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Introduction

This document is an XTM user manual for both the complete standalone version of XTM called XTM
Suite and the software as a service version called XTM Cloud.

Users and roles in XTM

In XTM there are a number of predefined roles with unique functions. The administrator is the highest
level of user.

The following table shows a list of the user roles and their functions:

User role

Function

Administrator

Create and edit other Administrators

Create and edit Project Managers

Configure XTM

Review & renew subscription (XTM Cloud only)
+ all the roles below

Project Manager

Create and edit other Project Managers
Create and edit Linguists

Create Customers

Manage Projects

PM — projects & customers

Customers - Can edit customer details and projects for
specified customers only.
Project creation - Can see General, Languages and Tags.
Can have access rights to see LQA results.
Project Editor — Can see
¢ General,
Metrics,
Workflow (no linguist names),
Files,
Estimates proposals only.

PM — project creator & viewer

Can create projects
Project Editor — Can read projects only for specified
customers and can see

¢ General,

e Metrics,

o Workflow (no linguist names),

o Files (Can download files but cannot generate them)
No access to customers or users
Can have access rights to see LQA results.

Customer Project Manager

Customisable level of access to:
Create and manage Projects
Manage Translation Memory
Manage Terminology

Terminologist

Access to XTM terminology with definable rights

TM Expert

Access to XTM TM Manager with definable rights

Linguist

Access to any of the 4 steps in the workflow
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There are 4 default workflow steps:

Step Function

Translate Translate the source text or accept and edit the TM or MT
matches

Correct A corrector is allowed to edit the translations

Review Areviewer is allowed to add comments only

LQA A step dedicated to performing LQA

This manual has been organised in chapters that are relevant to the different user roles or steps.
Since any user may have many roles, you may need to view more than one chapter in order to have a
complete overview of your functionality. Also certain sections of the manual have been repeated to
ensure that the description for different roles is as complete as possible.

PC set up

You will have either received an email from XTM Cloud or your server administrator should provide
you with the web address to access XTM. All you need on your PC is a web browser and access to
the internet. XTM is compatible with Firefox, Microsoft Internet Explorer, Safari and Google Chrome.
We strongly recommend that you use the latest shipping version of these browsers to ensure the best
performance and stability. It has been optimised to run on tablets as well as PCs.

Please make sure that pop-ups and JavaScript are enabled. Also note that certain browser plug-ins
may affect your ability to log into the system or use some of the features. In particular the following:
plug-ins are known to be incompatible.

¢ Browser Highlighter

e Fast Browser Search

The minimum technical requirements to access XTM Cloud from a PC are:

Screen resolution width: Greater than 1000 pixels.
Processor: Core 2 Duo processor

RAM: 2Gb

Bandwidth:1Mb/s, cable connection

XTM can be accessed on the following platforms and browsers:

Windows:
o [Edge 12+
e Internet Explorer 11+
o Firefox 4+
e Chrome 24+

Mac OS:
e Safari 6+
e Firefox 4+
e Chrome 24+

e Firefox 4+
e Chrome 24+

e Safari 6+for iPad
e Firefox for Android 23+
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Computer activation for XTM Cloud

As a security measure, the first time you log on you will need to activate your PC before being able to
access your account on XTM Cloud. To do this:

1.
2.
3

4.
5.

Go to the XTM Cloud login page

Enter your Company name, username and password.

You will then receive the message "This computer is not authorized ..." click the link "activate
computer".

XTM Cloud will then send you an email with an activation link.

Open the email, copy the activation link and paste it into the address bar of your browser and
press enter.

After this you should see a message that your browser has been successfully activated. Note:

You will be asked to do this once on each new PC that you use to access XTM
You can only use each link once.

You need to generate an activation link for each new browser.

You need to carry out all the actions above on the same PC

This level of security can be changed by going to Configuration, Settings, Security.

File size limitations in XTM

In the following areas of the program the file size that you can upload at one time is limited in XTM
Cloud to less than 550Mb and in XTM Suite to less than 150Mb.

Source files in project creation

Reference material for projects or customers
Translation memory import

Terminology import

Customer data import

User data import

If you have files that exceed the supported file size, compressing them into a zip file may reduce their

size
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2. XTM Product Description

XTM is an enterprise scale translation management system (TMS) incorporating advanced workflow,
translation memory and terminology tools. Accessed via a browser, XTM gives you the flexibility and
control to create and manage even the most complex translation projects.

XTM is available as XTM Suite to install on your own server or as a SaaS (Software as a Service)
branded XTM Cloud. Both versions include the following functionality:

Standard modules
The following modules are included as standard with all versions of XTM

XTM Workflow

This module allows Project Managers to create and manage projects. You can load the source
documents and apply a template for regularly used settings. Alternatively you can manually set the
target languages, define which TMs and terminology are to be used, assign one of the customisable
workflows, and allocate translators and reviewers to tasks. You can easily subcontract work to LSPs
while maintaining full control over the project, via the up to date status overview. Users receive email
notifications of allocated tasks. Customer proposals and supplier costs are automatically calculated
and can be sent via email. Managing large projects for simultaneous translation into multiple
languages has never been easier.

XTM Engine

XTM Engine automates the task of preparing the file for translation. It extracts the text from the
document, and segments the text into sentences or phrases. Then it applies your translation memory
and links into your chosen machine translation system to provide the translator with in-context exact
matching, leveraged matching and fuzzy matching. At any stage of the process XTM Engine provides
a preview of the translated document as either .pdf or .html. Following translation and review it creates
the translated document and stores the new translation memory.

XTM Workbench

The web-based Translator’'s Workbench provides a full suite of easy to use tools to help translators
work efficiently. Fast job turnaround times are possible as multiple translators can work on the same
job simultaneously. The system includes real-time metrics, concordance and previous versions of
each text segment. If required you can control the length of the target text or add comments to
segments.

XTM QA Manager

The quality assurance component ensures your translations are top quality. Your translations are
checked for spelling using one of the 90 plus different language dictionaries. The text is checked for
formatting, punctuation and localization. You can also run objective tests on the quality of translation
using the linguistic quality assessment (LQA) functionality.

XTM TM Manager

The translation memory management system enables you to maintain your translation assets, import
new TM. Additionally you can export selected TMs in an industry standard format for reuse in other
translation tools. The TM is stored as pairs of phrases in a database and to aid selective reuse, can be
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tagged with user defined tags.

XTM Terminology

XTM incorporates a full terminology module. This database of terms includes a concept, definition,
context, image, multilingual translations, and comments. In XTM Editor, the system identifies and
highlights terms in the source text that are in the term base. XTM then displays the approved
translation and additional data about the term in a popup window. This feature facilitates a consistent
use of the agreed terminology during translation. You can automatically generate a list of terms from
your source file or import a list of existing terms into XTM and then edit or add new terms directly from
the Workbench.

XTM Xchange

XTM Xchange brings together translators and users with translation requirements. There is a directory
where freelance translators and companies can publish their details to allow agencies and companies
to see their skills and references and match them with their job requirements. The marketplace
enables users to post localization jobs, and other registered users to quote for the work and if
selected, complete the task using XTM.

Optional modules:

XTM Portal

This module can be integrated into your customer facing website to allow your customers to start
translation projects. They are able to upload files, specify target languages, and other requirements
and then they receive a quotation, which they can accept and pay for. Customers can also create an
account which allows them to view and manage their own projects.

XTM Connect
XTM Connects makes integrating XTM with other systems straight forward. It includes out the box
connectors for the common CMSs and also and an SDK of fully documented web services with
sample code that allow you to build custom integrations. Currently the following out of the box
connectors are available:
e XTRF
Plunet
Easyling
Wordpress
Drupal
Adobe Experience Manager
Claytablet (AEM, Sitecore)
Ixiasoft
Instinct tools
SDL Live Content
Autocad
InDesign server

Please contact sales@xtm-intl.com for pricing of these options.

Standards Support

XTM International is committed to using and developing open standards. We are active in the many
Open Standards Technical Committees. For a full list of the standards supported by XTM please see
our website. http://www.xtm-intl.com/files/content/xtm/resources/XTM%20Standards%20Support.pdf
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3. XTM for Administrators

XTM Licencing

XTM suite is licenced for a number of concurrent users, so any number of users can be created in the
system, but only the licenced number of users can connect at any one time. All types of user are
counted as a licenced user.

XTM Cloud licencing depends on the account type purchased. A freelance account and a group
account are for named users. In this type of account you can only create the number of users
specified in the subscription agreement. Enterprise account subscriptions are similar to XTM Suite
and are for concurrent users.

Aregistered XTM Portal user by default become a Customer Project Manager with the Create and
view access rights, and does not count as a licenced user. However if this account type is upgraded to
provide fuller access to the project manager module in XTM, then they are counted as a licenced user.

Logging in

If you are using XTM Cloud the first time you log into XTM you will be asked to activate your PC. You
will receive an email, click on the link in the mail and then XTM will confirm that your PC is registered.

You will firstly be redirected to a page to change your password from the password sent by email to
you when the account was created. We recommend that you use a password that you can easily
remember containing letters and numbers and with at least 6 characters.

Logging out

It is always best to use the logout button rather than simply closing your browser. In this way XTM
knows that you have quit the program and will release any records that are assigned to you and which
may be locked. In case you do not log out properly or your internet connection fails, there is another
mechanism. While you are logged into XTM and actively working, your browser sends a heartbeat to
the system informing it that you are still active. If XTM does not detect a heartbeat for more than 60
minutes, it assumes that you are no longer active and closes the session automatically.

Help and information

The question mark located between the configuration cog icon and your profile picture opens the Help
and information sidebar that provides quick access to help resources. It includes a link to this
document, knowledge base How to... articles or XTM webinars. In addition, you can use the XTM
Community to get help from your industry peers or contact sales or support. The subscription
agreement and XTM Privacy Policy are available for reference in the side bar as well.

Page 16



XTM User Manual — Administrators

- B ? -
Help and information

m > XTM version 11.4

. User manual
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XTM Knowledge base
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wojcie > Contact sales

Admig XTM Community
Wojcie XTM International website
Admin

Subscription agreement

Wojeie XTM Privacy Policy
Admin

Help and information side bar

Administrator options

The options you will see as an Administrator will depend on the type of account that you have and the
access rights that have been allocated to you. For multi user XTM Cloud accounts and XTM Suite
systems the Administrator has the options shown below.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Project list Templates Company dashboard

Options for an Administrator user

A freelance account has administrator rights but as it is a single user account the users tab is not
required.

(T m Tasks ™ Terminology

Planned Active Closed

Options for a Freelance user in XTM Cloud

The following sections only cover the Configuration and Management tabs as they are specific to an
Administrator. The other tabs are also available to Project managers and so described in that section
of the manual.

Configuration

There are a number of options within the configuration tab. It depends if you are using XTM Cloud or
XTM Suite which of these options are visible.

1. User details

2. My account

3. Data

4. settings

Items 2, is only visible if you are using XTM Cloud the Saa$S version of XTM.
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User details

This form allows you to update your basic details and includes fields for your photograph, email
address, your password, and the preferred interface language.

You can also set your availability for work. For example, you can set yourself to unavailable if you are
busy, sick or on holiday. Project Managers can see a user’s availability status which informs them
whether the user can accept work orders or not.

( I m Projects Customers Users Tasks Concordance TM Terminology

User details My account Data Setlings

Change password

0ld password
New password

Re-enter new password

Personal details

Title Mr v

First name Wojciech

Last name Administrator

Job title

Username Admin

Nickname Wojciech

Email witomaszewski@xtm-intl.com

TAUS email (Login) wtomaszewski@xtm-intl.com o

TAUS password

Administrator user details

The first time you log on you will be asked to set your time zone and the date and time format from the
pull-down list.

When TAUS is enabled in the system, users can specify their e-mail and password for connection with
the TAUS Dynamic Quality Framework (DQF). This dashboard enables project managers to track
translation productivity. To create your TAUS account, click the Subscribe button. To find out more about
the TAUS DQF go to https://www.taus.net/evaluate/about-quality-dashboard.

My Account

The My account tab has five sections which will appear depending on your type of account:

My Account - Renew subscription

The top section gives the details of your current XTM subscription. This includes your account type,
start and end date, number of users, your monthly word allowance and how many you have left to use
and whether you want to renew your account automatically each month. If the automatic renewal is
selected you will receive an email from XTM before your renewal date giving you the renewal details
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and also another email providing an invoice and confirmation once the renewal has taken place.

The lower section allows you to manually renew your subscription. You can select the new expiry
date, the type of account, the number of users, and the word allowance per month. XTM will then
calculate the cost for you in Pounds Sterling, Euros and US Dollars. Select your desired currency and
click the buy button. This will take you to the payment screen where you can enter your credit or debit
card details.

When you change your subscription any unused days of your existing subscription are credited back
to you and a new subscription created.

( ' m Projects Customers Users Tasks Concordance TM Terminology Xchange XTM Connect

User details My account Data Settings

Renew subscription Your current XTM subscription .

Ackitionsl sers Subscription type Paid
Account type Enterprise - 5 + users
Payments Subscription started 05-10-2018 12:30
Start date 05-10-2018 12:30
Bimadeads Expiry date 04-10-2019 23:59
Number of users 23(23 +0)
Words per month Unlimited

Automatically renew my
subscription when the
current one expires

T ©

Subscription Choose... r

Account type Enterprise - 5 + users ¥

Number of users 23 ¥

Words per month Unlimited v
Buy

My account tab — Renew subscription

My Account - Additional users

If you have an Enterprise account, then this section gives you the option to purchase additional users
for a short period of time. This is useful if you have an unexpected, large project requiring additional
resources. Enter the number of additional users you require and select the duration form the drop
down menu. The cost will be displayed in GBP, € and US$. Select your currency, click Buy and you
will be then able to enter your credit card details.
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange XTM Connect

Renew subscription
Additional users
Payments

Billing details

My account Data Settings

s ©

Number of additional users 5
Duration 1 week r
Price details: Total cost £63.00

VAT £12.60

TOTAL £75.60
Payment options: ® (7560 €80.72 £120.596

Buy

My account tab — Additional users

My Account - Payments

The payments tab displays a list of payments you have made to XTM International for your
subscription to XTM Cloud. You can download copy invoices from this screen by clicking on the
invoice icon in the last column.

( T m Projects

Customers Users Tasks Concordance TM Terminology Xchange XTM Connect

User details

Renew subscription
Additional users
Payments

Billing details

My account Data Settings

Search

Account type Choose... Y
Status Choose... v
Payment type Choose... v
Date
lnlmm[
R i
Renew sub(PON)  Enterprise Unlimited 11- U4 2016 2538.0  Accepted

Showing 0 to 0 of 0 entries
Show |20 ¥ | entries

- P

My account tab — Payments

My Account - Additional words

If you have a Freelance or Small Group account with a monthly word limit, this section allows you to
buy additional words for your current subscription.

My Account - Billing details

Your billing details will be completed automatically if you have signed up for XTM Cloud via the XTM
International website. If on the other had you wish to upgrade a trial account to a full paid account you
will need to complete this page before performing the upgrade.
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

e (

Additional users “ First name [ Wojciech |
p— “ Last name ‘ Tomaszewski |
Jobtitle \ |
Billing details Phone ‘+44 1753 480 479 |
* Email ‘wtumauewsld@:xtm-intl.cum |
Skype \ |
MEN \ |
D —
Client name ‘ Wojciech |
© Address 1 | Ponders |
Address 2 ‘HEdgEﬂE}' Lane |
* City ‘ Gerrards Cross |
* State / County ‘ Bucks |
* Postcode / ZIP |59 8sv |
 Country [ United Kingdom v
|

VAT number ‘

My account tab — Billing details
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Data

This section allows the administrator to customise XTM. Changes made here are used as the default
values when creating new customers. It is then possible to change the settings for individual
customers. See Project manager — Customer Editor.

Data - Setting language combinations

XTM comes with a full set of language combinations allowing project managers to choose any source
and target language when creating a project. However many users only work with a limited set of
source and target languages. In the language combinations section, you can reduce and customise
the available languages that you use. As an administrator you can set the language combinations for
the entire XTM system and then you or project managers can then set specific language combinations
for individual customers.

Customise tab
On the Customise tab there are three options for you to modify and use language combinations,

1. “System default language combinations”. This is the full set of unmodified language
combinations.

2. “System defaults with customised language combinations”. This is the full set of language
combinations in which you may have customised some parameters.

3. Customised language combinations only. This is only those language combinations that you
have customised.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Customise | FImport

Wodify and use:
Language Groups tem default language combinations
System defaults with customised language combinations
Estimates ® Cus omised language combinations only Add target language @

Delete selected rows @

Add source language ©

Subject matter factors Source language: | Spanish(Spain) v

L= Update selected rows Choose.. v | [Choose.. v | [cChoose.. ¥

- o e %ﬁ%ﬂmm
— English (UK) Per word Full

French (France) 1.0 10 1.0 Per word Full

Custom fields
German (Germany) 10 10 10

Per word Full

Ttalian 1.0 10 1.0 Per word Full

af [ |||
CEEEIRE]
LU NIV Y

Portuguese 1.0 10 1.0 Per word Full

Customising language combinations

When you have selected one of the customised options it is possible to add and delete source and
target languages.

To add a target language to an existing source language, firstly select the source language from the
drop-down list. Next click on the Add target language button and a new line will appear at the bottom
of the target language listing. Select a target language from the drop-down list and edit the factors if
required.
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Lal binati
e e Customise Import
Language Groups Modify and use:
System default language combinations
Estimates System defaults with customised language combinations
*® Customised language combinations only Add target language

Subject matter factors Delete selected rovis
Source language: | Spanish{Spain) v

Add source language

000

Messages

Update selected rows Choose... v | [choose... ¥ | [choose.. ¥ o

Delivery services =
- - ‘Minimum — -
O e T e T
1.0 1.0 1.0 - v v

Tags English (UK) Perword Full

Custom fields French (France) 10 10 o Per word = Full ¥
German (Germany) 1.0 1.0 1.0 Per word v Full v

Italian 1.0 1.0 10 Per word v Full v

AR R R

Portuguese 1.0 1.0 10 Per word v Full v

S

[ 1.0 ] 1.0 ] T 1.0 ] T ] [Perword v]| [Ful v]

0

Abkhazian
Afar
Afrikaans(South Africa) Save Cancel
Akan
Albanian
Amharic
Ancient Greek

Arabic
Arabic{Algeria)
Arabic(Bahrain)
Arabic(Chad)
Arabic(Egypt)
Arabic(Iraq) Copyright 2005 - 2016 XTM International Ltd. All Rights Reserved
Arabic(Jordan)

Arabic({Kuwait)

Arabic{Lebanon)

Arabic(Libya)

Arabic(Mauritania)
Arabic{Moracco) -

Adding a target language

To add a new source language and the corresponding target languages click on the Add source
language button and the following window will appear. You may select multiple source and target
languages and XTM will create all the possible language combinations.

Abkhazian - e
Afar I
Afrikaans(South Africa) B
Albanian
Amharic
Select source languages Ancient Greek

Arabic e
Armenian
Armenian(Eastern)

Armenian(VWestern)
Ao a

Abkhazian - -
Afar 3

Afrikaans(South Africa) b

Albanian

Amharic
Select target languages Ancient Greek

Arabic @
Armenian
Armenian(Eastern)

Armenian(VWestern)
A mnmann

Add Cancel

Adding source languages with their respective target languages

To delete language combinations, select the row to delete by checking the box in the left hand column
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and then click the delete selected rows button.

The lower section on this page enables you to edit the factors used for creating estimates for each
language combination. In this location customising the factors sets the default values for the entire
system. The factors can be customised for each customer as well — See Editing Customers on page
102.

You can change:
e Price factor — The base price is multiplied by the price factor so if it is 1 (the default) the price
doesn't change, if it's greater than 1 the price is increased and if it's lower than 1 then the
price is decreased.

¢ Duration factor - Similar to the price factor but this changes the duration of the translation
process and has an impact on the delivery date.

e The minimum charge factor -The customer "minimum charge" is multiplied by "minimum
charge factor" to increase the minimum charge (>1), decrease (<1) or just leave as it is (=1).

¢ The minimum text count (either words or characters) The default value can be overwritten
by specifying any value >= 0 in that parameter. -1 means that the default should be taken.

e Pricing method If you charge by character count rather than word count then set this here.
Use the character count for languages such as Japanese and Chinese.

¢ Availability There are three available alternatives:
o Full — This language combination is available to customers and PMs
o PM only — Only project managers can create projects with this language combination.
o Unavailable - You do not offer this language combination.

e Auto quoting This field allows you to distinguish between commonly used language
combinations that your agency can start translating immediately (auto quoted) and language
combinations where you need to contact linguists first and you cannot predict the price or the
delivery time (non-auto quoted).

]
. This column displays how the language combination has been defined. A yellow star
indicates that the combination has been defined for the entire system and no star means that
the system is using default settings.

Changing the factor in each cell determines how the automatic quotation is produced. The last column
“Auto quotation” determines whether the customer can receive the quotation automatically from the
system or whether they are directed to speak to a project manager.

Import tab

On the import tab you have the facility to upload an XML file with the required language combinations.
You may download example files by clicking on the green button. You can use these files as they are,
or alternatively use them as templates and modify them according to your requirements. Additionally
there is an example of a template is shown in Appendix 2 at the end of this manual. When the files
are ready upload them to XTM by browsing to the file and clicking the import button.

If you click the “Remove existing combinations” check box, the existing language combinations will be
cleared and the new ones created. If the check box is not clicked then any new language
combinations will be added to the existing ones.
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Data - Language Groups

Language groups are used to facilitate the creation and maintenance of linguist rate cards. A group of
languages such FIGS can all be given the same rate per word. Thus instead of having to maintain
multiple rate cards you only need to manage one.

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations + FIGs ¥
TR ERT Show unassigned items enly
English{UK) French{France)
Estimates Portuguese German{Germany)
Ttalian
Spanish({Spain)
Subject matter factors Spanish{Spain)
Messages
Delivery services
Tags
Custom fields 0
Save

Copyright 2005 - 2016 XTM International Ltd. All Rights Reserved

Creating a language group

To create a group click on the + icon and move the desired languages to the right hand box. Then
click Save.
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Data - Estimates

Proposal factors

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Proposal factors | | Portal options | | Promo codes | | Exchangerates | | PO Settings | Cost settings
Language Groups
Basics (]

Estimates Hame
Subject matter factors Base cast per page

Base cost per word 0.1000
Messages

Base cost per character 0.0100

Delivery semices
Base pages per day

1] Base words per day 1500
Custom fields Base characters per day 15000

Minimum word count

Minimum character count

g
=
H

Minimum charge 150.00
Minimum charge on discount =l
Calculate estimates by page (]
Currency Euro (EUR)

Calculation method Multiplication

Work schedule

i

= [= [
E
]
g
I
2
(4

Rounding peint

Paying VAT

®

Project management fee

Project discount days factor

Project discount price factor

Name
Price per copy factor

il
-
85

Price per copy

. ©

Name Price rate Duration factor
Need it sooner? [150 | [os0 ]
e —
Name Price rate Text per day factor
Hen translatable [0.10 | [o0 ]
ICE [0.00 | [oao ]
Leveraged [030 | [o30 ]
DB Fuzzy Match (95%-99%) [0.70 | [oso |
DB Fuzzy Match (85%-94%) [0.80 | o7 |
DB Fuzzy Match (75%-84%) [0.30 | [os0 |
Repetition [0.50 | [oz0 ]
Fuzzy repeat (95%-99%) [0.70 | [oso |
Fuzzy repeat (85%-04%) (080 | [o70 |
Fuzzy repeat (75%-84%) (090 | [oso |
MTs [100 | [ro0 ]
T ——
Name Price rate Duration factor
TP [1.00 | 100 ]
Correction 1 [100 | [roo ]
Correction 2 [100 | [roo ]
Correction 3 [100 | [roo ]
Review 1 [100 | [ro0 ]
Review 2 [100 | [ro0 ]
Review 3 [100 | [ro0 ]
T . ©
Name Price rate Duration factor Price per file Duration per file
Certification [100 | [roo ] [000 | [o.00 |
Notarisation [100 | [roo ] [000 | [o.00 |
Apostiling [oo | [Loo | oo | [oon ]
Update

Copyright 2005 - 2016 XTM International Ltd. All Rights Reserved

Setting the default estimate factors for XTM
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Using this tab you can set the default factors that are used to automatically calculate the cost and
duration estimates for customers. The factors are:

Base cost per page

Base cost per word

Base cost per character

Base words per day

Base characters per day

Minimum word count

Minimum character count

Minimum charge

Minimum charge on discount

Use estimates per page

Currency

Calculation method

Work Schedule

Paying VAT

e Project discount days factor

e Project discount price factor

e Factors for the number of copies

e Speed factors — Discounts. There are three levels which become progressively slower and
cheaper

e Speed factors — Premiums. There are three levels which become progressively faster and
more expensive.

e Metrics factors for all the different types of matching.

e Price and duration factors for additional steps in the workflow

e Actual price or factors for document authentication

It is also possible to set estimate factors or actual prices for the number of copies, speed of delivery,
metrics, workflow and document authentication. For more information about the estimate factors
please see Estimates under Project Editor

Portal options

If you have purchased XTM Portal then it is possible to display a number of options for the customer
to select. Checking the boxes on this page displays the option in XTM Portal. The cost for these
services are set on the proposal factors page.

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Proposal factors Portal options Promo codes Exchange rates PO Settings Cost settings
Language Groups

Additional services (]
Estimates Option Include

Subject matter factors Certification

Notarisation
Messages

Apostilling
Delivery services :

Delivery service
Tags Number of copies

Custom fields
Update

Setting the options for XTM Portal
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Promo codes

If you have XTM Portal activated on your system then you will see this screen. It allows you to set a
promotional code to give your customers a discount on defined language pairs.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Proposal factors Portal options Promo codes Exchange rates PO Settings Cost settings

Language Groups Add promotional code o

Estimates Delete selected rows °

i o Discount| Source language group / Target language group /
Subject matter factors %] Language code Language code

Fies 10.0 FIGS v FIGS M
Messages
¥
Delivery services
U Save Cancel

Custom fields

Creating a promotion code for XTM Portal

Exchange rates

The supplier’s rates cards can be in any currency and so it is necessary to set the exchange rates that
XTM will use to calculate costs in your billing currency. Firstly enter your billing currency and then add
the desired exchange rates for suppliers you use.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Proposal factors Portal options Promo codes Exchange rates PO Settings Cost settings
Language Groups —
System billing currency British Pound (GEP) v
Estimates Financial year start date 23-Jun
Subject matter factors Save
Messages
Add exchange rate Q
Delivery services Delete selected exchange rates °
o ot crd e T R
Custom fields 1 Euro (EUR) - 0.50000 British Pound (GBP)
Save Cancel

Setting the currency exchange rates for use within XTM

PO Settings

Each purchase order created is given a sequential PO number. The PO settings tab allows you to
format and set the purchase order number that is automatically generated for all POs. You can give
the purchase order number a prefix and set the start number. The current PO number is displayed

below the two fields.

Page 28



XTM User Manual — Administrators

( I m Projects Customers Users Tasks Concordance TM Terminology

User details My account Data Seftings
Language combinations Proposal factors Portal options Promo codes Exchange rates PO settings Cost settings
Language groups
. O

Estimates PO number prefix
Subject matter factors PO start number 1

PO current number 13
Messages

e — ¢

ST File format ® por O exceL

Costs breakdown No breakdown v
Tags

Include rates
Custom fields Calculation method ®) Substraction Addition

Custom fields Please select options

Comment Cd

Enter a comment...
v
Font size v
Footer o

Enter a footer...

Font size wnv
Send PO to linguist
Send PO to me

Configuration > Data Estimates > PO settings screen

Purchase Order. The PO start number field lets you count purchase orders from the number of your
last issued purchase order number when it is different from current PO number. PO number prefixes
can be used to adjust translation purchase order numbers to your organisation needs.

Default PO. The default PO section options specify the appearance and layout of default purchase
orders generated from XTM. Purchase orders can be generated as PDF or Excel files with a cost
breakdown into language or languages and workflow steps. It is possible to list vendor rates in the PO
when including a breakdown into Languages and workflow steps.

Costs can be calculated in the PO by summing up rates multiplied by the number of words in the
specific match category or by subtracting them from the total value of the PO.

Custom fields, a comment and a footer can be included in the PO. The comment and footer font size
can be adjusted. Also, there are options to choose whether POs should be sent to the linguist and the
purchase order creator.

