “In current file” to populate the translation only to the follow-up repetition 
segments in the current file. The segments from this internal repetition group are now edited 

and confirmed . 

 

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. 

 

 

1 

2 

2 
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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 now has a spellchecker.  

Important: The Spellchecker is active only in “edit” mode. Go through your work segment by 
segment to check for spelling errors. 

 

There is currently no Grammar checker in Web Edit. You can: 

• Export the translated file(s) and run the Grammar Check using MS Office.  

To export the translation, click the  button and “Download exported files” 

 

• 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. 
 

Note: If the file is not an Office document, you can hide the source in CLM WebEdit, and copy-
paste only the target in a Word document. 
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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. 

 

 
 

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

  … Insert term A or B or C … Alt  + g , release and then press   a  or b  or c  … 

 
Insert term A or B or C …  
and change the case of the 
first letter 

Alt  + g , release and then press   Shift  + a  or b  or c  … 

Note: the Alt key to press is the Alt key on the left of the keyboard (not ALT+gr). 

 

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. 
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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).  
 

 
 
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   button. Alternatively Shift + CTRL+ F also starts a Concordance Search. This allows 

you to narrow your search down to a specific term or phrase to see how it has been translated 

on previous occasions. 

This opens the Concordance search window where you can customise the search under 

Options. Click “Search” to display the results. 

 

 

Search window 

To display this window, click the “Search” icon, select the menu item Windows > Search or use 

the keyboard shortcut Shift + f. 

1 

2 
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With the buttons at the top you can switch between “Search”, “Search / replace”, “Filter”, and 

“Highlight” functions. 

 

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”  button. 

You may want to do this if the translation is very context-specific or contains sensitive 
information, to prevent it being reused in future translations. 

The following symbol  is displayed in the Segment column to flag that this segment is 
excluded from the reference material.  

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”.  

 

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

Note: you can only join segments if they are not split by a paragraph break. If they are, the 
option won’t be enabled. If the segment cannot be joined, let the PM know when delivering 
so they can fix the TM. 

 

Source and target segments are now joined. You can undo by clicking the  button: 

 

Applying a specific display for certain segments  
You can apply a display for certain segment types.  

Click  and then the  icon, select the segment type you want to Highlight or Grey out and click 

“Highlight” or “Grey out”. 
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Proofreading in WebEdit (REV) 

1. Segment info column 

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

 
The segment was translated from scratch 

 
This is the first segment of an internal repetition group 

 
This is a follow-up segment of an internal repetition group 

 
This is a segment with Fuzzy Match 

 
This icon is displayed if it is unusual not to edit the segment  
(e.g. fuzzy matches accepted without changes or the target is the same as the source text) 

 
This icon is displayed if it is unusual to edit the segment  
(e.g. manual changes to pretranslation) 

 
The segment is finished. You do not need to edit the segment. 

 

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  indicates that a QA error has been detected. Details 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  icon at the top (1). You can also use the shortcut 
Ctrl+Alt+n (in edit mode) or Shift+o (not in “editing” mode). Pressing the down arrow key takes 
you to the next segment for review. 

 

You can also confirm several segments at once:  

• All segments from the beginning of the file to the selected segment ( ) (2) or 

• All segments of the file ( ) (3). 
 

  

2 1 

3 
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You can edit a segment by double-clicking on the segment. 

• With  you can confirm the corrected segment and go to the next.  

• With  you can discard your changes. 

Tip: If you are not in edit mode, Shift + Alt + o confirms all segments from the beginning of the 
first open file to the selected segment as proofread. 

 

6. 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”.  
 
Depending on the type of error, there are different options available: 
 

Accept 
(previously “ignore”) 

Click this to confirm that the segment is actually correct 
(e.g. additional formatting in the target language, different end 
punctuation, or intentional use of non-dictionary words). 
Tip: You can accept all “acceptable” QA messages for the 
selected segment with the keyboard short Shift + i or Ctrl + i. 

Do not accept  Click this to undo the acceptance. 

Correct automatically Click this to automatically correct the error. 

Allow for order  For terminology errors only: Use this to select a word or phrase 
in the target language and to allow it as a translation of the 
source language term for the current order (e.g. for 
unrecognized inflected forms). 

 
If CLM WebEdit does not display any of these functions, the message refers to structurally 
necessary markups (e.g. for index marks, image anchors, hyperlinks, etc.) and cannot be 
accepted/ignored. In this case, you must correct the segment in edit mode so that the order can 
be successfully exported by CLM. 
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6.1. Resolving QA messages 
If potential errors are found, a yellow window pops up: “There are QA messages. Correct the 
segment or accept the messages”.  

 

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  icon is displayed in the Segment Column. 
The details of the Errors found are displayed in the Quality Assurance window.  

 

Click “Accept” to Ignore false positive errors. Fix real errors and confirm the segment  to 
save your changes. 
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6.2. 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 

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

 

Once you have finished the translation / review task and the QA, you will need to Complete the 
project to deliver it. See section 8 “Completing an order” below for more details. You can 
consider you delivered the project successfully only after you have received the “Successful 
delivery” email. 
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7. Working Offline: Translation and review from PPF 
 

Working offline is better for larger projects.  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 then “Download project package (PPF)”. 

 

The PPF is downloaded. 

Refer to SOP 11 for details on working with Transit offline. 

To upload the TPF back, access the Order in CLM WebEdit: 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 click on Upload file 
package (TPF) and continue editing the project online in WebEdit. This function is only available 
if the PPF was previously downloaded from CLM WebEdit. The file must be packed in Transit and 
uploaded again as a TPF to 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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8. Completing an order 
 
An order must be completed using the Complete order button, regardless of whether 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 receiving the “Successful delivery” email 
notification. 
 

8.1. 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.  

 
Upon completion of the order:  

• The language order can no longer be edited.  
• The order PDF is no longer available.  
• The language order is no longer listed under Orders | Current; it is moved to Orders | 

Archive.  
• 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”. 
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8.2. 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. 

 

How to go to a specific segment 

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. 

 

How to filter on Segments with QA messages 
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Alternatively, open all files in WebEdit and filter on “Segments with QA messages”: 

 

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: 

 

Once all issues have been fixed and false positive errors have been “accepted”: 

Complete the project. 

Add any relevant comment and click “Send”. 

 

1 

2 

3 
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9. Questions 
CLM has no Q&A system. Keep using the STAR TS Supplier Portal for Q&A.  
A link to the Project on our Supplier Portal is available in the order notification.  
Click this link to access the project on the Portal. 
 

  

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

 

 

10. 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: 

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

or  

• 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. 

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

 

Process for invoices remains the same.  
Refer to SOP 11 and STF-5 SupplierFinanceDetailsAndPolicy for more details. 

  

https://suppliers.star-ts.com/helpdocs/SOP-11_Working_with_STAR_Dublin.pdf
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12. Translation & Proofreading in CLM 
 

For agencies… 

If we have requested Translation+Proofreading combined delivery from you, you will receive 

two requests from CLM: 

- One for Translation 

- And one for Proofreading 

CLM expects two deliveries from you (First Translation and then a second delivery for 

proofreading).  

Once you have delivered the translation, you will get a new request for proofreading.  

You need to Complete both services for the project to be considered fully delivered.  

 

13. DTP/layout orders in CLM  
DTP orders are processed in the CLM 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 

 

The files for DTP are downloaded via Data exchange | Order folder from the ORG folder.  
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The file(s) must be selected in the folder, then it can be edited after downloading it by clicking 

on the  button. 

  

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

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

 

IMPORTANT:  

Do not rename the files before uploading. The file names have to match.  

Place the PDF(s) in “Additional files”. 

 

Click “Save”. 

Next, hit “Refresh”. 

To deliver the project to the PM, click Complete order as shown below and click Send. 
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A. Training Videos 
Training Videos from the Web Edit Development team can be found in the Help section of the 
STAR TS Supplier Portal once you are logged in: 

 

• Basics_CLM-WebEdit.mp4 

• Translation_CLM-WebEdit.mp4 

• Revision_CLM-WebEdit.mp4 

• Quality-Assurance_CLM-WebEdit.mp4 

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

NOTE: You must be logged in on the STAR TS Supplier portal to access the videos. 
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B. Keyboard shortcuts: Not in Edit Mode 

Note: Print this page for easy reference while you work. It will save you time! 
When you are not in Edit mode: you can use the following keyboard shortcuts to access the 
main functions of CLM WebEdit: 
 

 

Edit selected segment 
Shift  + e  or  

Ctrl + ENTER  

 

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

Shift  + o  

 

Confirm segments from first segment / from beginning of file to selected 
segment (for proofreading mode only) 

Shift  +  Alt  + o  

 

Search text Shift  + f  

 

Search and replace text Shift  + h  

 

Call up concordance search and start with selected text Shift  + Ctrl + f  

 

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 cannot ignore messages for structurally necessary 
markups (e.g. index markers, image anchors, hyperlinks). 
Tip: The keyboard shortcut Ctrl + i is intended for use in edit mode. With 
Shift + i you would insert a capital “i” there. 

Shift  + i  
 

 

Navigate to the previous segment 
In the “Segment navigation” list, you define the segments that are 
considered by this function. 

Up arrow key  

 

Navigate to the next segment 
In the “Segment navigation” list, you define the segments that are 
considered by this function. 

Down arrow key  

 Navigate to the last edited or commented segment  Shift  + z  

 
Return to the segment from which you navigated to the last edited / 
commented segment (using Shift + z) 

Shift  + y  

You can use the keyboard shortcuts when you are not in edit mode (i.e. not currently editing a 
segment). The functions actually available depend on the current view and your rights for the 
current order.  
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C. Keyboard shortcuts: in Edit Mode 

Note: Print this page for easy reference while you work. It will save you time! 