Cost Settings

XTM has an option to allow you to set whether or not a step in the workflow is chargeable. This can be
useful if the customer has pre-purchased a certain level of service. Then if this level of service is
exceeded then the step may become chargeable. The cost settings tab allows you to switch this
feature on and off and also decide if it should be accessible by linguists or only project managers. You
can also select the default cost type used for calculating estimates, such as metrics, current metrics,
statistics source or statistics target.
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Proposal factors Portal options Promo codes Exchange rates PO Settings Cost settings
Language Groups
i ————————————————

EihEe Show Chargeable checkbox td

in Workflow Editor
Subject matter factors Show Chargeable checkbox

on the Tasks screen
Messages Default cost type Metrics v
Delivery services Automation of continuous projects (7]
- Save history of project Project is reanalyzed

e metrics, statistics, tracked Pre-processing is finiched

time and costs when =
e Source file with name existing in project is uploaded
Generate costs for project ‘When generated costs are not modified v
istory
Use zeros for missing rates

Use zeros for missing time

Dummy linguist Rowford Henry (HenryRow) v
Override assignments for the entire workflow A
Save

Enabling or disabling the chargeable check box

When it is checked a Chargeable box appears in the workflow editor which by default is checked.

Workflow editor x
=] 2 o 2 =]
translate T correct ¥ review he E'?
R 3
Approve TM v i
Chargeable d d rd
LaA Mo b No ¥ No v
Date due 20-11-2016 12:00 24-11-2016 12:00 28-11-2016 12:00
Pepulate linguist from template | No templates available v

The chargeable check box appears in the Workflow editor

For a linguist the chargeable box appears as an additional editable column on the Tasks tab.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Planned Active Closed

m Progress: 62 / 1696

Project Customer File Source Target Datedue .  Step Step type Role Segments Chargeable Words Progress
= Diesel Diesel engine - English German 03-11-2016  Translate1 Translation  Translator  All: 1-50 v 1302 Li]
Copy.docx (uK) (Germany) 12:00

The chargeable check box appears as an editable column on the Tasks screen

Automation of continuous projects
This section provides the settings for automatically generating cost estimates for continuous projects. A
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continuous project is a project where the source files are updated with newer versions, in order not to create
multiple projects with the same, constantly evolving files.

Source files can be replaced multiple times in a single continuous project. Taking that into account, choose
when the history of project metrics, statistics, tracked time and costs should be saved for continuous
projects. Then, select the condition when cost estimates are generated for the project history.

Automation of continuous projects e
Save history of project Project is reanalyzed

metrics, statistics, tracked Pre-processing is finished

time and costs when Source file with name existing in project is uploaded

Generate costs for project Always r
history
Use zeros for missing rates When costs are not manually generated
When generated costs are not modified

o When no costs are generated
Dummy linguist CIUUSE...

Use zeros for missing time

Override assignments for the entire workflow T

Save

The options to generate costs for project history

You can set whether you want to use zeros for missing rates or times when linguists do not have rate cards
or time tracking is not set up. There is also an option to choose a “dummy linguist” whose rate card settings
can be used for automatic cost estimation, either for the entire workflow or only where no linguist is currently
assigned.

Data - Subject matter factors

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations

Add subject matter [+]

Language Groups Delete selected subject matters o

Subject matter factors Aerospace Aerospace [ Aviatio ¥ 1.0 1.0
Agriculture Food Services | Agri ¥ 1.0 1.0

Messages
Arts and Culture Humanities / Arts | ¥ 1.0 1.0

Delivery services Automotive Automotive v 10 10

Tags Broadcasting, Printing & Publishing Business Services ¥ 1.0 1.0
Building & Construction Construction / Real ¥ 1.0 1.0

Custom fields
Business & Commerce Business Services ¥ 10 10
Chemistry & Physics Chemicals v 10 1.0
Construction & Architecture Construction / Real ¥ 1.0 1.0
Consulting Business Services ¥ 1.0 1.0
Economics Financial Services ¥ 10 10
Education Education v 1.0 1.0
Electrical goods Consumer Goods / E ¥ 1.0 1.0
Engineering Engineering v 1.0 1.0
Environment Energy, Water & Uti ¥ 10 1.0
EU Public Sector / Mon- ¥ 1.0 1.0
Finance Financial Services ¥ 1.0 1.0
General Undefined Sector ¥ 10 10
Information Technology Cloud Services & Co ¥ 1.0 1.0
Law Legal Services v 1.0 1.0
Logistics & Transport Transportation / Log ¥ 1.0 1.0
Medical Healthcare / Medica ¥ 1.0 1.0
Military & Civil defence Public Sector / Mon- ¥ 1.0 1.0
Mining Undefined Sector ¥ 1.0 1.0
Music and Arts Humanities / Arts [ ¥ 10 1.0

Save Cancel

Setting the system default subject matter factors for XTM
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The subject matter factors tab allows you to add and delete items in the subject matter list which is
used when creating a project.

It is also possible to modify the price and duration factors for each subject matter. The default value is
1.0 for each item. If you increase the factor value to greater than 1 the estimated cost or duration will
be increased from the standard. Similarly if you decrease a factor value to less than 1 the estimate
values will be decreased.

Data - Messages

You can use this section to create a message to inform users about important issues. The message
will pop-up when the user logs on to XTM and as they move from page to page until they click the
check box to say do not show this message any more.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language Groups Actions for selected messages | Choose... ™ Execute

Estimates
Messages
Subject matter factors

Messages Important There is a maintenance scheduled for 12/12/2016. Administrators, Customer 18-12-2016  18-12-2016 08:00
The server can be down for the duration of the PMs, Linguists, Project 00:00
maintenance. We apologize for any Managers, Terminologists,

Delivery services inconvenience.. TM Experts

Showing 1to 1 of 1 entries
Tags

# | & Show[20 ¥ |entries
Custom fields

New message

The message management window

A message has the following properties.
o Atitle field
The body or message contents
A start date and time from when the message will be available
An end date and time when the message will expire
Alternatively the message can be set to expire when the server closes down
The type of user or role who will receive the message.

To add a new message click the new message button and the window below appears. Enter the
message details and click save.
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——— e ——————

Message details
Title Important
Content There is a maintenance scheduled for 12/12/2016. The

server can be down for the duration of the
maintenance. We apolegize for any inconvenience..

Starts 18-12-2016 00:00
Expires 18-12-2016 08:00
On server shutdown

Roles Administrators
Customer PMs
Linguists
Project Managers

e Terminologists
TM Experts

Display again for all
selected users

Update Cancel

Creating a new message

Data - Delivery services

If you have purchased XTM Portal then it is possible to define various methods for delivering the
target documents and their respective cost and duration.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations

Add delivery service Q
Language Groups Delete selected delivery services (g
i | B | Dclwery servoename | Descrpton | Duratons fdas] | pee [ [
Subject matter factors Fedex 1 5.00 [i ]
Royal mail 3 1.00 (i ]

Messages
Delivery services

Save Cancel
Tags

Custom fields

Defining the available Delivery services for XTM Portal

Data - Tags

Tags Overview
The Tags tab is used to create tag groups with the associated tags and also to set up TM and term
penalty profiles.

During project creation project managers can define which tag groups and tags are to be used in the
project, then any TM generated during the project will automatically contain the tags.

The TM or term penalty profile compares the TM or term in the XTM database that has been selected
for the project, to a defined set of criteria and then applies a penalty to the TM or term which meets
the criteria.
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Applying a TM penalty profile allows project managers the flexibility to control what TM is used for a
project and the priority each match is given when presented to the translator.

When using the term penalty profiles, the PM can choose whether any terms are highlighted in XTM
Editor and the recommended translation offered to the translator.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Tags TH penalty profiles Term penalty profiles

T S I S mtomer
|5] Hardware Laptops, PCs, Smartphones, Tablets All

Subject matter factors

bbb =] Trainers Basketball, Football, Running, Squash All
Messages

Delivery services

Tags

Custom fields

The listing of Tag Groups with their associated tags

Adding and editing tags

To add a new tag group and the associated tags click the Add button. In the pop up window enter the tag
group name and then enter the individual tags. Both the tag group and the tags can be available for all
customers or can be customer specific. If you unclick the All customers check box then you can choose
for which customers you want the tag group and tag to be available. Neither the tag group nor tag can
contain a space so XTM will automatically replace spaces with underscores.

Edit tag group

Tag group
Tag group * | Hardware All customers ¢
Tags
° Tag ™ | Laptops All customers (¥
° Tag* | PCs All customers |+
° Tag® | Smartphones All customers (¥
° Tag™ |Tablets All customers ¢
Tag
Save Close

Adding a new tag group with tags

Data - TM penalty profiles

A TM penalty profile enables you to select certain TM from the XTM database based on their tags and
tag groups and then penalise the match during the analysis of the source file.
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Users Tasks Concordance ™ Terminology Xchange

Help and information

Language combinations
Language Groups
Estimates

Subject matter factors
Messages

Delivery services

Tags

Custom fields

User Details

Tags

My account Data Settings

T penalty profiles Term penalty profiles

s
T T N
[5] Tablets Hardware must match tag category. []
[=| Incompatible tag groups he project tag groups L
|5 Non-existent tag groups he praject tag groups [ ]

The list of existing TM penalty profiles

To edit, delete or deactivate the TM penalty profile click on the menu icon in the first column of the

table.

To create a new TM penalty profile click on the Add button. Enter a penalty profile name and if desired
a description. Click the check box to make it active and then choose whether you want to sum the
penalties or only use the highest penalty value when a segment is affected by more than one penalty.
In addition, select whether you want to sort and display the matches so by the match type or priority.

Next create a rule by selecting a field, an operator, TM Tag Group, and a TM tag if available from a
drop down menu. The options available are as follows:

Field

All tags

None of the tags

Customer

Status

XLIFF:Doc Status

Target language

Match type is ICE
or leveraged

Tag

Any tag

Match type is
variant

Comparison

All the tags for a segment in the XTM TM database against the tags chosen
for this project

None of the tags for a segment in the XTM TM database against the tags
chosen for this project

The customer for a segment in the XTM TM database against the project
customer

The XTM status of a segment in the XTM TM database can be either
approved or not approved

The XLIFF doc status of a segment in the XTM TM database can be
Rejected, New, Translated, Proofed, Validated

The target language for a segment in the XTM TM database against the
target language chosen for this project

The match is either an In-Context Exact match or a leveraged match.

One of the tags for a segment in the XTM TM database against the tags
chosen for this project

Any of the tags for a segment in the XTM TM database against the tags
chosen for this project

The match comes from a translation memory that is a different variant of the
target language specified in the project.
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Then to complete the rule enter the penalty which should apply when the criteria are met. Select the
priority in which the penalized matches will be displayed and whether an additional penalty action
should be applied. You can choose to

1)
2)
3)
4)

remove the match
specify a percentage penalty that should be applied to the match
downgrade an ICE match to a leveraged match

only set the priority and perform no other action

When you create penalty actions that affect the priority in which matches are displayed, remember to
compare it against the default priority of non-penalised matches. The default priority of non-penalised
matches should be higher than the priority of penalized matches.

If you want to favour translations that match the criteria specified in a penalty profile, you can lower
the default priority of non-penalised matches, increase the priority of the penalty profile and choose
not to do anything else as a penalty action.

Each penalty profile can have multiple rules with their corresponding action.

Profile name Tablets

Description Hardwiare must match tag category.

Status ¥ Active

Penalty Sum penalties

®' Select highest penalty

Matches order ® By match type
By priority

1 (high) ¥
——————————m———C—€y 7
e l__E-_m_ setprnty [t ¥

@ FMsegment  [Tag * | [ Fotball
@ 1F M segment Tag
@ 1FMsegment  [Tag
@ FMscoment  [Tag

1 TM segment

L S R R—
© it —— ————— T —
° 1f TM segment. Tag v |[is not v | Tablets
If TM segment. Choose... v

Default priority of non-penalised matches

%% Remove match

v
v |[Trainers * | squash v

Penalty %
v
v

v 5 v | [ Basketball
rainers asketbal Downgrade ICE to leveraged

Do nothing{only set priority)

HIEEIEIE

is ¥ || Trainers ¥ || Running

Choose...

¥ || Hardware
Remove match
® Penalty 10(%
Dovmgrade ICE to leveraged
Do nothing{only set priority)
& Add new nule

Adding or editing a TM penalty profile

If the penalty profiles contain rules with multiple lines, there is an "AND" between the lines of a rule. If
there are multiple rules in the profile, there is an "OR" between them.

Data - Term penalty profiles

In a similar way to the TM penalty profiles described above it is possible to apply a penalty to term
matches
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Tags TM penalty profiles Term penalty profiles
— -_m
15| Running

Subject matter factors

ubject matter factor [ Tablets e
Messages

Delivery services

Tags

Custom fields

The list of existing term penalty profiles

To create a new Term penalty profile, click on the Add button

Profile name Tablets
Description
Active L)

R — -~ S—
O . = S = S, '

® Remove term

@ rftermsegment  [Tag v |[is not v |[ Hardware  |[Tablets
If term segment | Choose... v
@ Add new rule
Save Close

Adding a new term penalty profile

Enter a penalty profile name and if desired a description. Click the check box to make it active.

Next select a tag group, operator and term tags. The only penalty available is to remove the term and
it will not be highlighted in XTM Editor.

Finally click Save

Data - Project custom fields

XTM allows you to create custom fields for projects that can be completed during project creation and
are available in the advanced search screen.

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations Project custom fields Terminology custom fields
m— -—zm_“-_m
l_] Approved by the supervisor Checkbox

Subject matter factors = Reference symbol Text field o
Messages
Delivery services

Tags

Custom fields
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The list of existing Project custom fields

Adding a new Project custom field
Click on the Add button and enter a field name

Choose one of the 6 different types of custom fields

Checkbox

Date

Drop down
Multiple selection
Number

Text

If you choose either Drop down or Multiple selection, then you will need to enter your list of values that
can be selected for that field.

“ Field name Reference symbel
“ Field type Text field
Active Ld
Obligatery
Save Cancel

Adding a new Project custom field

Set the custom field to Active, decide if you want it to be obligatory, and then click Save.

Data - Terminology custom fields

XTM allows you to create custom fields that display in the Terminology manager. The fields allow you
to add more information to a concept or term.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Language combinations

Project custom fields | | Terminology custom fields
Language Groups
e
T S T TS I
ot e Factc 5 Gender feminine, masculine, neuter, other grammaticalGender term Dropdovn (@
5] Geography geographicalUsage term Textfield (@
Messages
{5 My own terminology custom field Category A, Category B, Category C Custom field concept Dropdovn
I DO =) Partof Speech adjective, adverb, noun, other, partfSpeech term Dropdovmn (@
propertioun, verb
s 15 Temtype abbreviation, acromym, full form, phrase,  termType term Dropdovn @

short form, variant
Custom fields
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The list of existing Terminology custom fields

Adding a new Terminology custom field
Click on the Add button and enter a field name

Choose one of the 5 different types of custom fields

Dropdown
Hyperlink
Multiple selection
Number

Text

If you choose either Drop down or Multiple selection, then you will need to enter your list of values that

can be selected for that field.

Add custom field

* Field name

* Field typs Dropdown v
TEX name
Show in = concept term
Active v

Value

Save Cancel

Adding a new Terminology custom field

TBX name refers to the term property when it is exported to a TBX file.

The radio buttons concept or term enable you to define where the field should be displayed.

The active checkbox allows you to activate or deactivate this custom field.

Click Save when you have defined the custom field.
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Settings

Many of the setting in XTM can be configured at the system level and then adjusted as required at the
customer and project level.

Settings - System
General
The details displayed on the System - General tab are used to:

Set links in XTM to connect to your website home page

Set the application name in email messages

Enable the subcontracting feature

Switch on or off the XTM introduction page for all users

Switch on the ability to download and upload TIPP files

Use and register in XTM Xchange

Use TM and term tags

Upload your company logo to replace XTM on the login page and in the header of each page
in the top left hand corner. Your logo should be in a .png, .jpeg, .jpg, or .gif format and will be
automatically resized to 120 x 50 pixels

( I m Projects Customers Users Tasks Concordance TM Terminology Xchange

Help and information User Details My account Data Settings

System General Licences
e -
Email Home page URL www.xtm-intl.com
Application name mela2
Files .
Enable subcontracting
Payments Show intro page
Enable TIPP O
Portal
Enable XTM Xchange Registered in XTM Xchange
Projects Enable TM and term tags
* Enable XTM Messenger
Company Logo Browse...

Security

Translation
Save

Workflow

Settings — System — General tab

Licences
When working on tasks that you assign them, a subcontractor LSP may:

e Have purchased an XTM subscription and use their own licences.

e Have signed up for a free account and use your licences.

¢ Use a combination of their own licences and your licences.
In this tab you can determine how many of your licences a subcontractor LSP may use.
At the top of the screen you can reserve a number of licences for your own users.

In the table below there is a list of all your LSP subcontractors. You can specify that the LSP:

e Can use all your available licences
e Can use up to a stated number of licences
e Must use their own licences before using your licences

Page 40



XTM User Manual — Administrators

( I m Projects Customers Users Tasks Concordance TM Terminology Xchange

Help and information User Details My account Data Settings

System General Licences
Analysis Manager
. ©
Egal Save X licences for internal 2
users
Files
Allow these LSPs to use my licences for subcontracted work:
Payments i
oyt e 5 s v s
11 available licences
Portal Demo O 0 O
Avantpage test
Projects pag o o
Andy O 0 O
QA Grant O 1

Security
Translation Save

Workflow

Settings — System — Licences tab

Settings - Analysis manager

The analysis manager allows you to customise the way XTM processes different file types in different
languages. Modifying these rules is a highly technical task and should only be tackled by users with
Advanced XML skills and knowledge of SRX and ITS rules. There are two sections:

1) Segmentation, where you can view, edit and define new SRX rules

2) Content, where you can view, edit and define new ITS rules.

Both types of rules can be system wide or specific to a customer. You can download an existing rule,
modify it and then add a new rule based on this modified file.

Segmentation

The segmentation tab displays a list of segmentation rules called SRX rules. You can use the search
field at the top of the page to refine your search.

XTM supports three levels of SRX rules configuration.

1. The default configuration provided with XTM.
2. Acustomised set of rules for your particular instance of XTM (system default)
3. Acustomised set of rules for individual customers

You can use the search field at the top of the Segmentation page to find one or more rules or to refine
your search. You can edit, download or delete rules either by clicking on the menu icon in the left hand
column of the rules listing or simply clicking on the rule itself. Note however that only custom rules can
be edited or deleted.
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Projects  Customers  Users Tasks Concordance TM  Terminology  Xchange

Standard

Server settings — Analysis manager — segmentation

To add a custom SRX rules file click on the “Add rule” button and a window appears where you can
specify the rule name, customer and source language. You can then either upload a new or modified
SRX rules file or simply check the paragraph segmentation only box. Finally click the create button.

* Hame Paragraph segmentation

* Customer Alpha A
* Source language English({UK) A
= Select SRX rules file Choose file | No file chosen

* paragraph Segmentation Only |+

Create Cancel

Server settings — Analysis manager — Adding a new segmentation rule.

Content

The content section lists the ITS rules in the system. ITS rules are used to allow you to determine which
part of the source file should be translated. XTM is provided with ITS rules for all the file formats
supported by the system, however sometimes the translation process may require a specific
configuration.

You can use the search field at the top of the Content page to find one or more rules or to refine your
search. You can edit, download or delete rules either by clicking on the menu icon in the left hand
column of the rules listing or simply clicking on the rule itself. Note however that only custom rules can
be edited or deleted.

During file analysis in XTM, the extract module decides which ITS rule to apply by checking in order:

1. The file extension
2. If a known file extension is not found, then XTM assumes the file is an XML file
3. The root element name

XTM supports three levels of ITS rules configuration.

4. The default configuration provided with XTM.
5. Acustomised set of rules for your particular instance of XTM (system default)
6. A customised set of rules for individual customers
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Based on these 3 levels the rules are applied in the following order.

1. Initially XTM checks to see if there is an appropriate rule in the customer’s configuration file.
2. If there is no rule for the customer’s configuration XTM searches in the system’s configuration.
3. If there is no rule for the system, XTM searches in the default configuration.

4. |If there is no default configuration the system will automatically generate rules for a given file.

With each rule it is possible to define whether or not to use the HTML parser and whether or not to
maintain white spaces in the file.

If the source file includes HTML and this can be an XML, Word, Excel or properties file, then you can
use the HTML parser to extract translatable text from the HTML. Otherwise all the HTML will be taken
for translation. If you want to embed HTML in XML, please remember to either wrap the HTML in a
CDATA section or escape the HTML tags so as not to conflict with the XML tags.

If you want to maintain the white spaces and tabs exactly as in the source file, set this option to yes. If
it is not, XTM will reduce any multiple white spaces that are together, to one space. Additionally, tabs
will also be replaced to a single space.

An example of an ITS rule is shown in Appendix 5 of this manual

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

System Segmentation Content

Analysis Manager Customer Name | Choose... hd
Name
Email
Source language | Choose... i

External integrations Paragraph Segmentation Only [ Choose... v

= Type [ Choase... v
Files
Search
Projects
QA "
s e
I T el
Translation {5 All Customers ar default Arabic Standard
All Customers ca default Catalan (Spain) Standard
Gl =
Workflov "
] All Customers zh default Chinese standard
All Customers s default Czech Standard
E
All Customers da default Danish Standard
=]
[5] Al Customers nl default Dutch Standard
All Customers en default English Standard
=]
All Customers fi default Finnish Standard
=]
{5 Al Customers fr default French (France) Standard

Server settings — Analysis manager — content

Settings - Email

The e-mail settings allow you to configure an e-mail account to send e-mails from the system. By
default, the XTM account is used. Unless you particularly want to change account we suggest that you
leave the default settings.
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( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

ystem T ————

Host xtm-intl.com

Analysis M;
nalysis Manager Port

Email Authentication ¥
User noreply@xtnr-intl.com

External integrations
Passwiord

Files Re-enter new passviord
TS

Projects
Wail subject prefix [XTM Cloud]

QA Default email sent from name XTM Cloud
Security Default email sent from address noreply@xtm-intl.com

Workflow email sent from name % Default
Translation First name last name
Username

Workflow Workflow email sent from address ® pefault

User's email
Attach contact footer |

Send copies of all emails to Administrator
Save

Server settings — Email tab
The email settings are:
1) Host - This is the address of the email server. The XTM server is set by default. It does not

require authentication because emails will be sent from XTM International’s internal server. If you
experience problems with spam messages, we recommend you set your own mail server.

2) Port — This is the port number to use during connections with the email server.

3) Authentication - If this option is checked then messages are sent from the email address (user,
password will be checked). If not checked then messages are sent from the specified mail server
without authentication.

4) User - This is the name of the email account which is used to send messages.

5) Password and re-enter new password - These fields allow you to change the password for the
specified email account.

6) TLS - If this option is checked then the TLS protocol is used with SMTP host communication.

Points 7 - 10 describe the email formatting:

7) Mail subject prefix - Text entered here will prefix all email subjects. This may be useful to set up
email filters.

8) Default email sent from — name — The sender’s name will be displayed in the "From" field in the
email as the email account name.

9) Default email sent from — address — The sender’s email address that will be displayed in the
"From" field in the email as the email account address.

10) Workflow emails sent from name — Select one of the 3 options. The default value entered above,
the users first name and last name or the users Username

11) Workflow emails sent from address — Select one of the options. The default value entered above
or the users email address.

12) Attach contact footer - If checked then footer will be attached to the email. The footer contains the
information that message was automatically generated, can be ignored and website URL to see
for more details.

13) Send copies of all emails to Administrator — check this box to activate.

14) Send workflow emails to linguists even when the project is not started — notify linguists that they
have been assigned to or unassigned from a project that has not been started.

15) Use due date of one workflow step as a start date of the next — specify due dates for workflow
steps to indicate when next workflow steps will begin.
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16) Sort tasks in linguist emails by — choose whether tasks should be sorted by file names or the task
status in emails to linguists.

17) Show all assigned tasks in linguist email (not only changed) — activate this option to send
notification emails to linguists that include all their assigned tasks.

18) Do not list unchanged jobs in linguist emails when project consists of more than — use this option
to hide unchanged jobs from the list when the number of jobs to show in emails to linguists
exceeds the number selected from the dropdown list.

19) Show all jobs in PM email (not only changed) — activate this option to send notification emails to
project managers that include all project tasks in their management.

20) Do not list unchanged jobs in pm emails when project consists of more than — use this option to
hide unchanged jobs from the list when the number of jobs to show in emails to project managers
exceeds the number selected from the dropdown list.

21) Do not use PM natifications for limited PMs — activate this option to reduce the number of
notification emails sent limited project managers.

22) Group tasks in emails to PMs by — choose whether tasks should be grouped by file names or
languages in emails to project managers.

Customising emails

Company or application name
It is possible to replace the application name displayed in e-mail notifications (by default this is “XTM”)

with the name of your company or your application, in Configuration tab > Settings > System:
Application name

Specification of XTM Cloud e-mail notifications

E-mail notifications are constructed using html and contain two kinds of variable:

e Localization variables in uppercase: these are populated with text in the same language as
the user interface. The remaining text of the e-mails can be changed directly in the template
but the message is then not localized when users change their language preferences. In order
to have a localized version of the customized text you need to prepare additional localization
files for each language.

o Data variables in lowercase: these variables contain data such as projects names, file names,
the list of files.

Customization of XTM e-mails performed by XTM Support

User interface

The XTM Support team can carry out advanced customization of XTM e-mails. They are customized by
updating e-mail template files (html files with variables):

e XTM International can provide you with XTM Cloud e-mail notification templates.

e XTM International can upload your customized e-mail notification templates to the server.

Variables

E-mails can include the following additional variables:
1. Variables that display in the user interface and do not require calculation:

e Project type: id, name, customer name, status, minimum/maximum workflow status,
creator, pm, information about MT, payment status, confirmation status, final estimate
prices, create date, due date, finished date, if subcontracted, number of translation files,
number of reference material files, number of words, analysis/editor properties such as
use not approved memory, not editable ICE matches, target length restrictions

o Usertype: id, username, role, address details, personal details, last login date, last logout
date, preferred language, time zone, currency, mother tongue

o Tasks: grouped by type
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2. \Variables that require calculation, analysis or complex queries can also be implemented but
require more time to prepare

None of the variable types is obligatory to use. You can decide to use only localization variables, only
data variables, both of them or none.

Localization and changing of variable name

It is possible to change the name of the variables displayed within one language or to localize them
into multiple languages.

Contact XTM support with a list of changes and/or translations which are organized as follows:

¢ Achange within one language:
English:
<text id="PROJECT_DETAILS">Project details</text>

English:
<text id="PROJECT_DETAILS">Project information</text>

e Localization:
English:
<text id="PROJECT_DETAILS">Project details</text>

Polish:
<text id="PROJECT_DETAILS">Szczegoty projektu</text>

Localization of customized e-mail notification text

Localized e-mail notification template files can be manually placed in a directory structure of languages,
such as English, German etc. Then, XTM Cloud will use the localized e-mail notification template files
that match the user’s interface language preferences.

E-mail notification subject line

XTM International support can customize subject lines of e-mail notifications in your localization files.
Subject lines can include variables, such as a project name, full language names, language codes etc.

XTM visibility
If there is no word “XTM” in the e-mail notification text, the phrase “Powered by XTM” will be added
automatically.
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Dear Admin

Your company or application name has finished analysing the files below:

Project details:

Project Your project
Due date

Source language Spanish (Spain)
Target language  English (UK)

File name Target language Analysis
The source text.txt English {UK) Successful

This message was automatically generated by Your company or application name.

Please ignore this message, if you are not the intended recipient.

For more information on Your company or application name, please refer to: www.YourHomePage.com

Powered by XTM

Powered by XTM added to an e-mail notification

Settings - Files

The files section allows you to set file download and upload options.

File upload

In this section you can enter your custom message to display when target files have been manually
uploaded.

File download
1) Check Zip files to Zip any files before downloading.

2) Use add or update language codes in target file names to download files into target language
folders with language codes in the file names.

File generation
The file generation section allows you to:

1) Choose which files should be included in the download “All files” option. You have the option of
including empty, non-analysable and not-supported files.

2) Enable the generation of pseudo translation. This option allows you to download a file where all
the text that has been extract for translation is replaced by an underscore. This allows you to see
quickly if all the text has been extracted correctly, without actually doing any translation.

3)
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

o i upload ®

Message after manually uploading target The target has been manually uploaded. If you generate a new target, it
Analysis Manager vl be used a5 the preferred target file, p
Email File download (
External integrations Zip files v

Add or update language codes in target file names )
Files

Filc gencration (]

Projects

"l iles" download should include Empty [ Non-analysable [ ] Not-supported
QA Enable generating pseudo translation v

Security
Translation Save

Workflove

Server settings — Files tab

Settings — LQA

LQA
Overview

The LQA feature in XTM is a translation quality scoring system that is based on the Multidimensional
Quality Metrics (MQM) model which has been designed as part of the QT Launchpad project. For
more information about MQM see http://www.qt21.eu/launchpad/. The resultant system as
implemented in XTM is

o Flexible — A scoring system that balances sophistication and simplicity

e Fair — When possible the cause of the problem can be identified

e Suitable for all translation methods — This includes MT

e Comparable: Results of different test can be compared

e Based on standards: MQM makes extensive use of ISO/TS 11669 as the basis for its

dimensions
e Granular — Supports varying degrees of granularity

MQM provides a catalogue of over 120 issue types with definitions and examples. The hierarchy
diagram of this issues is shown in Appendix 7.

In Configuration > Settings > QA > LQA you can select the full list of issues or any subset of them. You
can also set the weight for each item and severity multiplier for minor, major and critical items.
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( l m Projects Customers Users Tasks Concordance ™ Terminology

Help and information User Details My account Data Settings

System Qachecks | | LQA | LOATAUSDQF
Analysis Manager

Severity: Neutral 0| Minor 1| Major 5 | Critical 9
Email

External integrations Add Show inactive | ) Show hierarchy for translators 9
T N
| =) ¥ Accuracy
priects (5] @) Addition

Files

QA (=] ¥ Mistransiation
(=] ) omission
Security
=] @ Untranslated
Translation =) ¥ Fluency
Workflow 121 W) Grammar
|| ¥ Grammatical register
| =] @ Inconsistency
(=] ) Spelling
=] @ Typography
=] @ unintelligible
=] ! Locale convention
5@ style
5] @ Terminology
|5 ¥ verity
(5] @ completeness

151 ¥ Legal requirements

151 @ Locale specific content

Save

Configuring Issues for LQA

To change the name of the issue select details from the context menu. XTM will always retain the MQM
name for reference.

You can also decide whether the issues are displayed in XTM Editor and the report as a flat list or
arranged in a hierarchy.

LQA TAUS DQF

The LQA TAUS DQF error categories are based on the TAUS DQF quality settings When a connection
with TAUS DQF is enabled for a project, the LQA TAUS DQF error severity matrix is used instead of the
standard LQA error severity matrix.

( l m Projects Customers Users Tasks Concordance ™ Terminology

Help and information User Details Iy account Data Settings

System QA chedks LQA LQA TAUS DQF

Analysis Manager

Severity: Neutral 0 | Minor 1 | Major 5 | Critical 9
Email
External integrations Show inactive | Show hierarchy for translators 9
e WS-
151 @) Accuracy 1
Projects [ =¥ addition
o [ =] ¥ 1mproper exact match
[ =] ¥l Mistranslation
Security
(5] ¥ omission
Translation =] ¥ Over translation
Workflow [ =] ¥ Undertranslation

[=] @) Untranslated
=] @ Design

(5] @) Length

[=] @) Local formatting

5] @) Markup

[5] @) Missing text

|=] ¥ Truncation/text expansion

Configuring Issues for LQA TAUS DQF
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LQA Steps

There is a default LQA step available for use in the workflow. Additionally, the LQA can be made available
in any step in the workflow by checking a box in the workflow editor.

Waorkflow editor x
] 2 Q -] o
translate A correct v review v :J
L v
Approve TM rd
Calculate costs based on 7 i i
manual time
LOA No ¥ No v Yes, save resultin usern ¥
Date due 07-11-2016 12:30:00 PI- — 07-11-2016 01:00:00 PF = 03-11-2016 12:00:00 Pl
Populate linguist from template  No templates available v
Close

Workflow editor with LQA set for the correct step
LQA in XTM Editor

When LQA has been activated in a step, an LQA section appears underneath each segment in XTM
Editor. The user performing the LQA can then easily select the error and choose a severity. The issue is
then logged in the system and shows at the top of the LQA section, as a mouse over against the triangle
in the status column and also in the LQA report.

h (also known as a or C1 engine) is an internal combustion engine in which ignition of the fuel that has been Eine Kleine Effizienzverlust vermieden wird auch im Vergleich 2u Zweitakt nicht direkt Kraftstoff bei A | 1 |
inected ntothe Comibustion chmber 1 niated b the o temperature Ahich a Gas achieves when Sreaty compressed (aiaboti compression) ‘Ventiliberschneidung nicht vorhanden ist und so geht kein Kraftstoff direkt von der Aufnahme / Einspritzung in den Ahgas
LoA: &
LOA 1z Accuracy => Addition Accuracy => Mistranslation 1
Acauraty b addition

b distranslation 1

Omission

Untranslated

»

i den wird auch im Ve
e - ABroied e e eriing e afhanden st oo st i oSt 67 <h s sor mufaent | eyt don A A

Performing LQA in XTM Editor
LQA reports

The LQA reports can be downloaded from the context menu download item in Project listing or the
reports item in the context menu on the files tab of the Project Editor.
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A B c D E F G H

1 Severity multipliers

2 |Minor 1 LQA report 18-06-2014 17:20

3 |Major 5]

4 |Critical 9

2

6 |Project Dell laptops 7 Word count 491 Total 6%

7 Target text issues

8 Issue type Weight Issue counts Penalty Target subscore
9 Minor Major Critical Raw Adj

10 [TOTAL 1 0 4 1 29 29 6%
11 |Completeness 1 0 2 0 10 10 2%
12 |Fluency 1 0 1 0 1%
13 |Grammar 1 0 1 0 5 5 1%
14 |Locale violation 1 0 0 1 9 9 2%
15

16 |Language English (UK) Word count 491 Total 6%

17 Target text issues

18 Issue type Weight Issue counts Penalty Target subscore
19 Minor Major Critical Raw Adj

20 | TOTAL 1 0 4 1 29 29 8%
21 Completeness 1 0 2 0 10 10 2%
22 |Fluency 1 0 1 o 5 5 1%
23 | Grammar 1 0 1 0 5 5 1%
24 |Locale violation 1 0 0 1 9 9 2%
25

LQA report for non-hierarchical issues
A B C D E F G H

1 Severity multipliers

2 |Minor 1 LQAreport 18-06-2014 17:23

3 Major 5

4 |Critical 9

5

6 Project Dell laptops 1 Word count 491 Total 5%

7 Target text issues

8 Issue type Weight Issue counts Penalty Target subscore
9 Minor Major Critical Raw Adj

10 |[TOTAL 1 1 3 1 25 25 5%
11 |Accuracy 1 1 3 0 16 16 3%
12| General 1 0 1 0 5 5 1%
13| Mistranslation 1 0 2 0 10 10 2%
14 Terminology 1 0 2 0 10 10 2%
15 General 1 0 2 0 10 10 2%
16 | Omission 1 1 0 0 1 1 0%
17| General 1 1 0 0 1 1 0%
18 |Fluency 1 0 0 1 9 9 2%
19 | Mechanical 1 0 0 1 9 9 2%
20| Spelling 1 0 0 1 9 9 2%
2 General 1 0 0 1 9 9 2%
22
23 |1 English (UK) Word count 491 Total 5%
24 Target text issues
25 Issue type Weight Issue counts Penalty Target subscore
26 Minor Iajor Critical Raw Adj
27 | TOTAL 1 1 3 1 2 25 5%
28 |Accuracy 1 1 3 0 16 16 3%
29| General 1 0 1 0 5 5 1%
30| Mistranslation 1 0 2 0 10 10 2%
kil Terminology 1 0 2 0 10 10 2%
32 General 1 0 2 0 10 10 2%
33| Omission 1 1 0 0 1 1 0%
34 General 1 1 0 0 1 1 0%
35 |Fluency 1 0 0 1 9 9 2%
36 | Mechanical 1 0 0 1 9 9 2%
37| Spelling 1 0 0 1 9 9 2%
38 General 1 0 0 1 9 9 2%
39

LQA report for hierarchical issues

The Penalty score P is calculated according to this formula:
P = (IssueSminor X Minor multiplier + IssueSmajor X Major multiplier + 1ssueSciicai % Critical multiplier)

The Adjusted Penalty score A P is calculated according to this formula:
AP =P x Issue Type Weight

The Total score TS is calculated according to this formula:
TS = AP x100 / Word count

If a hierarchical view is used, then the report will show the number of issues against the lowest level and
all items in the tree or if entered against a higher level then it will be shown against a “general” item.
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Settings - Projects

Project views

If projects have many files it is often easier to manage them in groups rather than individually. XTM
has a feature that allows you to group the files together easily. When the number of files exceeds a
defined limit then the grouping tab automatically appears in the Project Editor. This limit is set by an
administrator in Configuration -> Settings -> Projects

L ©
Show Grouping when project has more than X files 10

Show Language view when single language project has | 100
more than X files

Configuration — Settings — Projects — Project views

Additionally, if you have a single language project with many files you can also manage the project at
a language level rather than at a file level. The number of files in a project when this is visible is set in
a similar way.

If you would like to manage the translation of non-analysable files in XTM then click the check box.
This will allow you to set a special workflow for such files and allocate resources to the tasks.

Project types

In this section you can enable alternative translations and anonymization, and choose the
segmentation method for projects with alternative translations.

R — @

Permit Default setting
Alternative translations L
Alternative translations segmentation Standard segmentation ¥

Use Anonymization

Configuration — Settings — Projects — Project types

Alternative translations. This option is often used for transcreation projects and when activated
changes the layout of XTM Editor to allow the translator to enter alternative translations and back
translations.

To activate alternative translations, check the boxes and enter the default number of alternatives. The
settings entered here for the system can be modified for the customer and specific projects.

When this option is active, XTM displays each source segment the specified number of times in XTM
Editor. There is a recommended translation followed by the set number of alternative translations, all
of which can be completed by the translator. Each alternative translation has a field to enter a back
translation. Additionally, the Alternative translation report can be generated and downloaded from
Project Editor, Files tab, Previews. This gives an Excel file containing all the translations, back
translations and comments on one sheet.

The comments section can be used as a place to enter the rationale for each translation. A reviewer
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may choose the desired alternative translation and copy it from the alternative to recommended
translation. Only the recommended translation will be used to generate the target document.

Alternative translations segmentation. If the alternative translations option has been set, you can
choose whether to segment the source text in paragraphs or using the standard segmentation rules
for your system. The segmentation method will apply to all customers and projects when processing
projects with alternative translations.

Anonymization. The anonymization feature identifies confidential personal data such as names,
proper names, dates, addresses, telephone numbers, email addresses, URLs as well as any numeric
values and replaces them with a placeholder. When the text goes for either manual translation, or
machine translation, there is no risk that confidential information will be leaked. When the localization
is complete, and the target document is recomposed, the confidential data is automatically reinserted
into the text. This feature is currently available for English, French, German, Italian, Swedish, Danish,
Dutch, Spanish, and Portuguese source texts.

Read the release notes to discover all of the features included in the XTM v9.7 release!

Click the links below to join the exciting webinars about the new features in ¥TM v3.7 delivered by our international training expert Mikotaj Lauer on 8{1}th “
{1} of August, 4:00 PM CEST and 124{2}th{2} of August, 10:00 AM CEST time:

Two segments without anonymization

Read the release notes to discover all of the features included in the {1} {2} release!

Click the links below to join the exciting webinars about the new features in {3} {4} delivered by our international training expert {5} on {1}th{1} of “
{6}, {7} and {2}th{2} of {8}, {9} AM CEST time:

The same segments with anonymization

To activate anonymization in the system, check the box. By default, this will enable anonymization for
all customers. You can disable anonymization for a specific customer, on the customer’s Settings tab.

In addition to the standard anonymization functionality, you can manually select the text for
anonymization in Word source files by applying a custom style. The name of the style has to begin
with “anon” so that it can be recognized by the anonymization mechanism.

To create a new style in Word, expand the list of styles, and click Create a Style.

maBbCcDe AaBbcecde AaBbCe Aasbcer AaB

TMNormal  TMo Spac.. Headingl Heading 2 Title
AaBbCcDc

T List Para...

A4 Create a Style

29  Clear Formatting

4, Apply Styles...

Creating a new style in Word

Enter “anon” as the name of the style or a name that begins with “anon”. From the Style based on
dropdown, select (no style). Save it, and apply to the text that you want to anonymize.
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Create New Style from Formatting ? *
Properties

Hame: anon

Style type: Linked (paragraph and character) o

Style based on:

T Mormal

Style for following paragraph: 1 Mormal

Formatting % gg::;

P 1 Mo Spacing

Calibri (Body) el 11 | 2 Heading 1

T3 Heading 2
= T4 Heading 3
T3 Heading 4
T4 Heading 5
T4 Heading 6
T3 Heading 7
We have released a new ver| E :::g::g g
translation integration: Amal 1a Title
for ¥XTM Connect — Change C) 13 Subtitle 7

Left-to-right, Style: Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery |:| Automatically update
@ Only in this document o Mew documents based on this template

Format = Cancel

Setting up the anonymization style in Word

Joining files in sets
This section provides the configuration for joining files during project creation.

File join settings. Defines whether the file joining options are disabled, displayed in the simple or
extended form. When file joining is enabled for a project, languages cannot be updated in the project.

Default value. This option sets the file joining option as activated or deactivated by default during
project creation.

Join files by. When the extended interface is selected for the settings, it is possible to join files by:

o Extension: all files with the same extension are merged and displayed in the project as one.

¢ DITA Map level: files matching a specified DITA map level will be merged and displayed in the
project as one. Files are joined only within a given substructure of the specified level which
means there can be multiple resultant files of the same level. The number of resultant files
matches the number of parallel substructures of the specified level. XTM recognizes the depth
of DITA map structures based on <topichead> and <topicref> tags. Their presence is required
for the DITA Map level files joining to work. The resultant files names inherit the structure
name and names of files joined together.

Example 1

DITA map level 0 — all files will be merged into one

DITA map level 1 — files within each substructure of level 1 will be merged into one.

DITA map level 2 — files within each substructure of level 2 will be merged into one but files of
substructure level 1 will not be merged.

DITA map level 3 — files within each substructure of level 3 will be merged into one but files of
substructure levels 2 and 1 will not be merged.

Example 2
<topichead navtitle="b">
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<topichead navtitle="a">
<topicref type="topic" id="a" href="topic/section/9.dita">
<topicref navtitle="test section" type="topic" id="a" href="topic/section/10.dita">
<topicref type="topic" id="4" href="topic/section/11.dita"/>
<topicref type="topic" id="4" href="topic/section/12.dita"/>
</topicref>
<topicref type="topic" id="a" href="topic/section/13.dita"/>
</topicref>
</topichead>
<topicref type="topic" id="a" href="topic/section/14.dita"/>
</topichead>

DITA Map level 0: one resultant file is generated from all files uploaded for translation

DITA Map level 1: one resultant file is generated from all files within group “b”

DITA Map level 2: all files from topichead “a” are merged into one file, file 14.dita remains separate
DITA Map level 3: all files from topcicref “a” are merged into one file, file 14.dita remains separate
DITA Map level 4: all files from topcicref “a” are merged into one file, files 13.dita and 14.dita remain
separate

Monitor Customer Activity

This section is useful to monitor inactivity of regular customers. To configure this feature:

Select the time at which XTM will monitor inactivity.

Enter the time in hours that the customer should be inactive before you are alerted.

Enter the PMs who should receive the alert email.

Choose whether you want to monitor all customers or only selected customers. If this box is
not checked then you need to go to the Customers tab, open the desired customer record,
select the Settings tab and check the monitor inactivity box.

Due dates

This section allows you to manage the project due dates and the alert emails that are sent. An
explanation of the fields is as follows:

Field Description

Allows you to set the default number of days from the current day
that XTM will use to calculate the due date. You will be able to
edit this default value during project creation if necessary.

Default due dates to X days
ahead

Allows you to set the default time when the project is due. This
value is added to the number of days that you have entered

Default the due time to above. You have two options:

1) The time defaults to the current time plus a number of hours.
2) A specific time in the day.

Enables you to select who you want to receive emails that alert

Send due dates email to them to projects either approaching or past their due date.

Allows you to set when you want the emails to be sent out. This

Send due dates emails at can be done multiple times during the day.

Include projects that are due Enables you to set which projects you want to include in the
to expire in the next X days email depending on how soon they will expire.

Time tracking

This section gives you the option to control who can record the time taken on each step and how it is
recorded.
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¢ Enable manual time tracking for — Choose who can record the time spent working in XTM
Editor

e Automatic time tracking — Check this box to track time automatically

e Enable rush job — Check this box to enable the use of rush job premiums

o Warn linguists if time not entered — If the time field is blank when finishing a task, display a
window to enter a value

Integration with the TAUS DQF

You can configure XTM to connect with the TAUS DQF (Dynamic Quality Framework) to track
translation productivity and quality. When a user creates a project in XTM that is configured to send
data to TAUS, a new master project is created in the TAUS Quality Dashboard. During translation
XTM sends translation units to TAUS. The units consist of the source, target and the edited translation
text after the segment is confirmed by the user in XTM Editor.

Firstly, create an account with TAUS at www.taus.net. You can subscribe to the TAUS DQF straight
from XTM. You can find the links under:

e Configuration > User Details

e Users > User editor > General

If you enabled TAUS before creating a TAUS account, you can access the data collected since then.

Configuration of TAUS account in XTM
e Users can have their own TAUS accounts set up by Project Managers or Administrators on
Edit User > General.
e Users can provide their individual TAUS account details in the User Details tab.

Settings - QA

QA profiles

The QA tab includes quality assurance settings that run automatically on the target text in XTM Editor.
QA settings are arranged in QA profiles that you can select during project creation. By default, there is
Global QA Profile applied to all projects, customers and languages.

You can create your own QA profiles when you need different settings for customers or different
scenarios. Also, you can have different settings for languages of your choice in a single QA profile.

( I m Projects Customers Users Tasks Concordance ™ Terminology

User details My account Data Settings
System System default Global QA Profile v Add QA profile
Analysis Manager
Email Name Customer Description Creator Time created ~

Marketing Alpha Admin 01-03-2018 12:29:58
PM

External integrations
Files

= Global QA Profile All customers [System defauli] 07-01-2018 09:10:50
LQA AM
Payments
Showing 1 to 2 of 2 entries Show |20 ¥ |entries 1
Portal -
Projects
QA
Security
Translation

Workflow
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Configuration > Settings > QA screen

Language specific QA settings

To specify language specific settings:

Choose target languages on a profile’s popup,
Go to the Language specific tab that just appeared next to the Global tab in the Edit QA profile

1.
2.

3.
4,
5.

window.

Choose a language from the dropdown.
Select the settings that will apply for the language.

Save.

XTM Editor will respect language specific QA configurations for selected languages. Global QA
settings will be used for languages without a language specific setup.

Choose language German v (1]
Numbers
D Missing or incarrectly farmatted number
Numbers inside words
Extra number in target text
Punctuation
Missing space after punctuation marks
Multiple punctuation marks in a sentence
Multiple spaces in a sentence
Spaces before punctuation marks
D Mo spaces before punctuation marks reguired for French (Switzerland)
Spaces around inlines
Spaces around double byte characters
Trailing tabs or spaces at the beginning or end of a sentence
Uneven number of opening and closing brackets
Language
Check non-translatable text in curly brackets -
Close
Language specific settings in QA profiles
QA options

Edit QA profile

Global Language specific

In QA profiles you can select the following checks:
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Numbers

e  Missing or incorrectly formatted number
. Numbers inside words

. Extra number in target text

Punctuation

Missing space after punctuation marks

Multiple punctuation marks in a sentence

Multiple spaces in a sentence

Spaces before punctuation marks

No spaces before punctuation marks required for French (Switzerland)
Spaces around inlines

Spaces around double byte characters

Trailing tabs or spaces at the beginning or end of a sentence

Uneven number of opening and closing brackets

Language

e  Check non-translatable text in curly brackets
e  Forbidden characters

. Identical source and target

Repeated words

Spelling errors

Terminology

. Forbidden terms used

. Rejected terms used

e  Translation of a term not found

e Translation of term does not exist in terminology

Settings - Security

XTM is an extremely secure environment. XTM Cloud uses an SSL certificate to ensure secure
communications via HTTPS and we recommend the same for all XTM Suite installations as this not
only improves security, but ensures compatibility when connecting different instances of XTM for
subcontracting.

There are options that allow you to configure the security features in XTM to your own needs.
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<T m Projects Customers Users Tasks Concordance ™ Terminology

Help and information User details My account Data Settings
—
System e ————————————————
allow API authentication for new users 4
Analysis Manager
Email
Allowed log on attempts 0
External integrations Disable account after non-use (days) 0
Files Computer activation (7]
= Computer activation level All users
All users except customer project managers
— Only project managers
® None
Port
e ——————————————
Projects Allow users to change their password «
Password duration (days) 0
Qa
Check against previous passwords 0
Security Minimum password length (characters) 1
e Use brute force dictionary
Force password change on first login
Workflow Password strangth ® Simple
Medium
Strong
e e ——— !
Allow segment comments to be updated by Alusers @ creatoronly ) Only in current step
Display details of user locking segment for Allusers @ pMs only Mo one
Display user details in comments for Allusers  ® pMs only No one
Display user details in segment filters for Allusers @ pMs only No one
Display user details in terms for Allusers  ® PMs only No one
Display user details in TM matches for All users @) PMs only Mo one
Information to display about users ® Usemame User ID First and last name Initials
2-Factor Authentication (7]
2-Step Verification <
Save

Configuration —Settings — Security tab

The security settings tab allows you to control the log on functionality in a corporate environment.

Feature Description

Allowed log on attempts If the user makes the number of invalid logon attempts specified,
then their account will be locked and they will not be able to access
the system. In order to unlock the account, the administrator needs
to go to the Users tab and select unlock account form the menu
icon in the left hand column of the users listing.

Disable account after non-use If the user does not log into their account during the period of days
specified, then the account will be locked. The account will then
need to be unlocked by the administrator as described above.

Computer activation level This setting specifies who will need to go through the PC activation
process on first log in. The process involves generating an
automatic email with a link to download a cookie.

Password duration This field specifies the number of days that user passwords will be
valid. After this period the user will have to change their password.

Check against previous passwords This specifies the number of previous passwords that cannot be
used as the current password.

Minimum password length. This specifies the number of characters required in the password
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Use brute force dictionary This dictionary defines the words that cannot be used as or in a
password. By default the following words and components are
excluded:

User’s first or last name
Administrator
Reviewer
User

Admin

Test

Super

qwe

1111

111
Password
Translator
XTM

Guest

Sys

Pass

Force password change at firstlogin  Check the box to enforce this measure

Password strength There are 3 levels of password strength which define the mixture of
characters in the password. Characters are split into 4 groups:

Upper-case letters,
Lower-case letters,
Numbers
Non-alphanumeric symbols.

The password strength is thus:

. Must use characters from at least 1
e Simple group
e Medium Must use characters from at least 2
of the groups.
e  Stron Must use characters from at least 3
9 of the groups.

Privacy

This section can be used to define who can update segment comments and also hide the names or
details of other users of the system.

The list describes the various places that user information is displayed in XTM Editor. The areas are:

Segment comments

Additional information about the TM match
Additional information about terms

Who is locking a segment

Segment filters

For each area there are three options:

e Everyone can see the user information
¢ Only project managers can see the information
¢ No one can see the information.

Information to display about users: This option allows you to decide what information should be
visible. The options are Username, User ID, First name and last name, or initials.
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2-Factor Authentication

2-Step Verification

2-step verification is an optional login method to provide increased security. It changes the log in
process so that you need your password and also a code that can be sent to your mobile phone via
text, voice call or mobile app. More information about Google 2-Step Verifications is available here:
https://www.google.com/landing/2step/.

Configuring 2-step verification on your account

First, enable 2-step verification on the Configuration > Settings > Security. Log out from XTM. Try to
log back into XTM. You will see the Setting up 2-Step Verification for your XTM account screen. Follow
the on-screen instructions.

Setting up 2-Step Verification for your XTM account

1. Go to the App Store for iOS or the Play Store for Android and install the Google Authenticator app (or an
alternative authentication app) on your mobile phone.

2. Run the Authenticator app.

Touch BEGIN SETUP (i0S) or BEGIN (Android).

w

4. You can either scan the barcode using the built-in camera or enter the code manually. if you enter the code
manually, also enter the email address the code will be associated with.

PLAARSWMIXKQ52MZ

5. Enter the 6-digit response code shown on the app below

Logging in for the first time to XTM after enabling 2-step verification
You will be asked to install an authenticator app for your mobile device. Download the app, run it and
follow the in-app instructions to set it up. The app will display a verification code for you. Enter the
code into the verification field and click Submit. You will be logged in to XTM.

The next time you log in to XTM, the login form will include the verification code field for you to enter it
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together with the rest of the credentials.

Company name

User

Forgotten your password?
Problem with verification?

el PR TN
B
- TR R

Logging in to XTM when 2-step verification is enabled

Single Sign-On (SSO) using OAuth 2.0 or SAML 2.0

The single sign-on login method leverages a third-party authentication service to confirm the user’s
identity before they attempt to log in to the service they want to use. By authenticating users before
they access XTM, they are not asked for credentials when opening XTM.

SSO can be set up with a number of different providers using OAuth 2.0, e.g. Google or Facebook, or
SAML 2.0, e.g. Google or Ping Identity. The feature cannot be enabled in the user interface. In order
to activate it, please contact XTM Support.

Settings - Translation

1D based matching

If your source files are XML, YAML, properties files or Microsoft Excel and iterations of the same file
are processed, then XTM can be configured to use ID based matching. This type of matching is
particularly useful for translating software interface text or games, where context is not particularly
relevant. It will result in improved matching because matches that were a leveraged match can be
shown as an exact ID match.

ID based matching works for source documents that contain an ID next to the text. So in an XML file
the ID could be an attribute next to source text, another element or the ID can be composed from an
XML hierarchy such as package name and string key. For an Excel file the segment ID will be in a
separate column.

When the segment is stored in the TM, it is saved with the segment ID, so that when the document is
processed again, if XTM finds a 100% match and the IDs are the same, then this match is treated as
an ICE match. In this way XTM does not use the context of the string to determine an ICE match.

The configuration of XTM for ID based matching is a one-time process. XTM International can create
a configuration for ID based matching for a file type, customer and for XML files the root element
name. If you wish to use ID based matching, please send a sample file highlighting what IDs to use to
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support@xtm-intl.com.

Translation - TM

Help and information User details My account Data Settings
e ™ Workflow and access Metrics Machine translation Terminology Segment filters
Analysis Manager Matches - general 0
Permit Default setting

Email

Reverse memory matching d
External integrations Save TH segment history rd

Set matches with inline differences as fuzzy el
Files

Use not approved memory rl
LQA Match against all language variants v

| Arabic (¢ English [# French(#| German (¢ Italian (¢ Portuguese (¢ Spanish

Payments

TH language variant penalty profile T4 Penalty profile v
Portal Highlight segments populated with a language variant 7 @

match
Projects ) =

Wark segments as locked when Tl Choose... v
QA Matching of non-translatables ® Leave as non-translatables Watch against TM

Modify the axisting TH record if the project segment (¥ Source Inlines Context Tags
Security has the same
Translation 1CE matches ®

_ Populate target vith match Only if inlines are the same v

Workflow

Number of matches to display 1 v

Permit Default setting

Allow editing of ICE matched segments < v

Set ICE matches from not approved TM to done & ®) All steps First step only All except last step

Configuration — Settings — Translation — TM tab

Matches — general options
e Reverse memory matching. Checking this option will enable XTM to use a TM that is stored in
the reverse direction to the project. For example, if the project is English to French then XTM
will firstly match against this TM and then against the French to English TM. Reverse
translation memory matching only occurs where no match was found for the segment in the
standard TM.

In XTM the translation memory is stored as a source and target language pair in a database.
There is one table in the database for each target language, where all the segments for that
target language are stored, whatever the source language.