 

When you are in Edit mode: you can use the following keyboard shortcuts to access the main 
functions of CLM WebEdit: 
 

 Function Keyboard shortcut 

 Reinsert source language text 
Ctrl + Alt + Backspace  

 
Cancel edit  

ESC  key 

 
Save/confirm segment and go to next  

Ctrl + Alt  + Ins  or Ctrl + Alt  + n  

 
Assign markup to selected text / insert at 
cursor position  

Ctrl + m  then arrow keys, then Enter 

 

 Ignore all “ignorable” QA messages for the 
selected segment (same as Shift + i if you are not 
in edit mode, see above) 

Ctrl + i  

 Empty segment  
Alt  +  Delete  

 

D. 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: 

  

  … Insert term A or B or C … Alt  + g , release and then press  a  or b  or c  … 

 
Insert term A or B or C … 
and change the case of the 
first letter 

Alt  + g , release and then press Shift  + a  or b  or c  … 

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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E. Productivity Adds-on  

 

1. Speeding up research: search custom websites on text selection 
You can speed up research by adding a browser extension to search custom websites on text selection.  

Make sure the extension you choose is vetted for Security. 

 

Set up: 

For Chrome, install the Selection Search featured extension: 

https://chromewebstore.google.com/detail/selection-search/gipnlpdeieaidmmeaichnddnmjmcakoe  

 

 

Click the Extension icon >  > Manage Extension 

 

  

https://chromewebstore.google.com/detail/selection-search/gipnlpdeieaidmmeaichnddnmjmcakoe
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Click … > Options 

 

 

Click Extension options to customize your Search Engines: 
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Click Add New Search Engine and input the URLs as shown below. 

For example, if you want to add Tearma, Gaois, Focloir and Logainm, add the following Search URLs: 

• https://www.tearma.ie/q/%s 

• https://www.gaois.ie/en/corpora/parallel?Query=%s&Language=en&SearchMode=exact&PerPa

ge=50https://www.focloir.ie/en/dictionary/nid/%s 

• https://www.logainm.ie/en/s?txt=%s&str=on 

Click “Save” at the bottom of the page. 

Tips:  

i) Display order  

The Engines will be displayed in the order they appear in this list. So if you want one engine to be shown 

before another, hover over and move the engine up/down. You can add whichever search engine you 

like. You can re-order them as you wish using the   button. 

ii) Group  

You can Create a Submenu based on several of your search engines. This will trigger the search in all 

engines from your group in one go. 

o Click Add submenu 

o Give a name to your submenu (in the example below “Irish_all”) 

 

o Drag and drop the search engines you want to add right underneath your Submenu 

Next, make sure “Open search in new tab” is ticked under the “Other Options” section of the page. Click 

Save. 

 

https://www.tearma.ie/q/%25s
https://www.gaois.ie/en/corpora/parallel?Query=%25s&Language=en&SearchMode=exact&PerPage=50
https://www.gaois.ie/en/corpora/parallel?Query=%25s&Language=en&SearchMode=exact&PerPage=50
https://www.focloir.ie/en/dictionary/nid/%25s
https://www.logainm.ie/en/s?txt=%25s&str=on
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iii) Hotkeys 

You can assign hotkeys so that you can do the search without having to use your cursor to click on the 

relevant group.  

Click the little spanner symbol ( ) on the relevant row. Pick the Hotkey you want to use, and Save.  

 

If you want sites to open as popup windows instead of background tabs, you can also set this up as 

shown above. We encourage you to experiment and choose the set up that will be more efficient for 

you!  
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How to use: 

Group Search (i.e. Submenu) 

1. Select the text you want to search. 

2. Use your own preset hotkeys or click on the “Irish_all group to start the search in all of your 

“Irish” engines  

3. The results of your search opens in new tabs next to your CLM tab.  

 

OR 

Single Engine Search 

If you just want to search a specific website, then only click the Tearma/focloir/ gaois OR logainm. 

 

2. Tool for inserting apostrophes and double quotes (Irish) 
 

Adding double and single quote marks in CLM WebEdit is currently resulting in buggy behaviors.  

We have created a tool that inserts a curly apostrophe upon pressing Alt + ' or Alt + *.  For double 

quotes press Alt + " 

CLM Development is working on a fix for smart quotes in Irish and estimates to release the fix in the 

upcoming update of CLM (version 1.9). 

How to download and use the tool: 

• Click the link to download the ZIP file 

• Extract the ZIP file to your computer (e.g., your Desktop). 

• Double-click the WebTransit_Fix.exe file before you start your workday. 

You can now press Alt + ' or Alt + * or Alt + " to instantly insert the correct character directly into 

CLM WebEdit.  

  

http://suppliers.star-ts.com/restricted_download.php?file=WebEdit_Fix.zip&slinkname=WebEdit_Fix.zip
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Note on Windows Security: 

Because this is a custom tool built specifically for STAR Translation Services, Windows may display a blue 

"Windows protected your PC" warning when you first open it. This is completely normal for internal 

software. Simply click More info, and then click Run anyway. 

 

The tool will run quietly in your system tray (down by the clock). You can close it at any time by right-

clicking the green "H" icon and selecting Exit. 

You will need to run it each time you start your computer. 
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