The process of reverse matching is:

o  First of all, XTM looks in the regular table for the project target language and seeks a
match for the source text.

o Ifany kind of match is found XTM uses it and does not look for a reverse match

o If no match is found, XTM tries to find a reverse match by looking in the TM table of the
project source language.

o If matches are found in this table XTM only returns matches for the correct language pair

Reverse matching will give you ICE, leverage and fuzzy matches. However, note that the
context of the match which is used for ICE matches is only saved in the TM at the end of the
workflow. So you will only get ICE matches from previous projects if they have finished.
Currently reverse matching is enabled or disabled for the whole system and so either used or
not used on all projects.

e Save TM segment history: If checked XTM will save all versions of the TM segment. The
history is visible in the TM manager by clicking on the i icon © next to the segment and then
the clock icon 2 in the pop up.

o Set matches with inline differences as fuzzy: If the only difference in the match is inline
elements then this option allows you to set the match as a 100%/ICE match or as a 99% fuzzy
match.
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Use not approved memory: Translation memory is created and stored immediately in XTM
when the translator changes the target text and moves to the next segment. Initially it is stored
as “not approved” but this is changed to “approved” when the job is completed. This option
allows you to choose whether you wish to use “approved” or “not approved” TM.

Match against all language variants. This item gives you the option to match using all
language variants. For example, when this option is checked if you are translating English to
Spanish (en-GB to sp-SP), XTM will firstly match against the English en-GB to Spanish sp-SP
TM and then check all the other variants of English such as en-US or en-AU and Spanish
such as sp-MX or sp-CL TM to find a match. When you check the permit box you have the
option to specify which languages you want to include. The options are Arabic, English,
French, German, ltalian, Portuguese and Spanish.

TM language variant penalty profile. You can specify which penalty profile to use for language
variant matches. The option will only work when the following conditions are met:

o The Match against all language variants option is enabled

o Atleast one TM penalty profile exists with the Match type is the variant option set in
the Field column under Configuration > Data > Tags > Penalty profiles

o Amatch is applied from a translation memory that is a different variant of the target
language

Highlight segments populated with a language variant match. When matching against all
language variants is enabled, the segment number field of language variant matches written
to target is displayed in orange.

4 XTM Project Manager

Segment highlight when populated with a language variant match

Mark segments as locked when. You can choose one of the options below to lock specific
types of segments:

o Match type is approved or not approved ICE and Leveraged. Segments populated
with either approved or not approved In-Context Exact matches and Leveraged
matches will be locked.

o Match type is approved ICE and Leveraged. Only segments populated with approved
In-Context Exact matches and Leveraged matches will be locked.

o Xliff:doc status >= Translated. Segments with Translated, Proofed and Validated
Xliff:doc statuses will be locked.

o Xliff:doc status >= Proofed. Segments with Proofed and Validated Xliff:doc statuses
will be locked.

o Xliff:doc status = Validated. Only segments with the Validated segment status will be
locked.

Matching of non-translatables. Non-translatables are segments that are numeric text, alpha
numeric text or contain only punctuation. This option allows you to decide whether to leave
the non-translatable text unchanged or to match it against the TM.

Modify the existing TM: By default XTM will create a new TM record if you modify the match
provided in any way. This option allows you to manage duplicate entries so that the existing
TM record is updated if the current segment has the same source text, the same inlines,
context or tags.

The following is an explanation of how XTM handles duplicate entries in the TM.
Imagine the situation where you translate one project and then create a second project using

the same file. In the second project you have the same source sentence in the same context,
but you translate it differently. By default a new TM entry is created and the data from the
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second project, such as tags, is included.

If however you do not touch the target and you just accept the segment, this forces a TM
update - this situation can occur if there are no green ICE matches because they were set to
orange for not approved memory. In this case XTM updates the date of the existing TM and
also consolidates tags by adding all new tags to the existing memory.

Consolidating tags can also happen if you import memory with different tags. Let's say the first
TM file has the tag “tag1” and the second “tag2”. After importing both files all similar segments
will have both tags.

In the Configuration section it is possible to determine what should happen if the translation
from the second project is different from the existing TM. We can control if a duplicate TM
entry is created or the old record is overwritten, thus having only one translation in the TM and
no duplicate for a given source and probably context.

The follow examples demonstrate how XTM handles duplicate TM entries:

Example 1

Our source file is:

First sentence.

Second {1}sentence{1}. (sentence is bold)
Third sentence.

The second sentence is translated into "Drugie {1}zdanie{1}" - the other translations are not
important.

The settings for TM duplicates is:

Modify existing TM if source, context and inlines are the same.

If we translate the second sentence differently in our second project it will overwrite our
existing translation.

Example 2
If we now modify the settings so that they are less strict.
Modify existing TM if source, inlines are the same.

Assume our source file is now:

Second {1}sentence{1}.

Third sentence.

So we removed the first sentence and created a third project using this file.

When making amendments in our newest project we will overwrite our one and only
translation changing the context of the TM. This can have serious repercussions because if
we create another project using the first file we will not get an ICE matches. So this option
should be used with care.

Example 3

Even with greater care should be taken when the inline restriction is lifted.
If we make a fourth project where the second sentence is no longer bold
Second sentence. (without bold style)

When we edit the ICE match we will make changes to our one and only database translation.
This is dangerous since the first file (with inlines) would have a lower match since the inlines
are missing.

Tags setting for duplicates.

In the situation when an old project contains all the same tags as the new project (or does not
have a tag group at all) the translation will be treated as duplicate.

Example 4
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First project has the tags TM_Status: Working.
Second project has the tags TM_Status: Working.

Those are obviously duplicates.

Example 5
First project has the tags TM_Status: Working, Golden.
Second project has the tags TM_Status: Working

Those are duplicates as well.

Example 6
First project has the tags TM_Status: Working
Second project has the tags TM_Status: Working, Golden

Those are NOT duplicates. New segments will be created when making changes in second
project

Example 7:
First project has the tags TM_Status: Working.
Second project has the tags TM_Status: Working; Year: 2014

If the tag group is not defined in the first project then it is ignored in the second project. Thus
in this case only TM Status: tags are used.

Exact tags option

There is a further option with tags that simplifies the above cases. It is called "Identical tags
only"

Modify the existing TM record if the praject Y| Source Inines Context || Tags (V] Only if exact tags )

If this option is checked the TM will only be updated if all tag groups and tags are exactly the
same in the first and second project.

Mark segments as locked when: Allows you to lock the segment in XTM Editor depending on
the match type, the match approval status and the XLIFF:doc status. There are 2 standard
options to select:

o When the match type is approved or not approved ICE and leveraged

o Match type is approved ICE and leveraged

There are 3 additional options if TIPP is switched on under Configuration -> Settings ->
System

o XLIFF:doc status is >= Translated

o XLIFF:doc status is >= Proofed

o XLIFF:doc status is >= Validated

When a segment is locked using this method it is greyed out and a key icon =0 appears in
the status column. In this state clicking on the target text does not make the cell active.
Clicking on the key allows the user to unlock the segment.

ICE match options

Populate target with match allows you to determine when the ICE match is automatically
inserted. There are three options:
o Always even if inlines are different
o Only if inlines are the same
o Never
Number of matches to display: Enter the number of matches to display in the box.
Allow editing of ICE matched segments: An In Context Exact (ICE) match should not need to
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be reviewed or edited, however if this is not the case this option may be switched on here.
e Set ICE matches from not approved TM to done, allows you to set for which steps in the
workflow, the status of segments with this kind of match, should be automatically set to done.

Leveraged match options

e Search only if there are no ICE matches: By default if there is an ICE XTM does not look for a
leveraged match. You can change this behaviour by checking the box.

e Show leveraged matches: there are five options that determine if the match is shown to the
translator:

o Yes

o Only if its approval status is higher that the ice of leveraged match

o Only if its XLIFF:doc status is higher than the ICE or leveraged match

o Onlyifits XTM and XLIFF:doc status is higher than the ICE or leveraged match
o No

o Populate target with match: there are three options that determine if the leveraged match is
automatically entered into the target:

o Always even if inlines are different
o Onlyifinlines are the same
o Never

e Number of matches to display: Enter the number of matches to display in the box.

e Save context of leveraged matches in TM when automatically set to done: If you check this
option, when a 100% leveraged match is automatically set to done, it will be saved with
context information. The result of this is that in future projects, you should get an increased
percentage of ICE matches.

e Set leveraged matches from approved TM to done: This option allows you to set for which
steps in the workflow, the status of segments with this kind of match, should be automatically
set to done. It is important to note that 100% leveraged matches with inline differences are not
marked as done and remain orange.

e Set leveraged matches from not approved TM to done: As above but this relates to TM that
has not been approved yet.

Fuzzy match options

e Search for fuzzy matches even if specific matches found: By default if there is an ICE or
leveraged match XTM does not look for a fuzzy match. You can change this behaviour by
checking the boxes — ICE or Leveraged in this option.

e Show: for each level of fuzzy match there are five options that determine if the match is shown
to the translator:

o Yes

o Only if its approval status is higher than the ICE or leveraged match

o Only if its XLIFF:doc status is higher than the ICE or leveraged match

o Onlyifits XTM and XLIFF:doc status is higher than the ICE or leveraged match
o No

e Populate target with: for each level of fuzzy match there are three options that determine if the

fuzzy match is automatically entered into the target:
o Always, fixing inline differences
o Only if inlines are the same
o Never

o Number of matches to display: Enter the number of matches to display in the box.

o If segment has one number, which is different, promote fuzzy match to leveraged & substitute
number: If the only difference between the segment and the TM is a number then XTM can be
set to insert the correct number upgrade the match to leveraged.

Repeats

o Allow hiding repeated segments: When this option is enabled, an option called Hide repeated
segments is available during project creation. The option can be used to only translate the
segment that contains the first occurrence, while the repeated segments are processed in the
background. The feature is activated when the percentage of repetitions in a file exceeds the
value set during project creation.
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Fuzzy repeat options

Search for fuzzy repeats even if specific matches found: By default, if there is an ICE or
leveraged match XTM does not look for a fuzzy repeat. You can change this behaviour by
checking the boxes — ICE and/or Leveraged in this option.
Show: decide whether to show fuzzy repeats for each match level.
Populate target with: for each level of fuzzy repeat there are three options that determine
whether XTM should automatically enter the fuzzy repeat into the target:

o Always, fixing inline differences

o Onlyifinlines are the same

o Never
Number of repeats to display: Enter the number of repeats to display to linguists in the box.

Segment status

Mark segments as done in subsequent steps when not changed by corrector. When this is
turned on, if corrector1 sets a segment to green without making a change, then all further
steps will be set as DONE. If the segment is not set to green or the target text is changed by
the corrector, then all further steps will be set as TO BE DONE.

Mark segments as done in subsequent steps when not changed by corrector: This option can
be used to reduce the work load of the linguist following a corrector, as they will only have to
check work on the segments that have been changed by the corrector.

Set non-translatables as done: This section firstly allows you to determine whether this option
appears in the interface and what the default value should be. If non-translatables are set as
done, then these segments will be automatically set to green and will not require attention
from the linguist. You then have three options:

1) Set all steps to done

2) The first step only

3) All steps except the last step.

Choose either 2 or 3 if you want to have a reviewer or corrector check all segments.

Translation — Workflow and access
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( l m Projects Customers Users Tasks Concordance TM Terminology

User details My account Data Settings
System ™ Workflow and access Metrics Machine translation Terminology Segment filkers
Analysis Manager Linguist metadata access .
Access to project description LSP only r
Email
Access to reference 1D No ¥
External integrations Access to custom fields Ne v
Files Linguist general options .
LQA Allow linguists to download #| Source #| Target «| PDF
¥ HTML ¥ TMX #| TIPP
— ripiid | XIiff - no target popull#| XTM Excel Editor
d ¥ Excel extended table [¢ Excel multilingual #| Alternative translation
¥| PDF review ¥ Undlean DOC
Portal o
Allow linguists to upload | Target TIPP o Xiff
o Excel | PDF review
Projects
Allow linguists to use Xbench r
QA Assign all group tasks to one linguist Only the selected task r
oo For a project, open XTM Editer for Al files @ Only assigned files
Linguist access to TM metadata & Concordance No access v
TR Prefer XTH Visual Editor if available v
Workflow Pre-processing: show original source in a column L
Show Customer name on LSP account No il
Terminology access level Without customer details v
TMX download options Translated segments plus all matches from entire file r
Linguist workflow options e
Finish or reject tasks in XTM Editor Finish or reject manually r
Message when linguist finishes any step
]
Message when linguist finishes last step
P
Check inconsistency when linguist finishes any step rd
g(:a;]:; for subcontracted projects are set in principal ¥l Fuzzy match used but not edited
v | Different translations for the same source text
#| The same translation for different source texts
#! tnvalid inline tags
I Incomplete segments
I spell & QA <
a

Configuration — Settings — Translation — Workflow and access tab

Linguist metadata access
You can specify whether linguists or LSPs can access project description, reference ID or custom
fields.

Linguist general options

e Allow linguists to download: This option can be used to allow or prevent users downloading
tasks, working offline and then uploading the completed file. This includes Source, Target,
PDF, HTML, TMX, TIPP, XLIFF, XTM Excel Editor, Excel extended table, Alternate
translations, PDF review and Unclean doc.

e Allow linguists to upload Offline files: As above

e Assign all group tasks to one linguist. This option provides control over how group tasks are
assigned to a linguist. There are four options for this item.

Only the selected task

Only the selected task in all possible steps
All available tasks in the selected step

All available tasks in all available steps

O O O O

e For a project, open XTM Editor for all files or only assigned files. Use this item to control
access to files when there are multiple translators working on the same target language.

e Linguist access to TM metadata & Concordance: The options here determine if linguists have
access to the concordance tab in the translator’s in-box. This tab allows the translator to
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search the TM for phrases and find concordance matches. If you do give linguists access to
this data, the options allow you to set how much potentially confidential data in concordance
and TM metadata is displayed to the user.

Show Customer name on LSP account. Specify whether LSPs can see your customer’s
name, nickname or none.

Terminology access level: use this option to choose whether translators can see customer
details in the terminology metadata.

TMX download options: There are 5 options:

Translated segments plus all matches from entire file
Translated segments assigned from entire file

Translated segments plus all matches assigned to the user
Translated segments assigned to the user

Translated segments modified by the user only

O O O O O

Linguist workflow options

Finish or reject tasks in XTM Editor: This feature gives the linguist the option of finishing or
rejecting the task from within XTM Editor by clicking on an icon, rather than doing it from the
Tasks tab. There are 4 options

Do not allow

Finish only

Finish or reject manually

Finish or reject automatically depending on segment status

o O O O

If you select the manual option depending on the workflow step you are in two arrows appear
in XTM Editor: Clicking on the red arrow icon @ rejects the task to the previous step in the

workflow, while the green arrows @ finishes the task and automatically moves it on to the
next step in the workflow.

If you select the automatic option depending on the segment status, then the arrow icons in

XTM Editor change to the following red/green icon 4. If you click on the icon and any of the
segments have a blue “To be rejected” status, then the task will be sent back to the previous
step in the workflow. Otherwise clicking the icon will move the task to the next step in the
workflow.

Message when linguist finishes any step: If you enter a message here then at the end of each
step the linguist will be asked to confirm before the task moves on.

Message when linguist finishes last step: If you enter a message here then at the end of the
last step in the workflow the linguist will be asked to confirm before finishing.

Check inconsistency when linguist finishes any step: This checks the translation for
inconsistencies and will display a custom message that the linguist needs to acknowledge
before finishing the task. If a task has been subcontracted then the behaviour of this option is
governed by the settings on main system, as the settings on the subcontractor’s system are
not taken into account. The checks that can be activated are:

Fuzzy match used but not edited

Different translations for the same source text

The same translation for different source texts

Invalid inline tags

Incomplete segments. The custom alert message is displayed when a task still has
red or orange segments

O O O O O

Text formatting
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Text formatting in the source and target documents is represented in XTM Editor by numbers in curly
brackets eg {1}. If you switch on text formatting in this section users will be able to add additional
formatting in the target text. When this feature is not active there has to be the same number of
numbers in curly brackets in the source and target texts. This feature is useful for example when
formatted words in the source are in one continuous string, but in the target language they are not
continuous. Note that the additional formatting is restricted to certain file formats.

When text formatting is enabled in XTM Configuration, a new text formatting section is displayed in
Customer settings. Customers can have individual text formatting settings.

Checking the System default check box means that the default settings for XTM will be on, for the file
formats shown in the box below.

The file formats for which you can use additional formatting are displayed below and you can edit the
selection.

The text formatting feature is available in the XTM Editor only for projects created after the text
formatting option has been enabled and for file formats specified either in the XTM configuration or
under a specific customer setting. It is important to remember that when text formatting is enabled for
a project it is not possible to generate any files or packages for offline translation, such as XLIFF files,
the Excel Editor spreadsheet or the TIPP package. To enable the generation and import of XLIFF
files for projects with text formatting, please contact XTM Support at support@xtm-intl.com.

Translation - Metrics

For character based languages when XTM calculates metrics the number of “words” is estimated by
dividing the number of characters by a factor. The result is then rounded up to the nearest integer to
give the number of words in the segment and the number of words in each segment is summed to
give the total word count in the document.

By default, the values are: Korean 3.3, Chinese (Traditional) 2.8, Japanese 3, Thai 6, Chinese (Hong
Kong) 2.8 and Chinese (Simplified) 2.8. If you wish you can change these factors here.

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

System TM | Workflow and access | | Metrics | Machine translation  Terminology | Segment filters

nalyis anages e ——
.

Characters | word
Email
28

External integrations 28

ce (Tracitional)
Files Chinese (Traditional) s

Japanese 3
2 Korean 33

Thai 5

Security
Translation

Workflow

Configuration — Settings — Translation — Metrics tab

Translation - Machine translation

This tab allows you to set up integrated machine translation engines with XTM so that selected
segments are sent to the MT engine and the MT matches are offered to the translator or placed ready
for post MT editing.

Check the MT engine that you plan to use and then enter the details in the fields that appear. See
below for a description of the engine.
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All segments without TM matches are sent for MT matching. You can also send segments that have
varying levels of TM matches. Check the boxes of the type of match you want to send.

You also have the option to populate the target segment with the MT match taking into account inline
elements and decide whether to set MT matches to done.

( l m Projects Customers Users Tasks Concordance ™ Terminology

User details My account Data Settings
System ™ Workflow and access Metrics Machine translation Terminology Segment filters
Analysis Manager PE—— .
Email I = = . t
Iy Googe omniscien auysie
External integrations Translate technologies Janguage technlogy:

les Microsoft*

: Translator AWS . razon Transise

Payments 6 CROSSLANG AMPLEXQR

Portal - .

lingo24C? Oueliner = ozorwen
ove your anguogh by

KantanMT com
E 9 SYS;I' R:A N
eyand language

Security

Ay
way

3 Select the MT system you want to activate.
Translation

o Do not search for an MT match when ane of the ) ICE ¥| 95-99% fuzzy #| 95-99% fuzzy repetition
Workflom selected matches exists W Leveraged ¥ 85-94% fuzzy ¥ 85-94% fuzzy repetition
| Repetition ¥| 75-B4%: fuzzy | 75-84% fuzzy repetition

Populate target with match Never v

Set MT matches te done Never v

Configuration — Settings — Translation — Machine translation tab

Google Machine translation: By default, Google machine translation is switched off. This is to
ensure the security and confidentiality of your data. While your data is kept on the XTM server it is
secure, however when it goes out to be processed by Google Machine translation, XTM International
cannot guarantee its confidentiality. We recommend that you only switch this option on if you are not
working on confidential information.

Texts can be sent for Google machine translation after the project analysis, when working in the XTM
Editor or both.

The Google Translate API v2 is a paid service that is not covered by your XTM subscription, therefore
if you decide to use this option, you need to create an API key and have a paid account with Google.

To do this:
e (o to https://code.google.com/apis/console
e Sign in using your Google account details
o (o to https://console.developers.google.com/iam-admin/projects to create a project if you do

not have any

Go to https://console.developers.google.com/apis/api/translate.googleapis.com/overview and
click ENABLE

Go to https://console.developers.google.com/apis/credentials and click the Create credentials
button, select API key

Click Restrict key, under Key restriction select HTTP referrers (websites), paste
https://www.xtm-cloud.com/* into the input field and click the Save button

Go to https://console.developers.google.com/billing to fill in your billing details

Copy the key into the key field in XTM

The cost for using Google machine translation is published here
http://code.google.com/apis/language/translate/v2/pricing.html. The character count used by Google is
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based on the source language and includes spaces.

1)
3
4
I~
I
1
o

= Google xtm-int
API APIManager Credentials

- )
<> yashboard ) -
- Dashboa Credentials OAuth consent screen Domain verification

m Library
) arary .
Create credentials ~

O~ Credentials

APl key tion for details.
Identifies your project _@; a simple AP key to check quota and access
OAuth client ID

Service account key ) date ~ Restriction

2017 Referrer

Help me choose 2017 Nane

- oo 2017 Ne

Credentials — Create credentials — API key

Omniscien Language Studio: https://omniscien.com/ XTM has been integrated directly with the
Language Studio translation and training platform using the Language Studio API. Before setting up
XTM to work with Language Studio, you firstly need to create an account with Omniscien. Then using
the information provided from Omniscien complete the fields in this configuration section. You can
then set within each customer record whether you wish to use Language Studio or when creating a
new project, you have the opportunity to switch on Language Studio and change the default settings
for the Language Studio project and Domain.

The integration works in the following way: When you create a new project, XTM analyses the source
file and matches the segments with your TM. XTM then sends the XLIFF to Language studio for
matching of any unmatched segments. This may take some time so that project creation will take
longer than is normally the case. Once complete, Language Studio sends the matched XLIFF back to
XTM and the file is ready for translation in XTM Editor.

Tauyou: tauyou <language technology> provides domain-specific machine translation solutions for
LSPs. With the private Translation Memories (TMs) for each client, and additional public domain data,
tauyou creates a dedicated system for every customer, including translation glossaries and forbidden
word lists. tauyou has experience in 30+ languages (and their combinations).

For more information, and to set up an account please send an email to info@tauyou.com.

SmartMATE

Provided by Capita TI. You can find more details here: https://www.smartmate.co/

Microsoft translator

Microsoft Translator delivers automatic translation (Machine Translation) of a text into a specified
language. It is a state-of-the-art statistical machine translation system translating between any of the
supported languages, and powering millions of translations every day. You can find more details here:
https://www.microsoft.com/en-us/translator/default.aspx.

There are different levels of access to Microsoft Translator.

1. Use Collaborative Translation Framework
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If Use Collaborative Translation Framework is checked you can use Microsoft Translator for free
and no Client ID or Client secret is required. Using XTM’s credentials, XTM Editor sends un-
matched or fuzzy matched source segments for translation. These matches are then displayed
for the translator to use and edit as required. After translation the target segment of these
Microsoft Translator matched segments is returned to Microsoft and is available for use by other
Microsoft Translator users.

If you choose not to use the Collaborative Translation Framework then you must obtain an
access token to use the Microsoft Translator API. This token provides a secure access to the
Microsoft Translator and to associate your requests to the Microsoft Translator service with your
account on Azure Marketplace. This level of use is still a general domain but your translations are
not sent back to Microsoft or made publicly available.

Microsoft provides methods to obtain access tokens safely, repeatedly, and easily. To obtain an
access token, perform the following steps:

e Subscribe to the Microsoft Translator APl on Azure Marketplace

o Register your application Azure DataMarket

Subscribe to the Microsoft Translator APl using Microsoft Azure

Basic subscriptions, up to 2 million characters a month, are free. Translating more than 2 million
characters per month requires a payment. You can find more details here:
https://azure.microsoft.com/en-us/services/cognitive-services/translator-text-api/

Microsoft Translator HUB

Microsoft Translator HUB creates a private memory for a specific key. This memory is not public
and is not published on line. You can train this memory with domain specific TMs.

Microsoft hub allows you to create a custom MT engine by using your own TMs. Built on
Windows Azure, Microsoft Translator Hub is an extension of the Microsoft Translator platform and
service. You can find more details here:
https://hub.microsofttranslator.com/Signin?returnURL=%2FHome%2F Index.

Amazon Translate
The machine translation engine details are available here: https://aws.amazon.com/translate/.

KantanMT

Default setting: This is the default setting whether KantanMT should be used for new customers
and for new projects.

APl URL: This is the endpoint of the KantanMT server. The default value is:
http://www.kantanmt.com/api.

Token: This is the password to KantanMT's API and should be provided by KantanMT. This value
is passed to the KantanMT server during translation and it is not sent to translators.

It is important to note that the MT translation process can take some time and so the analysis process
will take longer than normal when using KantanMT.

CrossLang
The machine translation engine details are available here: http://www.crosslang.com/en/machine-
translation/services

Amplexor
The machine translation engine details are available here: https://www.amplexor.com/en/our-
solutions/globalcontent-language-solutions/translation-management-technology/machine-

translation.html
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Lingo24
The machine translation engine details are available here: http://www.lingo24.com/services/machine-
translation/

Oneliner
The machine translation engine details are available here: hitp://oneliner.be/index.html

Lionbridge GeoFluent
The machine translation engine details are available here: https://www.lionbridge.com/en-gb/geofluent

SYSTRAN Pure Neural™
The machine translation engine details are available here:
http://www.systransoft.com/systran/translation-technology/pure-neural-machine-translation/

Translation - Terminology

In the Configuration > Settings > Translation > Terminology screen you can select basic terminology
options for all users.

Terminology options
¢ Highlight all term variants. This option determines whether only the term stored in XTM is
highlighted or if stemming should be used to highlight all variants of the term in XTM Editor.

¢ Run Terminology extraction: When checked XTM will extract a list of candidate terms as an
additional step in the file analysis. The candidate terms are produced as an Excel
spreadsheet which can be downloaded from the Download option of the Context menu in the
Project listing.

e Use approved terms only: Check this option to use only terms with the Approved status.

e Disable term decoration: Check this option to let all users choose during project creation
whether terms found in the source language should be highlighted in XTM Editor. When
checked it will still be possible to select a word and use the context menu to add it to the
terminology.

o Decorate terms without translations: Uncheck this feature to stop decorating terms without
translation for the respective language. When the feature is enabled, terms are decorated in
all languages even when there is no translation for them in a specific language.

Terminology engines
XTM has a very comprehensive built in terminology module that is described in the XTM Terminology
chapter.
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( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

N TM | Workflowandaccess | | Metrics  Machine translation | Terminology | | Segment filters

anayls Manage T ———

Permit Default setting

Email

Highlight all term variants ]
External integrations Run Terminology extraction

Use approved terms only
Files

Disable term decoration
Projects Decorate terms without translations <
Qa Terminology engines (J
T Use terminology TermWeb v

client login name
Translation

AP Key
Workflow AL

Templates

Synchronise

Configuration — Settings — Translation — Terminology tab

XTM can also be fully integrated with TermWeb from Interverbum Technology. When this is activated
all the functionality of the XTM Terminology module will be replaced by TermWeb. To set up TermWeb
within XTM you need a separate TermWeb account and then you need to enter company name,
username, password and link. Please contact Interverbum Technology for further details about a
TermWeb account. www.interverbumtech.com.

Translation - Segment filters
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( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

S TM | Workflow and access Metrics Machine translation | Terminology | Segment filters
Analysis Manager Add filter profile
Email T m———

Comments

Exte | int: tions
ik Comments added by a speific user

Files Comments added in a specific date range

Comments added in the last X days

Projects
Comments containing specific text
QA Different source texts but the same target
— The same source but different target texts
Unchanged fuzzy matches as the target
Translation
Invalid inline tags
Workflow Tnvalid length of target text

100% or ICE matches

Fuzzy matches and fuzzy repetitions

Fuzzy matches and fuzzy repetitions in a specific range
Penalized matches

Repetitions

Specific match types

A modified target text in a specific date range
A modified target text within the last X days
Any updates to target, status or comments
_Optimal path ordering

LQA errors

Segment range

Mon-translatable text

Segment type from the status column
Translatable text

All previous steps have a green status

An orange status

A red or orange status

Specific statuses

Containing specific text

LU VG S U VI A S VA O I I Y VA AL VG NI VA VA A YA VA VAL YL VAL VL Y I VL N

Segment ID

Configuration - Settings - Translation - Segment filters

The segment filters tab allows you as an administrator to set which filters and filter profiles are
available to your users. By default, all filters and profiles are switched on. Un-check any filter or profile
that you do not wish to appear and click Save.

Filter profiles

You can create advanced, customized filters by joining two or more segment filters together using
Boolean AND/OR operators and saving the combination as a Filter Profile. You can also save
frequently used configurations of a single filter for convenient reuse. Saved Filter Profiles appear at
the top of the Segment Filter list with an icon to | =| their left.

Creating filter profiles
Clicking the Add filter profile button opens the Add filter profile window.

1. Check the box next to the desired filters in the list and configure their parameters. Check the
Exclude box to exclude segments matching that condition from the display.
2. If more than one filter is selected, choose whether to join the filters using the AND or OR
Boolean operator using the radio buttons above the filter list.
a. The AND operator means all of the conditions must be matched for a segment to be
displayed.
b. The OR operator means that only one of the selected conditions must match
segments to be displayed.
Enter a descriptive name for the filter profile in the Profile name field.
4. Click the Save profile button to save the filter profile. The new filter profile will appear at the
top of the segment filter list.

w
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Activating and deactivating filter profiles

Filter profiles can be switched on or off just like any other segment filter. By default, newly created
filter profiles are switched on. To deactivate a filter profile un-check the box in the Active column and
click Save. Deactivated filter profiles will not be available to users.

Modifying filter profiles

Click the icon | —I to the left of the filter profile name and select Edit from the dropdown menu to open
the Edit filter profile window. The current profile name, Boolean operator, selected filters and their
parameters are all displayed in the window. Make any desired changes to the profile configuration and
click Save profile to save your changes.

Deleting filter profiles
Click the icon | —Ito the left of the filter profile name and select Delete from the dropdown menu. Click

OK in the confirmation box to delete the filter profile.

Settings - Workflow
The workflow tab allows you to define new workflow steps and create new workflow definitions.

For more information about workflow steps, the transitions between them and workflow definitions are
described in the chapter Settings - Workflow Definitions.

Workflow definitions

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

System Workflow Definitions Workflow Steps Warkflow Options
Analysis Manager Add
15 translate translatel [ o

External integrations
translate > correct translatel -> correctl
B

Files

=] translate , correct translatel, correctl

Projects |5 translate = correct translatel # correctl

o4 |5] translate -» correct -» correct translatel -> correctl -> correct2

= translate -> correct # lga # approve TM translatel -> correctl # LQA1 # approve TM1

security

Translation

Workflow

= translate -> correct # review

=] translate , correct -> review

[5] translate = correct = review

[5) translate , review

= translate # review

= translate , review -> review

=] translate # review # review

translatel -> correctl # reviewl
translatel, correctl -> reviewl

translatel # correctl # reviewl
translatel , reviewl

translatel # reviewl

translatel , reviewl -> review2

translatel # reviewl # review2

000000000000

Existing workflow definitions

To add a new workflow definition click on the Add button and the following screen appears. By default
XTM will automatically generate a name for the workflow based on the steps you choose. Add the
steps as required by clicking on the = @ icon, and selecting the step type from the pull down menu,
then choose the transition between steps. You can specify how much percentage of the entire project
workflow time should be automatically calculated for each of the steps, at which steps to approve the
TM; whether to allow calculating costs based on time manually entered by the users, include LQA
functionality, notify project watchers about completion of the project and whether to change the status
of segments to green — done. Finally click Save.
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Name * Translate + LQA [i]
Description
]
Active d
Steps Qnly files using this workflow in the selected languages will be updated.
o Q @
translate A —_— LQA r Ay q
s ¥
Percentage of whole workflow o% o
definition L 13
Approve TM
Calculate costs based on manual
- vd vd
time
LQA No v Yes, save resultin userr ¥

Motify project watchers when

finished o

Set XTM status to green/done Choose ... v Choose ... r
Percentage of time allocated for steps: 100%% @

Save Cancel

Creating a new workflow definition

Workflow steps

Click on the Workflow Steps tab to show a list of the currently existing steps.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

System Workflow Definitions Worlflow Steps Workflow Options
Analysis Manager ) Show contractors online translation steps
Add
[T S ] becwton | Siqipe | estciby | Workowime | Acwe | ]
External integrations
15 approve ™M Allows you to automatically approve  Automatic [System default] 1 (V] 5]

the T of changed segments,

Files segments set to done or ICE and
leveraged matched segments.

Projects 5 comrect In this step users can edit translations  Correction [System default] 8 (] (i}
and enter comments

QA SR In this step users can check translation  LOA [Systzm default] 1 [] (i}
errors.

Security 5 review In this step users can only enter Review [System default] 7 [] ]
comments about translations, They
cannot edit the translation.

Translation

5 translate In this step users can enter and edit  Translation [System default] 13 (] o

translations and add comments.

Workflow

Reviewing the existing workflow steps

To add a new step click the add button and enter the required information. There are a number of
different types of step that are listed in the pull down menu
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Create workflow step

Type * Choose ... v 9

Name * Standard steps
Translate
Correct
Review
Laa
Additional steps
Management task
Active MNon CAT tool process
Automatic

Description

Adding new workflow steps — step types

The standard steps shown allow you to create a new step with the same functionality as a
standard step but give it a different name.

There are 3 different types of additional step:

1) Management task. An example of this would be an approval step before the translation
process starts.

2) Non CAT tool process. An example of this would be the DTP step after translation where
an engineer has to download the target file and make some alterations to the layout
before the project is complete. Changes to the target text made in this type of step are not
saved in the TM or terminology database.

3) Automatic task. Allows you to:
a) Approve the TM of selected segments.
b) Set the XTM Status to green/done for all segments

c) If TIPP is activated in Configuration > Settings, then the automated step also gives
you the option to set the minimum XLIFF:doc status for segments at a specific point in
the workflow.

For approval of the TM the options for selecting the segments are:
a) Segments with changed target text
b) Segments with a status of “done”
c) Segments status of “to be checked”
d) Segments with a match type of ICE, Leveraged or non-translatable

e) With a specific XLIFF:doc status: translated, proofed or validated

1

Create workflow step

Type ™ Automatic v 9
Mame = Approve TM of selected segments
Desaription Allows you to apprave the TM of selected segments and also set the minimum
XLIFF:doc status for segments at a spedific point in the workflow.
Active
Allows you to: = Approve the TM of selected segments

Approve segments with:
[ changed target text
[ status is ‘done’

[ status is 'to be checked

Match type ICE % | [ Leveraged 3

[ xurFFdoc status

[] Set XM status to green/done for all segments
] update minimum XLIFF doc status

If action fails then * Choose ... =
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Adding a new automatic workflow step — Approving TM status

When updating the XLIFF:doc status firstly set the minimum status you want from the pull down menu
and decide if you want to update the XTM segment status to green/done

Create workflow step

Type * Automatic v @
Name *
Description Allows you to approve the TM of selected segments and also set

the minimum XLIFF:doc status for segments at a specific point in
the workflow.

Active

Allows you to: * [ Approve the TM of selected segments
Update minimum XLIFF:doc status

| Proofed v

Choose ...
New
Translated

If action fails then * % proofed
Validated

Adding a new automatic workflow step — updating the minimum XLIFF:doc status

For all of the above automatic actions you can decide what to do if the action for whatever reason fails.
You can either stay on the same step or move to the next step

Workflow options

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

System Workflow Definitions workflow Steps Workflow Options

Analysis Manager

T ©
Email

Enable Default

External integrations Automatically finish steps where all segments are green/done &

Workflow for nen-analysable files 4
Files

Projects require authorization | Yes, but anly when more than X words ¥ | Word limit| 900
Projects Pre-processing <

Select linguists and LSPs based on full language codes
QA
Security

Save

Translation
Worlkflow

Workflow Options tab

The options are:

1) Automatically finish steps where all segments are green/done. Check this box to automatically
finish steps for files that only contain green segments, e.g. In-Context Exact Matches or
segments set to done using “Set ICE/leveraged matches from approved/not approved TM to
done” or “Set non-translatables as done”.

2) Workflow for non-analyzable files. Check this box if you want to give non-analyzable files, such
as .jpg files, a workflow. This displays an option in the project creation window to select the
desired workflow for non-analyzable files
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Settings

@

Workflow Translate

Workflow for non-analysable files Same as main workflow

Project creation — setting the workflow for non-analyzable files

3) Project requires authorisation from Customer PM if more than X words — If this option is enabled
then you can enter the default value, which can be No, Yes and only for projects that are bigger
than a specified word limit.

4) Pre-processing. This option allows a project manager to create a project with a pre-processing
workflow. This can be useful for:

a. Locking segments so they are not taken for translation.

b. Editing the source text prior to analysis and translation. In this case the new source
language is the same as the original source language.

c. Using pivot languages. Here the source language is firstly translated into one language
and then that target language become the new source for the translation into other target
languages.

When pre-processing is enabled, you can select the default behaviour during project creation:
e No: you can enable pre-processing during project creation but it is disabled by default.
e Yes, source segmentation: the new source text segmentation matches the segmentation
of the original source text.
¢ Yes, new source segmentation: the new source text is segmented based on the content
provided during the pre-processing step. As a result, there may be a difference in
segmentation between the pre-processing and the actual translation workflow steps.

5) Select linguists and LSPs based on full language codes. Enable this feature to assign only
linguists and LSPs whose language combinations fully match the project languages, including the
language locale. When this option is disabled for example, it is possible to assign a linguist with
English (UK) source language to a project with an English (USA) source text.
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XTM and LDAP

Overview

If you have an existing LDAP server (e.g. Active Directory) it is possible to use it for
authentication of XTM users. This method of authentication allows companies to set their own
password policies such as password expiry. It is also easier for administrators to manage one
common account for each user. In this way the user can use one account name and password to
log into several applications (e.g. XTM with LDAP authentication enabled).

Before you enable LDAP authentication make sure that each user has an account in XTM with
the same login details as those within LDAP. Every account must exist in XTM database, but the
password is checked only on LDAP server side.

LDAP authentication can be set to work in one of the following ways:
e Users are authenticated using distinguished names (DN)
e XTM uses an external service account to connect to LDAP. In this case the users do not
need to provide full user DNs. They can be found using different criteria such as
sAMAccountName or their e-mail address.

Configuration

The XTM LDAP configuration file is located in xtm/confs/common/Idap-conf.xml
under XTM root dir (e.g. /xtm/ xtm/confs/common/Idap-conf.xml)

To enable LDAP authentication you have to edit the configuration file:
a. Set active to yes

Set host to your LDAP server address
Set domain to your domain
Set correct userTableName (e.g. Users)
If you want to enable logging into XTM only for specified group of users set group-name
to the group you want to allow to log in
f. If you want to enable ssl (Secure Sockets Layer):
i. Setssltoyes
ii. Setkeystore path to Java’s keystore (the keystore must contain certificate of
host from 2.b)
iii. Setkeystore password to Java’s keystore

®ooo

After starting XTM you will then be able to log in using credentials from the LDAP server.
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Adding users

An administrator can add and edit users with all roles including additional administrators. A project
manager can add and edit users with all roles except administrators. Users with other roles cannot
add or edit additional users; they can only edit their own details.

To add users to your system, click on the users tab and then from the user listing click the Add user
button. Initially enter the general information about the user. Obligatory information is marked with a
red star. The role field allows you to determine the type of user. Select the roles that you want this
user to perform.

When you click save you will be taken to other tabs to complete and you will be able to add the user
photo.

Add user

© General

General info

Title Choose... M
First name
Last name

Job title

Administrator
Project Manager
PM - projects & customers

Roles

PM - project creator & viewer o
Terminologist
TM Expert o
Linguist
* workflow steps Correct
LOA
Review
Translate o
Automatically add all
new steps of type
Username
Nickname
Password
Confirm password
Status Active T
Availability Available v
Email
TAUS email
TAUS password
Default currency Choose... v
Mother tongue Choose... M

Send account creation
e-mail

Adding a new user - General info

Depending on the roles that you selected, further tabs appear on the left hand side. These options are
described below.

Address: Enter the user’s address and other contact details.
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Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Users User list User Groups LSPs View Login History

Edit user ®
Address
Address 1 Ponders
= Address 2 Hedgerley Lane D
City Gerrards Cross
State / Country Bucks
© G Postcode / ZIP 510 85Y
= #  Address Country United Kingdom M :
@ Languages Time zone (UTC) Dublin, Edinburgh, Lisban, London M
= L Date format dd-MM-yyyy (03-11-2016) M L]
Rate cards Time format HH:mm (09:54) v
7 Qualifications First day of the week Monday v
= [e Accessrights Phone +44 1753 480 479 o
& User groups Mobile phane
o Rating Website
= Notes g
i
E (i ]

Adding a new user - Address

Languages: If the user is a linguist then you need to define the languages that they can process.
Click on the Add languages button, select the relevant source and target languages and click Save

Add languages x

Language combinations

English (Neutral) - English (UK)
English (New Zealand)

English (Singapore)

English (South Africa) °

English (Switzerland)

English (United Arab Emirates) o

English {USA)

Esperanto

" Select source languages

Fstnnian

Select target languages  Fula
Galician (Spain)
Georgian

German (Austria) 0
<]

- German (Germany)

German (Belgium)
German (Holland)
German (Luxembourg)
German (Switzerland)

Adding a new user - Languages

Subject matters: Then select the subject matters in which the user has expertise.
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Edit user

Subject matters

Listuiian guosa

" Subject matter name Engineering
Environment
EU

Finance 0
0

- Information Technology
Technology

General

Law

Logistics & Transport

Medical -

© General

# Address

@ Languages m

¥5 Subject matters
| @ Rate cards

= qualifications
| [8 Access rights

* User groups

ol Rating

Adding a new user — Subject matters

Rate cards: XTM has a highly flexible a rate card function that supports billing in a defined currency.
Firstly set the billing currency from the pull down list. Each user can have only one active billing
currency. This currency and its associated rate cards are used when creating purchase orders for the
user.

Edit user

User billing currency: Euro(EUR) v em

Name Language Combinations Subject Matter Activity

= Spanish to English Spanish (Spain) == English (UK} All <
English (UK) == Spanish (Spain}
© cenenal
# Address
[+ ] Languages
¥5 Subject matters
| [@) Ratecards

7= qualifications

| [ Accessrights

" User groups

ol Rating

Adding a new user — Rate cards

Click the Add button to add a new rate card. For each rate card you can define
The name

A description

Whether the rate card is active or not

One or more language combinations — either single languages or groups
One or more subject matters

agrwnpE
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Then you can define how the cost of the task will be calculated. It can either be based on factors or
actual prices. You can also set whether the calculation should be by word or character.

If you choose factors, you must enter a base price which will be multiplied by the percentage values
you enter for the different types of match in each step, to work out the cost.

If you use actual prices then you should enter the actual prices for each type of match for each step.

For both types of calculation you can also define:
1. The number of words per day
2. Aminimum charge

Under the General fixed price heading you can set
e Afixed price per project
e Afixed price per language,
e Afixed price per file
¢ A management fee percentage

Then for each workflow step you can define
A fixed price project

A fixed price language

Afixed price file

A management fee percentage
Minimum charge

Price per hour.

ogkrwnE

The rates for fuzzy matching factors or actual prices can be set as a global figure or individual figures
for each band.

You can add or delete additional steps to the workflow by clicking onthe & or @ icons and you
can copy the values between workflow steps by using the blue arrows near the bottom.

When you have finished entering data in the rate card click the save button.
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Add rate card for Henry Rowford

+ Rate card name

Description

Active

+  Languagecombinations  [T]  ll combinations set for this user

Choose... Y ot v

+  Subject matter D All

Aerospace - -
Agriculture

Arts and Culture o

Autometive

Broadcasting, Printing & Publishing o

Building & Construction

Business & Commerce h -
Calculate using: @ Factors O Actual price Charging type: @ Per word O Per character
+ Base price EUR Waords per day Minimum charge EUR
General fixed price »
Workflow steps
Q Q Q
Translate - Correct - Review - L4
Fixed price [
Neo matching % % %
ICE match % % %
Leveraged match % % %
Fuzzy match 4 % % %
Machine Translation % % %
Neon-translatable % % %
Repeat % % %

Adding a new user — A rate card

Qualifications: Then enter the qualifications of the user.

Add qualifications x
Qualifications
" Qualification name Diploma in translation
Description
P
" Language Spanish (Spain) M

" Date 03-07-2013

Adding a new user — Qualifications
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Access rights: If you give a user any role other than Administrator, the Access rights tab will appear.
This tab gives you the ability to define what the user can do in these areas.

Customers

If you do not specify a customer, then the user will be available to work on projects for all customers.
When a user has access to all customers, they will also get access to newly created customers. When
some customers have been selected from the list, the user will have access only to the selection. In
such case, the user will not see projects for any newly created customers.

Projects
By selecting the “Only show this user's projects” option you can restrict the user from seeing projects
created by other people.

Editor
Choose whether the user can lock and unlock segments, only unlock them or has no locking rights.
Decide if the user can display metrics in the XTM Editor.

LQA

When you give a user access rights to show LQA results for an evaluee or evaluator, an additional
LQA section is visible on their Tasks tab. Depending on their rights, the tab displays projects in which
the user was involved as an evaluee, as an evaluator or both sections.

Terminology and Translation Memory
For TM and Terminology: There are two account types:

1) Customer specific. This account type can only access the TM and terminology of the selected
customers. When this option is selected, choose the required customers in the multi-select
box

2) Global expert. This account type can access all the TM and terminology in the system for all
customers.

You are also able to limit the user’s access to TM and Terminology to the user’s language
combinations by checking the available box.

For terminology you can determine if the users can modify, import, export, view and add terms. For
TM you can determine if the users can modify, import, export and view TM.

Concordance
Access to TM metadata and Concordance: You can set XTM to use the system’s global settings for
the user or you can define the user’s rights separately. The options are:

Use global settings

Full access

Access with customer details

Access without customer or project details
No access
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Edit user
Customers
Customers K Alpha
Catch
External author
Gamma
Marketing department
o Terminology test customer
® General
# Address
Editor
@ Languages
Segment locking rights MNone v
¥ Subject matters
Allowed to see metrics
Rate cards
7 Qualifications Terminology
Access rights
® o Account type @ Global O Customer specific
W User groups Use user's language
W Rating combinations D
Terminclogy access Suggest Add
rights Update and Approve
Delete
View
Import
Export
Show customer names  Show real name M
Translation memory
Account type @ Global O Customer specific
Use user's language
combinations D
View
TM access rights
g Modify
Import

Export

(2]
Delet
< Jromy

Concordance

Access to TM metadata & @ Use global settings O Full access O Access witheut customer details
Concordance O Access without customer or project details O No access

Adding a new user — Access rights

User groups: If you want to add the user to a user group select the User groups tab and then double
click on the desired user group in the left hand box.

Edit user %

User groups

Japanese > English Spanish > English
User groups French > Spanish French > English

©
(<]
General

Address

o [ s |

Subject matters:

Rate cards

Qualifications

Access rights

User groups

Rating

Adding a new user — User groups
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View login History

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Users User list User Groups LSPs View Login History

Login history Active sessions
Username Maximum number of entries
Search
I T T roveervame T
2016-11-03 WojciechADMIN LOGIN mozilla/5.0 (windows nt 10.0; vows4)
08:52:25 GMT applewebkit/537.36 (khtml, like gecko)
chrome/54.0.2840.71 safari/537.36
2016-11-02 ‘WojciechADMIN LoGouT mozillaf5.0 (windows nt 10.0; wow64) 2016-11-02 15:59:25 GMT
16:02:50 GMT applewieblit/537.36 (khtml, like gecko)
chrome/54.0.2840.71 safari/537.36
2016-11-02 WojciechADMIN LOGIN mozilla/5.0 (windows nt 10.0; wow64)
15:11:17 GMT applewiebkit/537.36 (khtml, like gecko)
chrome/54.0.2840.71 safari/537.36
2016-10-31 WaojciechADMIN LoGOUT mozilla/5.0 (windows nt 10.0; wow64) 2016-10-31 15:56:37 GMT
15:50:20 GMT applewebkit/537.36 (khtml, like gecko)

chrome/54.0.9840.71 safari/537.36

The view login history screen
This screen allows you to see who and when a user has logged onto your system and when they

logged out.

Active sessions

Clicking on the Active session button displays a list of the users who are currently logged onto XTM.

Login history Active sessions

S " ——— " —_——

=] WojciechADMIN Wajciech Tomaszewski wtomaszewski@xtm- Administrator, Linguist, TM Expert, Project 03-11-2016 09:52 03-11-2016 10:03
intl.com Manager, Terminologist
Showing 1to 1 of 1 entries
Show |20 ¥ |entries

The list of active sessions

You can force a user to log out by selecting the option from the context menu as shown below.

Login history Active sessions

— —————

3| A Al nfh DIRATRL

Log out
Showing 1 to 1 of 1 entries
Show |20 ¥ |entries

L

Forcing a user to log out
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Subcontracting

Overview

It is possible to link your XTM system to other XTM systems, so that you can allocate tasks in your
workflow to another LSP or receive tasks from other LSPs.

Principal project ' Subcontractor
‘ ‘ managers ' ‘ project managers

an 5

Customer project
managers

Project documents
and data

(1

__________________________________________________

Principal Subcontractor
translators translators

XTM subcontracting schematic diagram

If you have created a project in your copy of XTM, the subcontracting feature allows you to allocate
tasks in the workflow to subcontractor LSPs, rather than individuals. This process allows the
subcontractor LSP to keep the contact details of their translators and reviewers confidential. All
translation data remains within your XTM and the subcontractor’s translators simply connect through
to it via their browser. In turn it is also possible for a subcontractor LSP to allocate the work to another
subcontractor LSP if required. Metrics and Statistics are updated in real time on both systems which
ensures that the status of the project, in your copy of XTM, is always up to date.

Subcontractor licencing

If you are the subcontractor, then you can either use a free limited version of XTM, where you can
work on jobs as a subcontractor but cannot create new projects yourselves or alternatively you can
use a full, paid copy of XTM.

If you use a free subcontractor licence, when you are working on a task you will use paid licences
from the principal system. The number of licences available to you is configured by your customer in
their XTM account. If you use a paid XTM account when you are working on a subcontracted task you
will still use one of your licences.
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Activating subcontracting

If you wish to be either a subcontractor or to subcontract jobs to other LSPs, then the first thing you
need to do is to switch on subcontracting in Configuration -> Settings tab.

(T m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

T O
Analysis Manager Home page URL wwewextm-intl.com
Application name XM
Email
Enable subcontracting Ld
Files Show intro page 4
Enable TIPP
Payments
Enable XTM Xchange r Register (i )
Portal Enable TM and term tags td

M Mess e
Projects Enable XTH Messenger

Company Logo Choose file | Mo file chosen

QA
Security
Save

Translation

Workflow

Switching on subcontracting

It is important to note that if you have an XTM Suite installation, and wish to use subcontracting, then
you should use an SSL certificate to ensure secure communication over HTTPS and compatibility
when connecting the two instances of XTM. If you do not use an SSL certificate the subcontracting
feature may not work.

Creating an LSP subcontractor
To create a new LSP account, select the Users tab and then LSPs. Next click the Add button.

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Users User list User Groups LSPs View Login History Add LSP

Company name - Country Email

Language combinations Quality Connection

LSP Jane Kiribati wiomaszewski@xtm-intl.com [ ]

LSP stanford Australia wtomaszewski@xtm-intl.com [ ]

LSP Tony wtomaszewski@xtm-intl.com [ ]

The LSP listing

A pop up appears where you should enter the subcontractor’'s company name, contact name and
email address. You may also add an additional address, more contact details, credentials to the TAUS
DQF or choose a user to be a Dummy user for cost generation, if you wish.

The project manager field allows you to allocate one of your project managers to this LSP. This
project manager will then receive all emails, such as status updates, generated by XTM during the
project workflow. Also if this LSP allocates tasks to you, these tasks will appear in this project
manager’s listing.

If this field is left blank then all your project managers will receive the project emails.
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General information

Add LSP

* Company name
First name John
Address 1
Address 2
City
State / Country
Postcede / ZIP
Country Choose...

VAT number

TAUS email

Subcontractor LSP

LSP Editor - Connection

When you click the Add button the record is created and you are immediately redirected to the

Project Manager Andrea Dogani

Last name Doe
Email training@xtm-intl.com
Phone 1

Mebile phone
Fax

Website
Skype

MSN

TAUS password

Adding a new LSP

connection tab of the LSP Editor. On this tab there are three sections.

1. LSP Type - this allows you to specify whether you are sending projects to the LSP, and/or
whether you will be receiving projects from them. If you check “We send tasks to this LSP” then
the LSP will appear in your workflow when you come to allocate resources.

2. Connection information from the LSP specifying their server address, login name, ID and

password.

3. Your connection information to send to the LSP. This is generated automatically for you and of the

4 fields you can only edit the password.

LSP Editor - Subcontractor LSP

General

Connection

Languages

W Rate cards

Access rights

Rating

Next click send e-mail. This will send your connection details to the subcontractor LSP. When they

LSP type

We send tasks to this LSP

We receive tasks from this LSP

Licences

Allow this LSP to use my licences
for subcontracted work

Connection information from the LSP

Number of licences

Only when subcontractor used all licenses

LSP's XTM server address
Company login name
LSPID

Password

Your connection information to send to the LSP

AdminADMIN

LSP's XTM server address
Company login name
LSP ID

Password

https://www.xtm-cloud.com:443

TestAdministrator

BLASMGek

o [ o

LSP Editor - Connection
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receive the email the subcontractor will either create a new XTM Cloud account by following
information in the email, or using their existing account, they will enter the details in their system.
When they click save their details will be automatically completed on your system. They will receive a
message if a two-way connection has been established or if there is a problem with the connection.

You can tell when a two-way connection has been established with the Subcontractor LSP by the
symbol in the right hand column of the LSP listing. If it is green the connection is good. If it is red the
connection information has not been entered or is not correct. You will also receive an automated
email when a two-way connection has been established.

LSP Editor - Languages

By default the subcontractor LSP can process all language pairs. As such the LSP name will always
appear when you allocate resources to tasks. If you wish to limit the language pairs then click on the
languages tab and create the language pairs by selecting the Customised language combinations
button and clicking on the plus symbol next to Add source language. Then double click on the desired
source and target languages and click Add.

LSP Editor - Subcontractor LSP (%]

General Modify and use: Add source language

Connection O Alllanguage combinations Add target languags (+]
Delete selected combinations o

Languages @ Customised language combinations

Rate cards Select source language:  English(UK) v

Access rights

Target language a
Rating Bulgarian
Croatian
English(UK)
Latin
Lithuanian

Macedonian

OD0o0oo0oO0OOoDbOag

Polish

LSP Editor - Languages

In the window that appears double click on the desired source and target languages and click Add.
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Add source language ®

I Rt e ettt
English(South Africa) -
English( Switzerland)
English{United Arab Emirates)

English{US&)

Esperanto
Estonian o
Ewe{Ghana)

Fanti

T Portuguese
Pashto Spanish(Spain)
Persian
Pohnpeian
Polish

o
Portuguese(Brazil)
Portuguese(Mozambique) o
Punjabi

Punjabi( India)

Punjabil Pakistan) -

m Cance‘

LSP Editor — Adding language combinations

LSP Editor - Rate cards

Rate cards: XTM has a highly flexible a rate card function that supports billing in a defined currency

For each rate card you can define
6. The name
7. Adescription
8. Whether the rate card is active or not
9. One or more language combinations — either single languages or groups
10. One or more subject matters

Then you can define how the cost of the task will be calculated. It can either be based on factors or
actual prices. You can also set whether the calculation should be by word or character.

If you choose factors, you must enter a base price which will be multiplied by the percentage values
you enter for the different types of match in each step, to work out the cost.

If you use actual prices then you should enter the actual prices for each type of match for each step.

For both types of calculation, you can also define:
3. The number of words per day
4. A minimum charge

Under the General fixed price heading you can set
A fixed price per project

A fixed price per language,

A fixed price per file

A management fee percentage

Then for each workflow step you can define
7. Afixed price project
8. Afixed price language
9. Afixed price file
10. A management fee percentage
11. Minimum charge
12. Price per hour.

The rates for fuzzy matching factors or actual prices can be set as a global figure or individual figures
for each band.
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You can add or delete additional steps to the workflow by clicking on the

2 or

can copy the values between workflow steps by using the blue arrows near the bottom.
When you have finished entering data in the rate card click the save button.

2 jcons and you

“ Rate cardname Rate card for LSP Description

scwe

+ Language combinations 7] All comibinations set for this LSP Subject matter

% | English(UK) v 1o Portuguese v
| English(Usa) v 1o Portuguese v
Choose.. v v

Calculate using @ Factors O Actal price Charging type @ Perword
+ Baseprice 012 EUR Words per day
Generalfived price b
Workflow steps
°
Translate - Correct
Fixed price v
N matching 00 %
ICE match FUIY
Leveraged match n %
Fuzzy match 4 6 %
Machine Translation ™ %
Non-ranslatanie 00| %
Repeat ) %
[ (<]

P A

Add rate card for LSP

Al

Aerospace

P 14
Broadcasting, Printing & Publishing (<]
Building & Construction
Business & Commerce

Arts and Culture

(O Percharacter

Minimum charge

©

Review

(<]

©
°

& & £ kR @ F
& & £ kR @ F

(]

Adding a new user — A rate card

LSP Editor - Access rights

You can also determine the access rights of the subcontractor LSP to LQA results, the TM manager

and terminology.

When you give an LSP access rights to show LQA results for an evaluee or evaluator, an additional
LSP LQA section is visible on their Projects tab. Depending on their rights, the tab displays projects in

which the user was involved as an evaluee, as an evaluator or both sections. Depending on the

configuration, the LSP can download simple or extended LQA reports as well.

{TMm

Projects Customers. Users Tasks Concordance

Import Users  Userlist  UserGroups  LSPs  View Login History

™

Terminology

(-]

Laa
Terminalogy
Account type o)
Use LSP language combinations
Terminology access rights
d Ape
Translation memory
Account type ® i Q

Use LSP language combinations O

LSP Editor — Access rights
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Accepting a request to become an LSP subcontractor

If you plan to work as a subcontractor to an enterprise or LSP, you may have received an email telling
you that they would like to connect to you via XTM in order to allocate work to you. If you do not have an
XTM account yet you can easily create one by clicking on the link in the email. Fill in the form and click
the send button. You will receive an email with your log on details.

Once you have an account you can set up a connection to their system in the following way:
e Log on to your XTM in the normal way
e Switch on subcontracting in the Configuration -> Settings tab as described above.
¢ (o to the Users tab and select LSPs
e Add a new LSP, enter the General information about the other system and click Add

e On the connection page enter the details from the email and click Save. You should then
receive a message that a two-way connection has been established.

LSP Editor - Subcontractor LSP

General LSP type
Connection
We send tasks to this LSP
Languages We receive tasks from this LSP v
Rate cards Licences
Access rights Allow this LSP to use my licences All ®Number of licences s
for subcontracted work
Rating Only when subcontractor used all licenses
Connection information from the LSP
LSP's XTM server address https:/fvrveve.xtm-cloud.com:443
Company login name ¥TM_Training
LSPID 2752
Password  sesssseses
Your connection information to send to the LSP
LSP's XTM server address https://www.xtm-cloud.com:443
Company login name TestAdministrator
LSPID 41760
Password BLASMGek

[ [ oo

Establishing a two-way connection to an LSP

If for any reason there is a problem making the connection, you will receive the following message.

The changes have been saved.
Your XTHM is not able to connect to this LSP. Please check the details and try again.

Licenses for LSPs

Subcontractors can borrow licenses from their contractors. Contractors define the number of licenses
allowed to borrow by the subcontractor on the Users tabs > LSPs > Connection, in the Licenses
section. Also, contractors can refuse to lend their licenses by entering the zero value into the Number
of licences input field or they can decide to lend their licences only when the subcontractor has run out
of all their licenses.
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Licences

Allow this LSP to use my licences All ®Number of licences 1
for subcontracted work
Only when subcontractor used all licenses

Allowing an LSP to use contractor’s licenses

Managing subcontracted projects

When a project has been assigned to a subcontractor it will automatically appear in the

subcontractor’s list of projects. It will be given a green star icon 4 in the project listing to indicate that
it was created by an LSP. In general, the project can then be managed by the subcontractor in the
normal way.

Project naming convention.

By default, the name of the project in the subcontractor system is the same as in the contractor
system. The subcontractor may change the name of the project in their system. However, if the
contractor then changes the name of the project in their system, both the revised contractor name and
the revised subcontractor name will be displayed in the subcontractor system.

Archiving and reactivating subcontracted projects.

A subcontractor can only archive projects that have been archived by the contractor in their system
and also a subcontractor can only activate an archived project that is currently active in the
contractor’s system.

LSP LQA results

Translation provided by LSPs can be evaluated and scored during the contractor’'s LQA workflow step.
LSPs can see percentage scores and download LQA reports for projects completed for contractors
provided that these options are enabled in the LSP access rights settings of the contractor’'s XTM
account. The same settings apply to projects where the LSP performed an LQA of translation provided
by the contractor’s internal resources or vendors.

: I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Project list Templates LSP LQA Company dashboard

m Evaluator My projects n

Project name LSP name Source language Target language Workflow step Filename Score Words ~ Test completed

AMNH Prothan Coniractor English (UK) German (Germany) translatel Port.docx
Download LQA report

51 10-05-2017 12:55

Contractor  English (UK) Swedish translatel Port.docx m 394 10-05-2017 12:56

Download extended report

Delete
- S ____) v |entries 1

Projects — LSP LQA
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4. XTM for Project Managers

Log in as a project manager with the login and password provided by the Administrator.

Help and information

The question mark located between the configuration cog icon and your profile picture opens the
Help and information side bar that provides quick access to help resources. It includes a link to
XTM User manual, knowledge base How to... articles or XTM webinars. In addition, you can use
the XTM Community to get help from your industry peers or contact sales or support. The
subscription agreement and XTM Privacy Policy are as well available for reference in the side bar.

Help and information

m > XTMversion 11.4

. User manual
atus  Projec

XTM Knowledge base

Wojcie Waehinare
| XTM Webinars

» Contact support

wojcie > Contactsales

Admin XTM Community
Wojcie XTM International website
Admin

Subscription agreement

Wejcie XTM Privacy Policy
Admin

Help and information side bar

Customers

Adding Customers
Firstly, enter Customers by clicking on the Customer tab and entering data in “Add Customer”.
The only obligatory data on the screen is the customer’s name
You can create a TM and term only customer to act as a dummy customer for importing historic TM
and terminology. You will not be able to create projects for this type of customer, but you will be

able to apply this TM and terminology to projects created for other customers.

Select a default project manager for the new customer and if other project managers want to
receive emails about the progress of their projects then add them as project watchers
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Customers Customers Inactive Customers Customer PMs

O ©
* Customer Drosdy

Customer nickname

TMand term only

Vat number GB1234567

Project Manager Choose... v
Administrator Admin
Dogani Andrea

Winiarz Filip
Project watchers

©
(<]

e —————————————————
Address 1
Address 2
city
State / County
Posteode / ZIP
Country United Kingdom v
Phone 1
Phone 2
Hobile phone
Fax
Website
skype
1isn

Add & new Add
The add customer screen
When you have added the customer’s address and contact information click the Add button and

you will then see the line listing of customers.

Importing Customers

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Customers Customers Inactive Customers Customer PMs
= Customers © @ [ Choose Fies | nofile chosen

Dovnload sample file ¥

Import

Importing customers

There are two alternatives to importing your existing Customers into XTM.

1) Create an Excel file of your data. Click on the Download sample file green arrow to obtain an
Excel template of the right format to import your customers into XTM.

2) Create an XML file of your data. An example of the required XML file is shown in chapter
Appendix 4 of this manual. If you require a DTD or schema for the file please contact XTM
International Ltd.

Searching for customers

To search for a specific customer, type in the search field and then click the search button. XTM
will then search against customer name, city/town, country or phone1. By default XTM searches for
and displays customers for whom you are the project manager and customers who do not have an
allocated project manager.

If you wish to include customers belonging to all project managers then check the “All customers”
check box. The line listing then changes to include the customer’s project manager name.
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Customers Customers Inactive Customers Customer PMs
m D All customers
Name 4 City Country Phone 1 i

= Alpha Gerrards Cross United Kingdom +441753 480 479 ¥ L]
= Borck Rochester United States +1(650) 614-1831 id L]
= Catch -4 (3]
= xylion Tokyo Japan +81(0)3 4405-9854 4 [i]
= Zama Poznan Poland +48 61 654 91 53 - [i]
Showing 1 to 5 of 5 entries Show |20 v |entries

Searching for customer

Reviewing Customers

When you click on the customers tab you see a list of all the active customers in the system. To
modify a customer's record click the customer name in the list. Clicking on the menu icon in the first
column brings up a context sensitive menu which enables you to:
e Enter or edit
o Customer details
o Customer estimate factors
o Subject matter factors
o Language combinations
o Translation settings
o Deactivate. Deactivating a customer allows you to restore the customer at a later date from
the Inactive Customer list.
e Delete the customer
e View TM Manager for the customer
¢ View Terminology manager for the customer

T . )
. m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Customers Customers Inactive Customers Customer PMs
m D All customers
Name - City Country Phone 1 -4

=__Alnh. Gerrards Cross United Kingdom +44 1753 480 479 -] (i}
Edit (Default)

E| E“fma'e focios Rochester United States +1 (650) 6141831 * 0

stimate options

_|Languages

ERTY -3 L
Subject matters

3 Settings Tokyo Japan +81 (0)3 44059854 ¥ (i}
Deactivate

= Delete customer Poznari Poland +48 671 654 91 53 d e
TM Manager

Shi_ v |entries
Terminology

Context sensitive menu for customers

You can sort the customer list by clicking on any of the column headers.

Editing Customers

Customer Editor - Customer details

Using this tab you can edit the customer details.
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Customer Editor - Borck

Customer details Basic information

5 Estimate factors
* Customer Borck

Estimate options )
Customer nickname

Language Combinations

TM and term only D
QA WAT number
Subject matter factors Project Manager Choose... v
Settings Project watchers Lauer Mikolaj

. Tomaszewski Wojciech
Show Customer PMs o
(<]
Address

Address 1

Address 2

City Rochester

State / Country Choose... v

Pastcode / ZIP

Country United States v

Phone 1 +1 (650) 614-1831

Phene 2

Mobile phone

Fax

Website

Skype

MSN

Reference material

select files to upload | Choose Files | No file chosen

There is no data to display.

Showing 0 to 0 of 0 entries Show | 20 ¥  entries

Editing a customer’s details

A project watcher is a project manager who is not in charge of the project, but wishes to receive all
the emails relating to the project. You may include Customer PMs in the list if you want to cc them

on the system emails.

Reference material that is customer specific, rather than project specific, maybe stored here. This

reference material will then be available for all projects for that customer.

Customer Editor - Estimate factors

Using this tab you can set the factors that are used to automatically calculate the cost and duration

estimates for the customer. The factors are:
e Base cost per page

Base cost per word

Base cost per character

Base words per day

Base characters per day

Minimum word count

Minimum character count
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Minimum charge

Minimum charge on discount

Use estimates per page

Currency

Calculation method

Work Schedule

Paying VAT

Project discount days factor

Project discount price factor

Factors for the number of copies

Speed factors — Discounts. There are three levels which become progressively slower and
cheaper

Speed factors — Premiums. There are three levels which become progressively faster and
more expensive.

Metrics factors for all the different types of matching.

Price and duration factors for additional steps in the workflow

Actual price or factors for document authentication

For more information about the estimate factors please see Estimates under Project Editor
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Subject matter factors

Settings
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Customer Editor - Borck

Basics
Name Value
Base cost per page 0.0
Base cost per word 0.1000
Base cost per character 0.0100
Base pages per day 0.0
Base words per day 1500
Base characters per day 15000
Minimum word count 300
Minimum character count 3000
Minimum charge 150.00
Minimum charge on discount
Calculate estimates by page m]
Currency Euro (EUR) M
Caleulation method Multiplication M
Work schedule Monday to Friday v
Rounding point 0.20
Paying VAT
Project management fee 0.00
Project discount days factor Loo
Project discount price factor 100
Copies
Name Value
Price per copy factor 100
Price per copy 0.00
Speed - Premiums
Name Price rate Duration factor
Need it sooner? 1.50 0.80
Metrics
Name Price rate Text per day factor
Non translatable 0.10 0.10
ICE 0.00 0.10
Leveraged 0.30 0.30
DB Fuzzy Match (35%-99%) 0.70 0.50
DB Fuzzy Match (85%-94%) 0.80 0.70
DB Fuzzy Match (75%-84%) 0.90 0.90
Repetition 0.50 0.20
Fuzzy repeat (95%-99%) 0.70 0.50
Fuzzy repeat (85%-94%) 0.80 0.70
Fuzzy repeat (75%-84%) 0.90 0.90
MTs .00 1.00
Workflow
Name Price rate Duration factor
oTP 1.00 1.00
Correction 1 1.00 1.00
Correction 2 1.00 1.00
Correction 3 1.00 1.00
Review 1 1.00 1.00
Review 2 1.00 1.00
Review 3 1.00 1.00
Document authentication
Name Price rate Duration factor  Price per file Duration per file
Certification 1.00 1.00 0.00 0.00
Notarisation 1.00 1.00 0.00 0.00
Apostilling 1.00 1.00 0.00 0.00

Estimate factors for a customer
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Customer Editor - Estimate options

If you have the XTM portal then you can choose to display a number of additional services for each
customer

— Project managers

Customer Editor - Borck

Customer details Additional services
a] Estimate factors oOption Include
Estimate options Certification D
Notarisation D
Language Combinations
Apostilling D
QA Delivery service 0O
Subject matter factors Number of copies O

Settings

Customising estimate options

Customer Editor - Language combinations

Your Administrator can set and customise the system default language combinations that you offer

your customers.

Customise tab

On the Customise tab there are three options for you to modify and use language combinations,

1. “System default language combinations”. This is the set of language combinations defined

by the administrator.

2. “System defaults with customised language combinations”. This is the set of language
combinations defined by the administrator in which you may have customised some

parameters for the customer.

3. “Customised language combinations only”. This is only those language combinations that

you have customised for this customer

Customer Editor - Borck

Customer details

g Estimate factors

Meodify and use:

Estimate options .
O System default language combinations

Language Combinations

O System defaults with customised language combinations
QA

@ Customised language combinations anly

Subject matter factors

Source language: English(UK) v

Settings

Update selected rows

D Target language . Pricefactor  Duration fac...
D French (France) 1.0 1.0
D German (Germany) 1.0 1.0
D Japanese 1.0 1.0
D Spanish (Spain) 1.0 1.0

Add source
language o

Add target language 0

Delete selected rows °

Choose... v Choose... v

Minimum charge fac..  Minimum text co... Pricing method  Availability
1.0 -1 Perword ¥ Full v

1.0 =1l Perword ¥ Full v

1.0 -1 Perword ¥ Full v

1o =il Perword ¥ Full v

Cancel

Customising language combinations

Choose...

Auto quoti...

v

o

x
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When you have selected one of the customised options it is possible to add and delete source and
target languages.

To add a target language to an existing source language, firstly select the source language from

the drop down list. Next click on the Add target language button and a new line will appear at the
bottom of the target language listing. Select a target language from the pull down list and edit the
factors if required.

Customer Editor - Borck x
Customer details
Customise Import
Estimate factors
Meodify and use:
Estimate options
P O System default language combinations Add source o
language

Language Combinations

O System defaults with customised language combinations
Add target language o

QA
@ GCustomised language combinations anly Delete selected rows °
Subject matter factors
Source language: English(UK) v

Settings
Update selected rows Choose... ¥ Choose... v Choose... ¥ o
D Target language . Pricefactor  Durationfac..  Minimum charge fac..  Minimum text co... Pricing method  Availability Auto quoti... ¥
[ French (France) 10 1.0 1.0 1 Perword T Rl ¥ 4
[0 cerman (Germany) 1.0 1.0 1.0 -1 Per word ¥ Full v 4
O Japanese 10 1.0 10 -1 Perword T Rl v 4
[ spanish (spain) 1.0 1.0 1.0 -1 Perword ¥ Full v ¥

‘ Choose... v | ‘ 1.0 ‘ | 1.0 ‘ ‘ 1.0 ‘ | -1 ‘ ‘ Perword ¥ | | Full v ‘ ¥

m Cancel

Adding a target language

To add a new source language and the corresponding target languages click on the Add source
language button and the following window will appear. You may select multiple source and target
languages and XTM will create all the possible language combinations.

Add source language

Abkhazian

Afar

Afrikaans(South Africa)
Akan

Albanian

Amharic

Ancient Greek

Arabic

Arabic(Algeria)
ArabiciBahrain)
Arabic(Chad) -

(A1)

Abkhazian

Afar

Afrikaans(South Africa)

Akan

Albanian

Amharic o
Ancient Greek

Arabic o
Arabic(Algeria)

ArabiciBahrain)

Arabic(Chad) -

m Cancel

Adding a source languages with their respective target languages
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To delete language combinations select the row to delete by checking the box in the left hand
column and then click the delete selected rows button.

The lower section on this page enables you to edit the factors used for creating estimates for each
language combination. In this location customising the factors sets the default values for the entire
system.

You can change:

e Price factor — The base price is multiplied by the price factor so if it is 1 (the default) the
price doesn't change, if it's greater than 1 the price is increased and if it's lower than 1 then
the price is decreased.

o Duration factor - Similar to the price factor but this changes the duration of the translation
process and has an impact on the delivery date.

e The minimum charge factor -The customer "minimum charge" is multiplied by "minimum
charge factor" to increase the minimum charge (>1), decrease (<1) or just leave as it is

(=1).

¢ The minimum text count (either words or characters) The default value can be
overwritten by specifying any value >= 0 in that parameter. -1 means that the default
should be taken.

e Pricing method If you charge by character count rather than word count then set this
here. Use the character count for languages such as Japanese and Chinese.

¢ Availability There are three available alternatives:
o Full — This language combination is available to customers and PMs
o PM only — Only project managers can create projects with this language
combination.
o Unavailable - You do not offer this language combination.

e Auto quoting This field allows you to distinguish between commonly used language
combinations that your agency can start translating immediately (auto quoted) and
language combinations where you need to contact linguists first and you cannot predict the
price or the delivery time (non-auto quoted).

x
. I This column displays how the language combination has been defined. A yellow star
indicates that the combination has been defined for the entire system and no star means
that the system is using default settings.

Changing the factor in each cell determines how the automatic quotation is produced. The last
column “Auto quotation” determines whether the customer can receive the quotation automatically
from the system or whether they are directed to speak to a project manager.

The Update selected rows section enables you to change a number of target language settings at
one time. To do this firstly select the desired languages by checking the box in the left hand
column, then enter the settings in the row labelled “Update selected rows” and then click the down
arrow “apply update”
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Customer details
Estimate factors
Estimate options
Language Combinations

QA

Subject matter factors

Settings

Import tab

On the import tab you have the facility to upload an XML file with the required language

Modify and use:

XTM User Manual — Project managers

Import

O System default language combinations

O System defaults with customised language combinations

@ Customised language combinations only

Source language:

Update selected rows

a
a

a
a
a

English{UK)

Customer Editor - Borck

Add source
language O

Add target language o

Delete selected rows °

Choose...
Target language . Pricefactor  Durationfac..  Minimum charge fac..  Minimum text co... Pricing method  Availability
French (France) 1.0 1.0 Lo 1 Perword ¥ Full v
German (Germany) 1.0 1.0 1.0 1 Perword ¥ Full v
Japanese 1.0 1.0 1.0 1 Perword ¥ Full v
Spanish (Spain) 1.0 1.0 1.0 il Perword ¥ Full v
‘ Choose... M | ‘ 1.0 ‘ | 1.0 ‘ ‘ 1.0 ‘ | 1 ‘ ‘ Perword ¥ | | Full v ‘

m Cancel

Using the update selected rows feature

¥ |Disabled v| Choose.. ¥ o

Auto quoti.. ¥
x
x
x
x
.
\

combinations. You may download example files by clicking on the green button. You can use these

files as they are, or alternatively use them as templates and modify them according to your

requirements. Additionally there is an example of a template is shown in Appendix 2 at the end of
this manual. When the files are ready upload them to XTM by browsing to the file and clicking the

import button.

If you click the remove the existing language combinations the existing language combinations will

be cleared and the new ones created. If the check box is not clicked then any new language

combinations will be added to the existing ones.

Customer Editor - QA

The QA tab allows you to set which QA tests should be performed for this customer.
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Customer Editor - Borck

Customer details Use
@ System default QA
& Estimate factors O Customized QA
Estimate options Numbers

Language Combinations

Missing or incorrectly formatted number
QA

Numbers inside words
Subject matter factors

Punctuation

Settings
Missing space after punctuation marks

Multiple punctuation marks in a sentence

Multiple spaces in a sentence

Spaces before punctuation marks

Spaces around inlines

Spaces around double byte characters

Trailing tabs or spaces at the beginning or end of a sentence
Uneven number of opening and closing brackets

Language

Check nen-translatable text in curly brackets

Forbidden characters

Identical source and target
Repeated words
Spelling errors

Terminology

Rejected terms used

Translation of a term not found

Setting the QA options for a customer

Customer Editor - Subject matter factors

The subject matter factors tab enables you to customise your list of source material subject matters
that appears when you create a project. By adjusting the relevant factor you are able to alter the
price estimate and project duration that is automatically calculated by XTM.
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Concordance

™

Terminology

Xchange

Import Customers

Projects Customers Users Tasks
Customers Inactive Customers Customer PMs
Customer details
Add subject matter 0

g Estimate factors

Delete

Estimate options
Language Combinations
QA

Subject matter factors

Settings

0O 0OO0O0OO0ODOO0OO0OOoOOoOoaao?fb

selected subject matters °

Subject matter name
Aerospace

Agriculture

Arts and Culture
Automotive

Broadcasting, Printing & Publishing
Building & Construction
Business & Commerce
Chemistry & Physics
Construction & Architacture
Consulting

Economics

Education

Customising subject matters

Customer Editor - Settings

The following sections can be displayed in the Settings tab:

Project Options

Translation

Joining files in sets

Segment status
Text formatting
Workflow

Machine translation

Quality

Terminology

Source file preview

Purchase order settings

TAUS DQF

Customer Editor - Borck

Price factor

Duration
factor

®
@ ¢ @ @ @

The visibility and default values for these options cascade down from the system, which are set by
the administrator under Configuration > Translation and this page allows you to customise the
system setting for each customer.

Project options: Check the Alternative translation box if you want to modify the default setting for
this customer. Then enter the number of alternatives that you want to display in XTM Editor. Check

the Use Anonymization box if you want to mask sensitive data in translation projects with a

placeholder.

All of the settings available in the Customer Editor are described in detail in the Settings -
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Translation section of this manual. Source file preview: This is where you can enter the URL of an
external system that will allow linguists to preview the source file while working on the translation.

The 3 fields allow you to enter a URL in the form of http://your_server.com or
https://your_server.com To activate this feature you need to create a service with the capability to
server content based on parameters sent by XTM.

XTM automatically sends the following parameters to the service:

fileName
srcLang
tgtLang
projectName
projectld

The file name is composed of the file path + file name. If the source file was uploaded as one or
more single files then the file name will simply be the file name. If however the source file was
uploaded as a number of files in a directory structure as a zip file, then the file name is composed
of the file path plus the file name.

Customer Editor - Borck

Customer details Project options

Estimate factors
Alternative translations

Estimate options Number 2
Language Combinations Use Anonymization
0A Translation

Subject matter factors

Use not approved memory

Settings Allow editing of ICE
segments

Run Terminolegy ex‘lra:tmmD

Segment status

Set leveraged matches D All steps @ First step only All except last step
from approved TM to done

Set leveraged matches D All steps '® First step only All except last step
from not approved TM to

done

Set ICE matches from not D ® Al steps First step only All except last step

approved TM to done

Workflow

Automatically finish steps  System default (Yes) ¥
where all segments are
green/done

Machine translation

Use Google machine D

translation

Use MT options System default v
Terminology

Terminology System default (XTM ™ ¥

Match terms in analysis D

Source file preview

Preview URL
HTML preview URL

PDF preview URL

Translation settings for a customer.
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Integration with the TAUS DQF

You can configure XTM to connect with the TAUS DQF (Dynamic Quality Framework) to track
translation productivity and quality. The options to enable TAUS are available in the XTM
configuration. If you enabled TAUS before creating a TAUS account, you can access the data
collected since then.

Create an account with TAUS at www.taus.net before you enable it in XTM. You can subscribe to
the TAUS DQF straight from XTM. You can find the links under:

e Configuration > User Details

e Users > User editor > General

When a user creates a TAUS project in XTM, a new master project is created in the TAUS Quality
Dashboard. During translation XTM sends to TAUS translation units consisting of the source, target
and the edited translation text after the segment is confirmed by the user in XTM Editor.

( T m Projects Customers Users Tasks Concordance ™ Terminology

Customerlist » Borck » Settings

3 wiew U -
Customer details Freview URL

HTML preview URL

5 Estimates factors

PDF preview URL

Estimates options

Purchase order settings

Language combinations
PO address (®) Global address () Customer address

QA
Comment Global default comment A
Subject matter factors

-] Settings

Footer Global default footer v

TAUS DQF

Enable TAUS DOF

Quality High v

Content type User Manual v

Customer specific TAUS configuration

Configuration of TAUS account in XTM
e Users can have their own TAUS accounts set up by Project Managers or Administrators on
the Users tab > User list > Edit User > General.
e Users can provide their individual TAUS account details on the Configuration tab (the cog
icon) on the User Details tab.

Adding a customer project manager

From the Customers tab click on Add CustomerPM and fill in the fields.

In section 2 you can set the access rights of the customer PM.
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L2) oo rieges S
* Role Choose... v
* Workflow access Minimal v

Add
Update and Approve
Suggest
Terminology access Delete o
View
Import e
Export v
View
Modify
Import
TM access Export 0
Delete e

Align

Section 2 of Adding a customer PM

The Role field determines whether or not the customer PM can make any changes to a project.
e A manager can make changes to information on the general tab but not to the workflow.
e Aviewer cannot make any changes at all

The Workflow access field has 3 options:

¢ Minimal — Only displays information about the minimum status of the file. No information
at the bundle level is available.
e Standard — Displays the status of each bundle.
o Trusted — Displays each step of workflow. However the names of the linguists are not
visible. The customer PM can also open the editor in view only mode.
o Trusted with Editor access — This is the same as Trusted but with write access to the
Editor.
The Terminology access section allows you to select the terminology functionality you wish to give
the Customer PM.

At section 4 select the customer and whether the person is the primary contact for the customer.

O ©

*  Customer [ choose... (=]

Primary contact |

Section 4 of Adding a customer PM
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Users

Adding users

An administrator can add and edit users with all roles including additional administrators. A project
manager can add and edit users with all roles except administrators. Users with other roles cannot
add or edit additional users; they can only edit their own details.

To add users to your system, click on the users tab and then from the user listing click the Add user
button. Initially enter the general information about the user. Obligatory information is marked with a
red star. The role field allows you to determine the type of user. Select the roles that you want this
user to perform. If you select linguist as a role, you can then in the box below select in which
workflow steps the linguist can participate.

When you click save you will be taken to other tabs to complete.

User Editor - General

Edit us Y
General info

Title Mr

First name Henry

Last name Rowford

Job title
© General Roles Administrator Terminologist

Project Manager TM Expert
# Address PM - projects & customers Linguist
PM - project creator & viewer

@ Languages o
98 Subject matters
W Rate cards

Workflow steps Correct
= Qualifications LQA

Review

&  Access rights o Translate
& User groups
ol Rating
B Tasks Automatically add all new steps

of type

Username HenryRow

Nickname Henry

Paszswnrd

Users — General info

If the user is a linguist, then you can check an option “Dummy user for cost generation”. This will
add this user to a list of users whose rate cards can be used to calculate projects costs in which
there are steps where no linguist has been assigned.

Depending on the roles that you selected, further tabs appear on the left hand side. These options
are described below.

User Editor - Address: Enter the user’s address and other contact details.
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Edit user
Address

Address 1 Ponders

Address 2 Hedgerley Lane

City Gerrards Cross

State / Country Bucks
O Ea=d Postcode / ZIP 519 85Y
# Address Country United Kingdom M
@ Languages Time zone (UTC) Dublin, Edinburgh, Lishon, London v
¥ Subject matters Date format dd-MM-yyyy (27-02-2017) M
W Rate cards Time format HH:mm (11:45) v
= Qualifications First day of the week Manday v
B Crmsmngts Phone +44 1753 480 479
& User groups Mobile phone
& Rating Website
B Tasks Notes

Users - Address

User Editor - Languages: If the user is a linguist then you need to define the languages that they
can process. Click on the Add languages button, select the relevant source and target languages
and click Save

User groups

Rating

Edit user
Add languages (+)
Delete selected -
Add languages ®
D Sour( Language combinations
Englij - -
O engli " Select source languages |E191SN (UK) Spanish (Spain)
German (Germany)
©® General al = Latin
- ©
# Address O e (<]
Germ
@ Languages O
% s O cem - -
Subject matters o N
* Select target languages - ="AIsh (USA) English (UK)
O span French (France)
W Rate cards German (Germany)
Ttalian
™ Qualifications Polish 0
Portuguese o
& Access rights Russian
Spanish (Spain)
 J
L]
-]

Users — Languages

User Editor - Subject matters: Then select the subject matters in which the user has expertise.
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Subject matters

Aerospace Information Technology
Agriculture

Arts and Culture

Automotive

Broadcasting, Printing & Publishing
Building & Construction

Business & Commerce

Chemistry & Physics

General Canstruction & Architacture

sSubject matter name

(~] )

Address

Languages m
Subject matters

Rate cards

Qualifications

Access rights

User groups

Rating

(i}
#
(~]
*
»
-
&

 J
L]
]

Tasks

Users — Subject matters

User Editor - Rate cards: XTM has a highly flexible rate card function that supports billing in a
defined currency

For each rate card you can define:

e The name to identify the rate card

e Adescription of the pricing and usage for the rate card

e Whether the rate card is active or not

e One or more language combinations — either single languages or groups
e One or more subject matters

Then you can define how the cost of the task will be calculated. It can either be based on factors or
actual prices. You can also set whether the calculation should be by word or character.

If you choose factors, you must enter a base price which will be multiplied by the percentage
values you enter for the different types of match in each step, to work out the cost.

If you use actual prices then you should enter the actual prices for each type of match for each
step.

For both types of calculation you can also define:
e The number of words per day
e A minimum charge

Under the General fixed price heading you can set
A fixed price per project

A fixed price per language,

A fixed price per file

A management fee percentage

Then for each workflow step you can define
e Afixed price project
A fixed price language
A fixed price file
A management fee percentage
Rush job premium —A rush job premium percentage
Minimum charge

Price per hour.
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The rates for fuzzy matching factors or actual prices can be set as a global figure or individual
figures for each band.

You can add or delete additional steps to the workflow by clickingonthe ©@ or @ icons and you
can copy the values between workflow steps by using the blue arrows near the bottom.

When you have finished entering data in the rate card click the save button.

| Add rate card for Henry Rowford

| + Rate card name

Spanish > English Desaription
y
ncive
+ Langusge combinstions 1] Al combinations set for this user + Subject marter
% | SwanishiSpain) v 1o English(Uk) v - -
e o . o
ing & Publishing o
& Construction
Calculete using: @ Factors Q Actualprice Charging type: @ Perword Q FPercharacter
+ Baseprice 012 EUR Words per day 500 Minimum charge ER

General fixed price b

Workfiow steps
° ° ° °
Transtate - Garrest - Revien - Laa - g

Fixed price »

No matching w0 % w0 % w0 % w %
1cE match w o w0 % 0 % 0 %
Levereged match w % % 0 % 2w %
Fuzzy match 4 50 %* 50 % 50 % 50 *
Machine Translation 60 % 60 % 60 % 60 %
Non-ransiatable wo % w0 % w0 = w ®
Repeat w % 2w % FI 0 %

Users — A rate card

User Editor - Qualifications: Enter the qualifications of the user.

Edit user
Add qualifications (+]
Deleteselectedrows (g
D Qualificatinn nama__a y inti Lanauana Date
Edit qualification %
O = oiplon —
© General Qualifications
#® Address " Qualification name Diploma in translation
@ Languages Description
¥ Subject matters A
" Language Spanish (Spain v
W Rate cards e s (Spain)
" Date 03-11-2013
™ Qualifications
& Access rights
ogr— e
ol Rating
B Tasks

Users — Qualifications

User Editor - Access rights: If you give a user a role other than Administrator, the Access rights
tab will appear. This tab allows you to define what the user can do in these areas.

Customers

If you do not specify a customer, then the user will be available to work on projects for all
customers. When a user has access to all customers, they will also get access to newly created

Page 118



XTM User Manual — Project managers

customers. When some customers have been selected from the list, the user will have access only
to the selection. In such case, the user will not see projects for any newly created customers.

Projects
By selecting the “Only show this user's projects” option you can restrict the user from seeing
projects created by other people.

Editor
Choose whether the user can lock and unlock segments, only unlock them or has no locking rights.
Decide if the user can display metrics in the XTM Editor.

LQA

When you give a user access rights to show LQA results for an evaluee or evaluator, an additional
LQA section is visible on their Tasks tab. Depending on their rights, the tab displays projects in
which the user was involved as an evaluee, as an evaluator or both sections.

Terminology and Translation Memory
For TM and Terminology: There are two account types:

3) Customer specific. This account type can only access the TM and terminology of the
selected customers. When this option is selected, choose the required customers in the
multi-select box

4) Global expert. This account type can access all the TM and terminology in the system for
all customers.

You are also able to limit the user’s access to TM and Terminology to the user’s language
combinations by checking the available box.

For terminology you can determine if the users can modify, import, export, view and add terms and
for TM you can determine if the users can modify, import, export and view TM.

Concordance
Access to TM meta data and Concordance: You can set XTM to use the system’s global settings
for the user or you can define the user’s rights separately. The options are:

Use global settings

Full access

Access with customer details

Access without customer or project details
No access

Page 119



XTM User Manual — Project managers

Edit user

Customers
Customers Alpha
Catch
External author
Gamma
Marketing department
o Terminology test customer
XM
© General
# Address
Editor
Q@ Languages
Segment lecking rights None v
o Subject matters
Allowed to see metrics
b
W Rate cards a
™ Qualifications LoA
& Accessrights
Show LOA results for evaluee D
& Usergroups Show LA results for evaluator D
o Rating
B Tasks Terminelogy
" Account type @ oclosal (O Customer specific

Use user's language
combinations D

Users — Access rights

User Editor - User groups: If you want to add the user to a user group select the User groups tab
and then double click on the desired user group in the left hand box.

Edit user
User groups
Japanese > English Spanish > English
User groups French > Spanish French > English
Chat group
General
Address

Subject matters
Rate cards
Qualifications
Access rights
User groups

Rating

L]
“
@
L]
»
=
]
L
L]
B

Tasks

Users — User groups
User Editor - Rating: The rating section consists of two tabs.

The Quality tab displays the Linguistic Quality Assessment (LQA) results for the linguist. Results are
collected from LQAs that are performed in the workflow step after the step to which the linguist was
assigned. LQA results are stored for linguists only when the option “Yes, save result in user record” was
selected from the LQA dropdown list in Edit Workflow window.
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Edit user

Quality 96% Punctuality 100%
Project name Source language Target language Workflow step  Filename Score
=  Diesel English (UK) German (Germany)  translatel Diesel engine - Copy.docx 98%
= aquarius doc English (UK) French (France) translate’ Markting brochure fall.docx 20%
© General
= User guide 1392X English (UK) French (France) translatel Catch User guide 1392X.dacx 95%
# Address
@ Languages
¥ Subject matters
W Rate cards
™ Qualifications
& Access rights
4 Usergroups
o Rating
B Tasks
Linguist LQA results

Words

1276

75

383

Evaluator
Jenny Doe
Jenny Doe

Jenny Doe

Test completed
24-02-2017 11:02
18-10-2016 13:40

18-10-2016 13:31

The Punctuality tab displays the timeliness of deliveries by a specific linguist expressed as a
percentage value. XTM automatically verifies when a project has been finished on each workflow step

and calculates the average score.

The data displayed on this screen provides information about the average quality and punctuality

scores as well as quality scores for each project separately. To view the list of projects delivered on

time or late you can switch to the Punctuality tab. Project Managers can check linguist scores and
project details to see if a linguist is a good choice for the task at hand.

User Editor - Tasks: This tab lists the LQAs performed by the user. Project Managers can open the

Project Editor, download the LQA

LQA

Project name

= Diesel engine

General Open project editor

Address

Delete
Languages

Subject matters

Rate cards

Qualifications

Access rights

User groups

Rating

(i}
#
@
*
-
=
&
L3
L]
B

Tasks

Download LQA report

report or delete it from the list.

Edit user
uage
Source language = Target language = Workflow step ~ Filename Score Words
English (UK) German translatel Diesel 99% 1295
(Germany) engine.docx
nan English (USA) translatel Source 100% 46
many) file(2).docx

Users — Tasks

Evaluee

Admin

Administrator

Andrea Dogani

Test completed

13-04-2017
12:48:08 PM

20-01-2017
10:24:13 AM
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Importing Linguists

T : )
24 m Projects Customers Users Tasks Concordance ™ Terminology

Import users User list User groups LSPs View login history

Import

* Users o ° Choose Files | No file chosen

Download sample file 4

Importing linguists

If you have a list of translators and reviewers in another computer system, we recommend that you
export the list into a Microsoft Excel file, ensure the formatting is correct and then import this file
into XTM. Click on the green arrow to download a template of the Excel file. The specification for
the file is shown in Appendix 4.

Reviewing Users

You can view all linguists in the Users tab by clicking on “Users”. To modify a record double click on
the name. Clicking on the icon in the first column or right clicking on a User brings up a context
menu. From the context menu it is possible to:
e Edita user
e Activate/Deactivate a user to prevent them from logging in and performing any action in
XTM or to restore their privileges. When a user is deactivated they are unassigned from
their current projects, cannot be assigned to new projects, do not receive email
notifications and cannot be found in the advanced search.
¢ Set as unavailable/available to highlight that the user is busy, on holiday or sick etc. and
will not be involved in any new projects until they are available again.
e Unblock a user that has been automatically deactivated by the system for being inactive for
too long.
e Delete a user

( l m Projects Customers Users Tasks Concordance ™ Terminology

Import Users User list User Groups LSPs View Login History Add User
T . I T—
Username First name Lastname = Email Roles Workflow steps Language inati Quality ity
= Elizabeth Connors Elizabeth Connors wtomaszewski@xtm- Linguist Correct Afar Afrikaans (i]
(& Edit (Defaut) intl.com TM Expert LQA (South
& Deactivate Terminologist Review Africa)
) P Engish _ Afrikaans
(UK) (South
&x Delete user Africa)
English Lithuanian
(UK)
= John Doe John Doe wtomaszewski@xtm- Linguist Carrect English English (UK) (]
intl.com Loa (UK)
Review English Estonian
(UK) h
English Spanish
(UK) (spain)
= linglling Linguist Linguist wtomaszewski@xtm- Linguist Carrect English Polish (1]
intl.com LoA (UK)
Review German  “English (UK)
(Germany)
= HenryRow Henry Rowford wiomaszewski@xtm- Linguist Correct English Spanish 92% 100% (]
intl.com TM Expert LoA (UK) (Spain)
Terminologist Review English German
=+
(UK) (Germany)
English French
(UK) (France)

Context menu for linguists
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Clicking on the € icon in the last column displays further information about the user

i
ID: 2616
Country: United Kingdom
City: Gerrards Cross
Phone: +44 1753 480479 | 3
Mobile phone:

Popup information box about each user

Searching for Users

To search for a specific user type in the search field and then click the search button. XTM will
then search against username, first name, last name, email address.

( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Users User list User Groups LSPs View Login History

seeren m

Searching for linguists

User Groups

XTM allows you to create the following types of user group: First come first served, Allocation order and
Chat. The first come first served and allocation order user groups can be assigned to tasks in the
workflow. For First come first served groups all group members will receive an email advising them that
a new task is available. A user can then accept the task which will be recorded by XTM, while informing
the other group members that the task is no longer available. For Allocation order groups, an email is
initially sent to the first member of the group. The linguist can accept or reject the task. If it is rejected
the next person in the group will receive the email and so on until a linguist accepts the task.

A Chat user group cannot be assigned to tasks in the workflow, but can be added to any chat opened
using the XTM Messenger Choose chat participants... option regardless of stakeholders assigned to
the project.

Clicking on the User Groups tab brings up a list of the existing user groups.
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( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Import Users User list User Groups LSPs View Login History

Name Type Description Workflow steps Users Active

= French > English First come first served Carrect Elizabeth Connors (]
LoA Henry Rowford
Review

= Japanese > English First come first served Correct John Doe ]
LaA
Review

= Spanish > English First come first served Correct Elizabeth Connors (]
LoA Henry Rowford
Review Tom Stanford

Showing 1to 3 of 3 entries Show | 20 v entries

List of user groups

To add a new user group click on the add button and enter the details.

Add user group x
© General
1 * Name French > Spanish
" Type First come first served v
Description
4
* Workflow steps translate correct
review
LQA

2]
o

Active

m Clozs

Adding a new user groups

When you have selected the Allocation order user group type. You can select the order in which
users of this group are automatically assigned to tasks in the workflow. To change the allocation
order, drag and drop a user into the correct position in the order.

Eaituser group *
order  [] Username First name Last name Email Roles Workflow steps. Language combinations. Quality  Punctuality
& Accomsiohis 0 e Andrea Dogani wiomaszeveskigixim-inl.com Linguist Comect Engiish (UK Scottish Gaelic 100% o
Project Manager  LQA English (UK o irish
4 O astevens  Ann Stevens  wiomaszewski@xtm-intl.com Linguist Translate English (UK) = French (France L]
& TM Expert
- Terminologist
] dbrack Dean Brack wiomaszewskig@am-nt.com Correct 100 o
LaA
Review
m) idoe John Doe wiomaszewski@xim-intl.com Linguist Correct )
LoA
Review

Changing users’ allocation order in an allocation order user group

Click on the Users tab at the side to view the users who are a group. Additional users can be added
to a group either from within the user record or by clicking on the Add users button. Select the
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desired users by checking the box in the left hand column and then click the Add button.

D Username First name
D Elizabeth Connors Elizabeth
D HenryRow Henry

D John Doe John

D ling1ling Linguist
D Tom&tanfard Tom

D WojciechADMIN Wojciech

Showing 110 & of 6 entries Show |20 ¥ entries

Lastly define the language combinations for the user group. It will then be possible to assign the
user group to tasks in the workflow on the workflow tab of the project editor for projects with this

language combination.

Last name

Connors

Rowford

Doe

Linguist

Stanford

Tomaszewski

Email

wtomaszewski@xtm-
intl.com

wtomaszewski@xtm-
intl.com

wtomaszewski@xtm-
intl.com

wtomaszewski@xtm-
intl.com

wtomaszewski@xtm-
intl.com

wtomaszewski@xtm-
intl.com

Add users to group

Roles

Linquist

Project Manager
TM Expert
Terminologist

Linguist
TM Expert
Terminologist

Linguist

Linguist

Linguist

Project Manager
TM Expert
Terminologist

Administrator
Linguist

Project Manager
TM Expert
Terminologist

Workflow steps

Correct
LOA
Review

Correct
LOA
Review

Correct
LOA
Review

Correct
LOA
Review

Correct
LOA
Review

Correct
LOA
Review

Adding users to a user group

Language combinations

Afar
English (UK)

English (UK)

English (UK)
English (UK}

English (UK)

English (UK)
English (UK)
English (UK)

English (UK)
German
(Germany)

English (UK)
English (UK)
English (UK)
English (UK)

English (UK)
English (UK}

Afrikaans
(South Africa)
= Afrikaans
(South Africa)
Lithuanian

Spanish
(Spain)
German
(Germany)
French
(France)

English (UK)

Estonian
-Spanish

(Spain)

Polish
=English (UK)

Polish
Spanish
=(Spain)
French
(France)

Latvian
=Lithuanian
Estonian

Quality

4.6

Page 125



XTM User Manual — Project managers

Edit user group

6@ General

Add languages 0
o u
Delete selected rows °

@ Languages

Add languages

& Accessrights

Language combinations

English (UK} - -
Latin
Spanish (Spain}

Select source languages

Q0

English (UK} s e
French (France)
German (Germany)
Italian

Portuguese

Spanish (Spain)

* Select target languages

(A1}

Specifying the user group language combination
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Projects

Creating Projects

When you receive a translation request you should create a new project, upload the files, define
the workflow and assign a translation team to the project. XTM Engine automatically analyses the
documents, extracts the text and applies the TM. You then assign the linguists to the tasks in the
workflow. They in turn will receive an email to advise them they have a pending job. They can click
on the link in the email, log on and undertake the task of translation or reviewing. The final step of
this workflow is when you are advised that the translation and review is complete. XTM
automatically creates the target file making it available for you to download.

Click on the Projects tab and then the Add project button to start the process. The options available
during project creation depend on the configuration and permissions set by the XTM administrator.
You will only see the settings enabled for you, thus the screen you see may be different from
presented on the screenshots.

General information

Firstly select the customer name from the drop down list.

( I m Projects Customers Users Tasks Concordance ™ Terminology

Project list Templates Main dashboard

General information @

Customer name Borck
Project name

Description

Reference ID

Delivery due date

Workflow start date Leave empty to use project create date
Workflow due date Leave empty to use project delivery due date
Use previous settings O

Template Choose

Creating a new project

After entering the customer name the other sections of the project creation screen will appear. The
available language combinations will reflect any customisation made for the system or for the
customer.

Enter general information about the project- its name, description, reference ID, subject matter and
due date. If you have the Auto-calculate due dates for workflow steps enabled on the Configuration
> Settings > Projects tab, you will see two optional due date fields: Workflow start date and
Workflow due date. You can fill them in to increase the accuracy of automatically calculated due
dates or leave empty to use the project creation and delivery due dates instead.

If you select the “Use previous settings” option then XTM will automatically enter all the settings
from the last project for this customer.

If you have any global templates or customer specific templates for this customer then you can
select one of them from the pull down list and all the settings for that template will be automatically
entered.

Translation
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In the translation section enter the source language of the document and select one or more target
languages from the lists. Upload the files for translation by clicking on the browse button alongside
the field “For translation”. Locate the file, click open and the path to the document will appear in the
field. You may upload a .zip file that contains multiple files for translation. XTM limits the file size
that you can upload at one time to less than 150Mb. If you have files that are more than 150Mb

compressing them into a zip file may reduce their size below 150Mb.

XTM supports the following file formats for translation:

xlsm)

e  Microsoft Office (doc, docx, xls, xlIsx, ppt, pptx,

Microsoft Visio (vdx)

e  Open Office (sxw, odt, ods, odp)

Java property files

e  Adobe FrameMaker (mif)

JSON

e  Adobe InDesign (idml, indd, indb) DITA

e  Adobe Photoshop (psd) po, pot

e  Adobe lllustrator (fxg, svg) yml, yaml

e  PDF (converts file to Word) asp, aspx, ascx

o ixt resx, resw

o f rc

o ini iOS apps (strings)
o xIf, xliff Android apps (xml)

e MemoQ (mqxliff)

sdf

e  Trados Studio (sdIxliff)

Document template (tpl)

e  Trados (itx)

svg

e  Wordfast (txml) SubRip text (srt)
e xml SalesForce (stf)
e php Digia QT (ts)

. html, htm xhtml, xht shtml, shtm

Markdown (md)

Processing MS Office Files

If you are translating Microsoft Word or Excel documents it is possible to exclude certain text by
creating and setting the text to one of the following styles: Donottranslate, donottransiate,

DoNotTranslate or tw4dwinExternal.

An alternative method is to hide the text in Microsoft Word or hide the row/column in Microsoft Excel

so that XTM will not take the text for translation.
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Hiding a row in Microsoft Excel Hiding text in Microsoft Word

If an MS Word document contains an embedded Excel file then XTM will include the Excel text for
translation. However what is taken for translation depends on the Excel file that was used. If it was
*xls all sheets are taken to translation. If the file embedded in Word was *.xIsx only the active sheet is
taken for translation.

If a Microsoft Word file contains a table of contents (TOC) then XTM will exclude this text from
translation. It is possible then to recreate the TOC automatically after translation in MS Word. To do
this open the document in MS Word, right click on the TOC and select “update field” from the pop up
menu.

Processing XLIFF files

In addition to processing standard XLIFF files, XTM can process the following specific bilingual XLIFF
files:

e Easyling
e [xiasoft
e SDLXLIFF

For Easyling and Ixiasoft if the trans-unit contains more than one sentence, then XTM will not segment
the text further and will display all the text from the trans-unit in one cell.

SDLXLIFF has two options:
1) segmented source
2) un-segmented source

For option 1) XTM keeps the segmentation and does not segment the text further
and for option 2) XTM segments the source. To maintain the SDL segmentation and ensure that the
TM is consistent between the two tools, we recommend using option 1.

Processing HTML Files in XTM Visual Editor

To process HTML files in the Visual Editor you must take care that the images are handled correctly, to
ensure they are displayed in the WYSWIG view. The example below is a simple HTML file with a
relative path to the image. If you process this in XTM you will find the images do not display in the
Visual Editor.

<html>
<head>
</head>
<body>
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<img src="stickman.gif" width="24" height="39" alt="Stickman">
</body>
</htm|>

There are two ways in which the images can be made to appear:

1) The HTML should include a full URL pointing to the image.
For example <img src=http://xtm-intl.com/stickman.gif>

2) The head element of the HTML file should contain a base tag.
For Example
<head>
<base href="http://xtm-intl.com/" target="_blank">
</head>

XTM Connect for Adobe InDesign

If you have purchased the optional connector for XTM to Adobe InDesign Server there is additional
preview functionality. The InDesign Server can be either licenced by the customer or we can
provide access to the XTM International instance.

This connector provides the ability to:
1) Upload and analyse .indd files

2) Make use of the XTM Visual Editor to review the translation in context and update the target in
real time. This also includes the option to jump to a specific page in the document.

3) Generate a WYSIWYG pdf of the target file

4) Quickly and easily edit the translation. The preview pdf contains Live-Links from the text in the
preview to the relevant segment in XTM Editor.

Images in .INDD or .IDML files can be embedded or linked. When InDesign is configured for your
XTM account you have a section in project creation, under additional files called Preview files. This
section allows you to upload linked images and the fonts used in the document.

Additional files
Reference material © @ | Choose Files | Nofile chosen
Segment ID images © @ | Choose Files | Nofile chosen

Creating a project — uploading preview files

It is possible to upload a zip file with a directory structure of images for each target language. The
images can be updated at any time during the life of the project, as they become available by
opening the General info tab of the Project Editor and going to the Preview files section.

An example of the zip directory structure of preview files would be:
e path_to_image/graphic1.png
e path_to_image/graphic2.png
e pl-PL/path_to_image/graphic1.png
¢ fr-FR/path_to_image/graphic1.png

The InDesign preview method takes graphics from the localised directory level first. If a localised
version of the graphic is not present, then it will use the source version. This means that graphics
that do not need to be localised, do not need to be placed in the localised folders

The updating of the preview files has to be done by the principal project manager and is not
available to subcontractors.
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Other fields
If you attempt to upload a file type that is not supported, XTM will display a warning message and a

project will not be created.

Translation

@

Source language

Pre-processing

New source language

Swedish

Yes, source segmentation

English (UK) M
Target languages Dari - Dutch

Divehi o French(France)

Dothraki German({Germany)

Dutch({Belgium) - Spanish(Spain) -
Subject matter Other v
Enable TAUS DQF
TAUS DOF Quality High Quality v

TAUS DOF Content type

User Interface Text

For translation € @ | Choose Files | Nafile chosen
Analysis template SeqiDCustCol v
Joining files
Join files by @ Extension
O DITA Map level
Additicnal files

Reference material © © | Choose Files | Nofile chosen

Preview files € © | Choose Files | Naofile chosen

Segment ID images © © | Choose Files | Nofile chosen

Creating a project — Translation section

Pre-processing is available during project if it has been activated in the Configuration tab. Pre-
processing can be used to

e lock segments so that they are not taken for translation,

e edit the source text prior to the translation when the new source language is the same as
the original source language and

e make use of a pivot language in the translation process. In case of the pivot language,
source language is firstly translated into one language and then that target language
becomes the new source for the translation into other target languages.

Subject matter this defines the field of knowledge necessary to provide a meaningful and accurate
translation for a project. It is best to select linguists whose subject matter, or specialization,
matches the one of the project.

Enable TAUS DQF. When TAUS DQF is enabled on the system level, it is possible to track
translation quality and productivity using the TAUS DQF service. TAUS projects have additional
settings that include a choice of the expected translation quality level as either High Quality or
Good Enough. Project data can be then categorized in TAUS using the TAUS DQF content type.

Analysis template this field become visible when an analysis template has been created for the
account. Analysis templates can be used to achieve a number of different goals that include
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specific selection of source text for translation from source files, hiding code inside translatable
segments or ensuring product names are not translated. XTM International staff can help you to
configure an analysis template to use regular expressions as part of the file analysis process.

Regular expressions can be used to:

e Convert part of the source text into inline elements before translation and then restore the
original text in the target file. This is especially useful for variables in text like %value% or
$[value] and can be used to prevent accidental corruption of the variables by the translator. It
also reduces the translatable word count. This processing can be set to work for all file types
or as a part of a project specific analysis template.

o Convert specific text in the source document. For example all instances of one word can be
automatically converted to another. The regular expression is only applied to the content that
is taken for translation so hidden content remains unchanged. This option needs to be
configured per file type, but can also be a part of an analysis template.

e Convert specific text in the source document to string metadata. For example all instances
where text is used to describe a context or string location can be automatically converted into
a column in the XTM Editor. There are no limits to the amount of metadata that can be
displayed or the number of columns that can display it. The regular expression is only applied
to the content that you have defined as metadata. This option needs to be configured per file
type, but can also be a part of an analysis template.

e Convert specific text in the source document to string length restrictions. For example all
instances where you have listed the string length can be automatically converted and used as
the length restrictions in the XTM Editor. This means warnings can be applied where the text
is too long. The regular expression is only applied to the content specified by the regular
expression. This option needs to be configured per file type, but can also be a part of an
analysis template.

e Convert comments added to source files into normal segment comments. This way additional
context or string instruction can be carried over from source files.

e Detect language codes in source documents. When defined, XTM will automatically place the
correct target language in the correct area. For example, where text is used in columns and
target languages need to be populated in adjacent columns, this is nhow automated reducing
the post processing work for multilingual files. In order to use analysis templates like this you
have to use XTM language codes and it needs to be configured per file type, but can also be a
part of an analysis template.

e Detect String ID in the source document. When defined, XTM will automatically place the
correct String ID under the segment. This enables you to use ID based matching for Excel
files. For example. when string ID based matching is used in XTM it enables the user to use
features such as linking images to segments or using the segment filter based on IDs in the
XTM Editor. It is very useful for software localization and dramatically improves translation
memory matching. This needs to be configured per file type, but can also be a part of an
analysis template.

Joining files. The join files check box allows you to merge files with the same file format. When
the project is created, the joined files will be displayed as one file for each file format. More joining
file option, such as Join files by, can be configured on the Configuration tab > Settings > Projects >
Joining files in sets.

This will simplify managing the translation workflow enormously. To use this feature all the files that
are to be joined should be uploaded in a single Zip file.

Additional files. The field “Reference material” is to allow you to upload additional information that
may assist in the translation process, for example a style guide, .pdf of the document or a glossary.
It can be used as well to upload preview and segment ID images files.
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Workflow

In the Workflow section you can select one of the predefined workflow templates for the entire
project or different workflows for target languages. The section also includes other workflow
settings.

Workflow @

Main workflow Translate , Correct M e

Use different workflows for target
languages

Language specific 0 Q

Dutch Estonian v
workflow
Translate v
o ° German (Germany) v
Translate -> Correct # Review v

Automatically finish §te|>s where all
segments are green/done

Workflow for non-analysable files  []

Creating a project — Workflow section

Automatically finish steps where all segment are green/done. You can use this option to
automatically push fully matched files to another step in the workflow.

Workflow for non-analysable files. By default, non-analysable files such as images, corrupted
files, empty files or files in unsupported file formats are not included the workflow. In order to add
these files to the workflow, you have to enable this option and select the same or different workflow
for them.

Work flow definitions

Project Processing one or more files from one source language to one or more target
languages.

Job Processing of one file from the source language to one target language.

Step The default workflows in XTM are composed of steps; the steps that are available by

default are: translate, correct, review, approve TM and LQA and with the following
functionality.

Step name User functionality
Translate Edit target text

Manually add comments

Edit target text

Manually add comments. If the target
Correct text is changed a new comment is

automatically created to record the
change made

Review Manually add comments
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Automatically approve the TM of
changed segments, segments set to

Approve TM done or ICE and leveraged matched
segments.
LQA Users can check translation errors.

The system administrator can also create custom steps.

Bundle The project manager may divide the text segments into sections which are called
bundles. Bundles can be allocated to different linguists.
Task Processing a bundle in one step is a task.

When creating a new project by default each job contains all the segments from the file (e.g. if a
document has 150 segments XTM creates the tasks for segments 1-150). The project manager
can then split the default tasks into smaller parts. Each bundle in the project follows the same steps
in the workflow.

XTM contains a number of default workflows which are:
- translate

- translate # review

- translate # review # review

- translate -> correct

- translate -> correct -> correct
- translate , correct

- translate , correct -> review

- translate , review

- translate , review -> review

- translate # correct

- translate -> correct # review

Between the steps there can either be a "," a "->" or a "#”".

The "," means that steps can be processed simultaneously.

The "->" means that the next step cannot be started until the previous step for that bundle is
finished.

The "#" means that the next step cannot be started until the previous step for all the bundles have
been completed.

For each task a linguist can do three things:

- finish the task

- reject the task

- decline the task — if the linguist declines the task the PM will have to assign it to another person
Using the workflow example 1 above:

Example 1

Translate 1 , Review 1 -> | Review 2

Bundle 1 | Task (translate1,bundle1) |, Task (review1,bundle1) | -> | Task (review2,bundle1)

Bundle 2 | Task (translate1,bundle2) |, Task (review1,bundle2) | -> | Task (review2,bundle2)

In this workflow example:
e Once the workflow has been started, Translator 1 and Reviewer 1 can work simultaneously.
o The tasks in Review2 are initially not active.
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o When Reviewer1 has finished reviewing bundle1, the task Review2 for bundle 1 becomes
active and Reviewer2 can start work, irrespective of the status of bundle 2.

Example 2

Translate 1 # Correct 1

Bundle 1 | Task (translate1,bundle1) | # Task (review1,bundle1)

Bundle 2 | Task (translate1,bundle2) | # Task (review1,bundle2)

In this workflow example:
¢ Once the workflow has been started, only Translator 1 can start work.

e The tasks in Correct1 are initially not active.
e The tasks in Correct1 only become active when both bundles 1 & 2 have been finished in
Translate1.
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Settings
Settings @
Use the selected customer's O Terminology O ™ @ Terminology and TM
Select customers Adobe Experisnce Manager Alpha
Borck °
CatchPhrase °
Dorothy b
Use not approved memory
Hide repeated segments a
Allow editing of ICE segments
Set ICE matches from not approved L .
B — O (O Allexcept last step (O First step only (® Allsteps
Set leveraged matches from R L L s
approved T to done O (O Allexcept last step (® First step only QO Allsteps
Set leveraged matches from not o L L .
approved TM to done O (O Allexcept last step (® First step only QO Allsteps
Set non-translatables as done O (O Allexcept last step (® First step only QO Allsteps
Mark segment as locked Choose... M
Menitor target length D
Alternative translations D
Run Terminology extraction D
Use approved terms only D
Disable term decoration D
Project requires authorization No v

Project creation — Settings sections

Selecting translation memory and terminology XTM automatically tags TMs and terminology
with the customer name. When you create a project XTM automatically uses the customer’'s TM
and terminology for the matching. However, you can also use other TMs and terms for this project
by choosing customers from the box entitled “Select customers”.

Use not approved memory. By default, XTM only uses approved TMs for matching. However, you
can use non-approved TM by checking the box “Use not approved memory”. It is important to note
that XTM automatically approves TM when a project has been completed, so by selecting this
option you may be using TM that has not been through a correct or review process yet.

Hide repeated segments. The option allows you to hide repeated segments when repeats exceed
a specified percentage part of a file. When the specified threshold condition is met and the project
is being opened in the XTM Editor a filter called “All segments except repeats” is triggered
automatically. The filter hides repeated segments but displays all other segment types including the
source of repeats.

The filter can be deactivated in XTM Editor and activated again but it is not available for projects
where the hide repeated segments option was not activated.
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Allow editing of ICE segments. Select this option to unlock In-Context Exact matches for editing.

Setting matches to done. There is a number of options that can immediately set specific types of
matches or non-translatables to done without the need to confirm them in the XTM Editor. These
segments can be set to done in the first workflow step, in all workflow steps or in all workflow steps
except the last one.

Set ICE matches from not approved All except last step First step only Al steps
All except last step st step only All steps

e a o @) O]

Set leveraged matches from O (O Allexcept last step (® First step only QO Allsteps

approved TM to done :

Set leveraged matches from not WereamilEs: o First step onl All stens
All except last step st step only All steps

approved TM to done D O @ o

Set non-translatables as done O () Allexcept last step (® First step only QO Allsteps

Project creation — Settings — Setting matches to done

Mark segment as locked. You can the segments to lock from:
e Match type is approved or not approved ICE and Leveraged
e Match type is approved ICE and Leveraged

Monitoring target length Checking this box allows the linguists to monitor the number of
characters in the target segment. There are three options that appear which enable you to set the
character limits of the target segment.

1) XTM will calculate the upper and lower character limits based on the number of characters in
the source text plus or minus a specified percentage.

2) XTM will calculate the upper and lower character limits based on the number of characters in
the source text plus or minus a specified number of characters.

3) An exact number of characters for the upper and lower limit.

Monitor target length
Target cannot be shorter than Target cannot be longer than
Source less X % Source plus X %
Source less X characters 10 Source plus X characters 10
X characters X characters

Defining the upper and lower limits of the target text

XTM controls the target length of a paragraph and not a sentence. These segments are separated
by a dotted line in XTM editor. Thus for example when translating an Excel file, XTM controls the
length of all the text in a cell or in an XML file all the text in an element.

Alternative translations. If set in Configuration and for the customer, the Alternative translation
check box will be visible when creating a project — enter a check and the number of alternatives to
activate the feature for the project.

When this option is active, XTM segments the source text by paragraphs and in XTM Editor
displays each source segment multiple times. There is a recommended translation followed by the
set number of alternative translations, all of which can be completed by the translator. Each
alternative translation has a field to enter a back translation.

The comments section can be used as a place to enter the rationale for each translation. A
reviewer may choose the desired alternative translation and copy it from the alternative to
recommended translation. Only the recommended translation will be used to generate the target
document.
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Additionally, the Alternative translation report can be generated and downloaded from Project
Editor, Files tab, Previews. This gives you an Excel file containing all the translations, back
translations and comments on one sheet.

Run Terminology extraction. XTM will extract a list of candidate terms as an additional step in
the file analysis. The candidate terms are produced as an Excel spreadsheet which can be
downloaded from the Download option of the Context menu in the Project listing.

Use approved terms only. Check this option to use only terms with the Approved status.

Disable term decoration. Check this box to turn off highlighting of terms found in the source
language of the XTM Editor. You can still select a word and use the context menu to add it quickly
to the terminology.

Project requires authorization. Check this box to notify Customer Project Managers about newly
created projects and request their confirmation to proceed with the translation. You have the option
to require authorization for all projects created for the specific customer or only projects that
exceed the word count specified.

Machine translation

XTM has been integrated with a wide selection of machine translation engines. The MT engines
that are visible and available for selection during project creation depend on what has been set up
by the system Administrator for the entire system or on a customer level. The MT engines are:

Google Translate
Omniscien Technologies
Tauyou

SmartMATE

Microsoft Translator
Safaba

KantanMT

CrossLang

Amplexor

Lingo24

Oneliner

Lionbridge GeoFluent
SYSTRAN Pure Neural™

For Google, Tauyou, SmartMATE, MS Translator, XTM works by sending the source text segment
by segment from within XTM Editor for matching. Which segments are sent for MT matching is
determined by the settings entered on the Configuration tab > Settings > Translation > Machine
translation. Segments that are not matched by the TM will be shown as MT matches in the project
metrics. When an MT system is selected for use, the translator will have the option to view MT
matches in XTM Editor.

Omniscien Technologies, Safaba, KantanMT, CrossLang, Lingo24, Oneliner, Lionbridge GeoFluent
and SYSTRAN Pure Neural™ work by sending the entire XLIFF for matching and for this reason
the project creation may take longer when this option is used.

With Amplexor and Microsfot Translator you can decide when segment are sent for machine
translation: during project analysis or on a segment-by-segment basis in the XTM Editor.

It is important to consider data security when using MT matching as your data may leave the
security of the XTM system during this process.

When you have filled in all the fields click the create button at the bottom of the page.
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Tag settings

When you are creating a new project if you have set up tags and penalty profiles in Configuration -
> Data, a tags section will appear at the bottom of the page — Section 5.

To apply either a TM or term penalty profile to the project select the profile from the pull-down list.
Any TM or terms in the XTM database that match the criteria in the penalty profile will be penalized
and the modified match will be shown in XTM Editor.

Then set the tag group and tags you wish to use for this project. Any TM or terms that are created
during the project will be tagged accordingly.

Tag settings @
TM penalty profile Tablets v
Term penalty profile Tablets -
Set tags for @ TM and terminology O TM and terminology separately

Set tags for TM & terms
Choose v

The tag settings section that is visible when tags have been created in configuration

Word count usage

If you have an XTM Cloud Freelance or Small Group Account, there is a limit on the number of
words that you can process through the system.

Each month your account will be automatically credited with the specified number of words and you
can also buy additional words on-line as you require them. Then as you process jobs the words will
be deducted from your running total.

The words in ICE matches and non-translatable segments are not counted or deducted from your
word allowance.

The words are not deducted during project creation. This gives you the possibility to check metrics
and open XTM Editor in read only mode to check segmentation. The project is activated and words
subtracted from your allowance when one of the following happens:

e XTM Editor is opened with full read write access

¢ When you generate any of the files on the Files tab

e For a Group account if a workflow action is performed such as assigning a user to the workflow
or starting the workflow

Once the project has been activated the words are subtracted and this cannot be undone.

At the end of the month any unused words on your account are carried forward to the next month.
This only happens for one month after which the unused words are lost. XTM will always use the
oldest words first.

Templates

A template stores the settings for creating a project and allocating translators. It can be customer
specific or global. Global templates are available for projects from all customers. By using a
template to create a project you can reduce the time to create it, by entering virtually all the
required information with just one click.

Templates can be created either when creating a new project and clicking on the “Save as
template” button at the foot of the page or from the project listing menu. When you select either of
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the above the create window appears.

Create template ®

M
| ame Technical manual template
Type
| @ Customer specific O Global

| Description Use for all manuals

m C|Ose

The Create Template Window

To view and edit templates click on the Templates tab at the top which displays a list of templates.

(T m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Project list Templates Company dashboard

Name Description Customer Created by Create date Source language
= For manuals Alpha Wojciech Tomaszewski 25-10-2016 16:05 English (UK)
= Technical manual template Use for all manuals Alpha Wojciech Tomaszewski 25-10-2016 15:51 English (UK)
= Workflow 64 Catch Wojciech Tomaszewski 24-06-2016 15:08 English (UK)
Showing 1to 3 of 3 entries Show | 20 v entries

The Project Template line listing

To delete a template click on the menu icon in the left hand column and select delete.

Project list Templates Company dashboard

Name
Edit (Defautt) plate
Delete
Showing 1to 2 of 2 entries Show | 20 ¥ entries

The Project Template line listing menu

To edit a template either select edit for the line listing menu shown above, or click on the template. The
Project template editor will open where you can alter any details.

Project template editor - Technical manual template %
General info Name Technical manual template
Project details Description Use for all manuals
Workflow -
Customer Alpha M
Date created 25-10-2016 15:51
Greated by Wojciech Tomaszewski

The Project Template Editor - General info
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General info

Project details

Workflow

Translation

Project template editor - Technical manual template

Source language

Target languages

Join files

Subject matter

Custom fields

English (UK)

French (France)
German (Germany )
o Spanish (Spain)

o

Other

Reference
symbol

Settings

D Approved by the supervisor

Workflow

Workflow for non-
analysable files

Use the selected
customer’s

Select customers

Allow use of not
approved memory

Allow editing of ICE
matched segments

Set ICE matches from

Translate

Terminology “'TM ®TM and terminology

Alpha

Catch

External author o
Gamma

Marketing department 0

Terminology test customer

a

a
a

not approved TM to done ®All steps First step only (VAll except last step

Set leveraged matches D
from approved T to All steps “First step only (Al except last step
done

Set leveraged matches D

from not approved TM to All steps ‘®First step only (All except last step

done

Monitor target length
Use Anonymization
Term extraction

Disable term decoration

Machine translation

]
O
a

System default (No)

Use Google machine
translation

Do not search for an MT
match when one of the
selected matches exists

Populate target with
match

Tag settings

O

TM penalty profile
Term penalty profile
Set tags for

Settags for TM & terms

ICE 95-99% 95-99% fuzzy
fuzzy repetition

Leveraged 85-94% 85-94% fuzzy
fuzzy repetition

Repetition 75-84% 75-84% fuzzy
fuzzy repetition

Never

Tablets

Tablets

® TM and log; TM and terminology sep

Choose... v

The Project Template Editor — Project details

Project template editor - For manuals ®
® General info D Automatically start the project
Source language English(UK)
Es Project details -
languages . Review 1
=1 Workflow French (France) French > English ¥ | Rowford Henry (HenryRow) ¥ | Doe John (John Doe) v
Spanish (Spain) Spanish > English ¥ Rowford Henry (HenryRow) ¥ Doe John (John Doe) v

The Project Template Editor — Linguist assignment
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Customizable columns in the project listing

You can choose what data you want to display in the project listing and the order of the columns.
This can include data from any Project Custom fields you have created. To do this click the Columns
button to open a pop up window with all available columns. Check the ones you want to show. To
change the order of columns, drag the name and drop it in the desired position.

In the Tooltip section of the window, select the tooltips you want to display when you place the cursor
on the & icon of a project. If you are an administrator and want to select the default columns and
tooltips for all users, check the box for Update system defaults before you click Save.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Project list Templates Company dashboard

Simple search Advanced search = Actions

at are you lo fo m My projects All Archived All Filters = Columns +
Name Source language Target languages Time created m Tooltip

= Diamond surface English (UK) German (Germany) 18-10-2016 10:C Searc Q
= Marketing brechure winter Japanese English (UK) 18-10-2016 10:C N
ame
= CR Transmitter W3000 English (UK} French (France), German 18-10-2016 09:5 Source language
(Germany), Spanish (Spain) Target languages
= User guide 1390 German (Germany) English (UK) 18-10-2016 0% Time created
Time due
= QuickConstr English (UK) Danish, Finnish, Norwegian 18-10-2016 094 D ' ‘
Analysis template @
= WRX Radio 3052 English (UK) French (France), German 18-10-2016 09:3 D Archived status =]
(Germany), Spanish (Spain) D
) Created by [=]
= SRx2022 English (UK) French (France), German 18-10-2016 09:3 D Customer
(Ceona) [[] Datecreated
- ~ N = [[] patedue
Showing 1to 10 of 10 entries Show 20 ¥ entries D Finsl aut vt
inal auto price excl val =] -

Copyright 2005 - 2016 XTM Intemnational Ltd. Al Rights Reserved m RESEDCEELD LT

Project listing

Page 142



XTM User Manual — Project managers

Filters = Columns =

w
(1]
o
=l
5

Name
Source language
Target languages

Date due

(< Qo QB

Time due

Date creatsd %3

Time created

Project manager

G)
Analysis template =]
Archived status &

Created by

00000 s

Customer

Update system defaults

Cancel

Drag a column name to change its position on the project listing

Filters = Columns =

Columns Tooltip

w
(1]
©
=l
e

Payment status %3

Analysis template
Created by

Final auto price excl
vat

Final price excl vat

Final auto price incl
vat

Final price incl vat

Google machine
translation

I}

SoooooOooe

Project template

Update system defaults

Cancel

Drag the data name to change its position in the project tooltips
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Searching for Projects

When displaying the list of projects firstly decide if you want to view just your projects or projects
belonging to all project managers and click the relevant button in the search line. Then you have
the option of viewing current projects, archived projects or all of them.

To refine your search there are two options for finding projects — the Simple or Advanced search.

1) The simple search. Click on simple search tab to make it active and then type in the search
field. XTM will then search against the project name, ref. ID, customer name, source language,
date created, due date, minimum status or maximum status.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Project list Templates Company dashboard

Simple search Advanced search « Actions

m My projects All m Archived All Filters = Columns +

Name Source language Target languages Time created * Time due
= Diamond surface English (UK) German (Germany) 18-10-2016 10:04 31-10-2016 13.00
= Marketing brochure winter Japanese English (UK) 18-10-2016 10:01
= CR Transmitter W3000 English (UK) French (France), German 18-10-2016 09:59 28-10-2016 15:00

(ermany), Spanish (Spain)

= User guide 1390 German (Germany) English (UK) 18-10-2016 09:58 27-10-2016 15:00
= QuickCenstr English (UK) Danish, Finnish, Norwegian 18-10-2016 09:43 18-10-2016 17:00
= WRX Radio 3052 English (UK) French (France), German 18-10-2016 09:38 19-10-2016 12:44

(Germany), Spanish (Spain)

= SRX2022 English (UK) French (France), German 18-10-2016 09:32 24-10-2016 15:44 (i ]
(Germany)

Showing 1to 10 of 10 entries Show 20 v |entries

Project simple search

2) The advanced search. Click on advanced search tab to make it active.

( I m Projects Customers Users Tasks Concordance ™ Terminology

Project list Templates Dashboards

Simple search Advanced search « Actions

Project name Customers Payment status Wworkflow status
- v ~
Project ID Project Manager PO number Linguists employed
v v
Reference ID Creator Date created Source languages
v v English (UK) v
O match empty value Project status Date due Target languages
Current projects (Active and Auto-zipped) - v German (Germany) French (France)  + | %
Cancelled jobs Date completed
[ show projects with cancelled jobs v
Overdue

D Overdue projects D Overdue steps
Custom fields ~

Save as Project filter Reset fields Filters = Columns v

Name Customer  Source language Target languages Timecreated * Timedue Minstatus Max status Project Manager Datecreated Confirmation Final auto price excl VAT
=  XTMwebsite Alpha English (UK) French (France), 04-09-2018 Not Translate 1 Wojciech 04-09-2018 Not 2178.00 (: )
localization German 11:45:59 AM started Administrator confirmed
(Germany),

Spanish (Spain)

Showing 11to 1of 1 entries Show 50 v |entries
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Project advanced search

You may search by:
Project name
Project ID
Reference ID
Customers
Project Manager
Creator

Project status
Payment status
PO number

Date created
Date due

Date completed
Workflow status
Linguists employed
Source language
Target languages

For the target language field you have the option to find projects containing:
e any of the selected target languages
o all the selected target languages
o only the selected target languages

Additionally, you can filter by the target language workflow status:

e Started

e Not started
¢ Finished

¢ Not finished

For the two date fields there is a drop down list of date ranges, however you can also enter a
custom date range. When you choose "Custom range" from the pull down list a new field appears
below where you can enter the required dates.

Smart filters

Smart filters are advanced search settings saved for later use. You can apply smart filters to the
project listing to quickly find the relevant projects.

You can create smart filters on the Advanced search tab. Choose the search criteria, and click
Save as Project filter. Decide if the filter should be available only to you or to all project managers,
enter a name for the filter and select the sorting method, then click Save.
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Save as Project filter »®

@ Private O Public

Mame .
English source text

Sort by
R Mame v

Sort order
- ASC v

The Save as Project filter dialog

Smart filters are available for use on the project listing. Selecting a filter will perform the configured
advanced search and will efficiently return the matching results. Private filters are distinguishable

by the O icon. To change a filter name or delete it click the icon by the name of the filter.

Filters = Columns =

O Paid projects
' My current projects
Marketing
- O English source text l@ i
! All not started projects
All overdue projects
| All overdue steps

| Al partizally finished projects

Smart filters

Actions for Projects

On the Actions tab you are able to carry out a number of actions on multiple projects
simultaneously. Select the desired projects by clicking in the box in the left hand column. Then
select the action from the pull down list and click Run. The available actions are
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Project list Templates Main dashboard

Simple search Advanced search « Actions

éCDIT‘t-iI"EG metrics v m -*ﬂ

Choose ...

Basic
Activate [g i | B 1
Approve T
Delete projects leaving TM
Delete projects and project TM
Manage workflows

Reports
Combined metrics
Project delivery dates
Statistics summary
Costs and metrics

The available project actions

Archiving and activating projects

Zipping or archiving finished projects is an important house-keeping task that ensures good backup
speed, disk access speed, browser speed, database speed and server maintenance.

Zipping is an automatic process that XTM performs on a daily basis. It zips all the files in certain
projects, but does not mark them as archived. Archiving on the other hand is a manual process that
zips all the files involved in a project and marks the project as archived.

XTM will automatically zip all projects that fit into these categories:
1. Finished projects that have not been used for 5 days
2. Unfinished projects that have not been used for 15 days.

The definition of “used” is the project has not been opened in XTM Editor or Project Editor or no
“action” on the Action tab has been taken on the project.

When a current project has been zipped it will remain on the current project listing, but will be
italicised and the project menu icon will be grey.

Projects can be manually archived from two locations.
1. The simple search tab list of projects: individual projects can be archived by clicking on the
context menu icon in the left hand column and selecting “Archive project”.

2. The Actions tab list of projects: Select the projects by clicking in the check box in the left
hand column, select Archive project from the pull down menu and click the “Execute”
button. This option is useful if you have many projects to archive.

If you have many projects to archive we do not recommend archiving them one after another from
tooltip menu as this can create a high load on the XTM system. However, if you select all the
projects on the 'Actions' tab and archive them all at once, this operation will be executed in batch
mode, so the work load will be queued.

An archived project will not appear under the current list of projects, the menu icon is grey and the

line test italicised.

Archived or zipped projects can be easily reactivated should you wish to access the files again by
selecting the item from the project menu.
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Name

1 ‘E Show metrics

|alal Show statistics

‘nter

10V
ﬂj Manage workflow
ﬂh Manage fies
2 Open Messenger 3

[@] Show Estimates
0 Show General { Default)

@ Actions Delete project and project TM
Delete project leaving TM

X Download 22l 26
Activate project

Save as template

Report problem

Activating a zipped or archived project

Approve TM

By default, XTM sets the TM generated in a project as approved on the last step in the workflow.
This default setting can be changed in the workflow editor. In addition, the TM for selected projects
can be set to “approved” manually from the actions tab.

Delete Project with or without TM

These options allow you to delete the selected projects while deciding if you want to keep the TM
generated in the project or not.

Manage Workflow

In order to enter the Manage workflow window perform the following steps:
¢ On the project listing go to the Actions tab.
e Select one or more projects by clicking on checkbox in the left hand column.
e Select Manage workflow from the dropdown list titled “Actions for selected projects" and
click the Execute button.

The Manage workflow window will open where your will find two tabs:
¢ Manage workflow — to manage workflows of one or more projects.

e Assign linguist — to manage linguist assignment for specified steps for one or more
projects at once, and start and finish the workflows.

Update project custom fields

Custom fields can be updated for multiple projects in one go. Running the Update project custom
fields command on the Actions tab opens the Update project details window.
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( l m Projects Customers

Project list Templates Main dashboard

Simple search Advanced search ~ Actions

;Ehoose... v m

Choose ...

Basic
Archive
Activate tomer  Source language
Approve TM
Delete projects leaving TM
Delete projects and project TM
Manage workflows (Germany)

Update project custom fields k
Reports

Combined metrics

Project delivery dates .
Statistics summary na English (UK)
Costs and metrics

ha English

Projects > Project list > Actions > Update project custom fields

In the pop-up, you can tick custom fields for modification and enter or select new values. Only
fields with the green tick are updated. Leaving the New value field empty does not erase the
former value of the custom field as long as the Update checkbox next to it is not ticked.

When custom fields are dates, they are automatically converted to users’ preferred time zones.

(T m Projects Customers Users Tasks Concordance ™ Terminology

Update project details

Custom field New value

Cost code

Customer contact ‘ Andrew Gryllis|

Follow-up with customer
Requires CEO authorization D

Stakeholders v

Projects > Project list > Update project details

Visibility of updated project custom fields to LSPs

By default, custom fields can be updated for all users of a single XTM account. If you want

subcontractors involved in the project to see the values of custom fields updated from the Actions
tab, contact XTM Support. When sending a request to XTM Support to enable visibility of updated
project custom fields, please indicate whether this should apply to all LSPs or just individual ones.

Subcontractors will only see values of the custom fields that were updated, provided that both the
custom field names, type and selection options exactly match those of the contractor that
requested the changes. Other custom fields will look blank to subcontractors.
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When a custom field is updated by a contractor but it does not exist in the subcontractor's XTM
account, it will not be changed.

Subcontractors can modify values of updated custom fields. When it happens, the new values are
changed only on the subcontractors side. If the contractor updates custom fields again, the
custom fields modified by the subcontractor will be overwritten and updated again.

If you do not want subcontractors to see the updated values of the custom fields, you can update
custom fields for each project individually using the Project Editor.

Multi-level LSP language delivery chain

When the language service delivery chain consists of multiple LSPs in a contractor-subcontractor
relationship, visibility of updated custom fields has to be enabled individually for each of the LSPs
that uses other LSPs as subcontractors.

Changing the workflow

The Manage workflow tab allows you to edit the workflow for all selected projects at once. This
provides similar functionality to the Project Editor->Workflow->Change workflow tab.

Change the workflow as required and click the Update button.

Workflow editor x|
o @ @ 2 o
translate A correct A review r E';jl
= v = v
Approve TM d
LoA Ho v No v
Date d 4 No
ate due 31-10-2016 13:00 04-11-2016 12:00 - Mo, but show existing errors
| Yes, den't save result in user record,
Populate linguist from template Mo templates available v
Update Close

The manage workflow window

If the selected projects have different current workflows a dropdown list will appear where you can
select which workflow to edit.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

v
Project list Templates Company dashboard

Manage workflow ®
Simple search

Action for selected proje frs = Columns v

The selected projects have different workflows. Flease choose a workfiow: | Choose... v

O [choose...

[translate
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Selecting the workflow to change

Once you have selected the workflow you will be informed which projects, use this workflow and
that only files which are using this workflow will be updated. The selected workflow will appear and
you can edit it in the normal way. By clicking on the "Update" button the changes will be saved.

Assign linguists to projects

To assign linguists to the selected projects click on the "Assign linguist” tab. Assign linguists or
LSPs to each step using the dropdown list or from the linguist table by clicking on "Linguist details
icon. You can also start, save or finish workflows. You will be informed which projects will be
changed.

Manage workflow x

Manage workflow Assign linguists

The selected projects have different source languages. Please choose a source language:  English (UK) ¥
The selected projects have different workflows. Please choose a workflow: | translate # correct # review ¥
Projects with English (UK) as the source language: Diamond surface

Target languages Translate 1 Correct 1 Review 1

German(Germany) Cave John (jcave) v £ | Doe John (jdoe) v B | choose... v

Assigning linguists to the workflow

Assign linguists for projects with different source languages and/or different workflow:
On "Assign linguist" tab select the source language form the dropdown list:

Manage workflow

Manage workflow Assign linguists

The selected projects have different source languages. Please choose a source languag

Choos

English (UK)

| Japanese

Assigning linguists to the workflow — Selecting the source language

Then select the workflow for the specified source language if the settings are different:

Manage workflow

Manage workflow Assign linguists

The selected projects have different source languages. Please choose & source language:  English (UK) ¥

The selected projects have different workflows. Please choose a workfl

translate # correct # review
| translate
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Assigning linguists to the workflow — Selecting the workflow

You can assign linguists or LSPs to each step using the dropdown list or from the linguist table by
clicking on the Linguist details icon. You can also start, save or finish workflows. You will be
informed which projects will be changed. When the selected projects have more than one target
language they will appear in separate lines.

Starting workflows:
On the Assign linguist tab make any changes you require, then click the "Start" button. Note that
all workflows from the list will be started, even projects that have more than one target language.

Closing workflows:
On the Assign linguist tab click the Finish button. Note that all workflows from the list will be
finished even projects that have more than one target language.

Reports
To download the last generated report again, click the x icon. The icon displays only after any
report has been generated. Reports are available for another download only during the same
connection session.

Combined metrics

Selecting this option generates an Excel file report summarising the metrics of all the selected

projects.
Project Dell laptaps 2, Indesign Date 15-06-2015 1415
test, Dell
Characters
Initial Segments Words Word % Characters Characters % excluding
spaces
Total count 246 3291 100 20104 100 17084
Non-translatable 2 5 0 32 0 29
Translation memory matching
ICE match 3 68 2 454 2 389
Leveraged match 0 0 0 0 0 0
95-99 Fuzzy match 0 0 0 0 0 0
85-94 Fuzzy match 0 0 0 0 0 0
75-84 Fuzzy match 0 0 0 0 0 0
Machine translation 46 738 22 3809 22 685
Internal matching
Repeat 10 10 0 70 0 70
95-99 Fuzzy repeat 0 0 0 0 0 0
85-94 Fuzzy repeat 13 230 7 1327 7 1115
75-84 Fuzzy repeat 4 22 1 147 1 128
Mo matching 168 2218 67 13580 68 11544
Progress - translate1
Done 18 273 8 1778 9 1522
To be done 228 3018 92 18326 9 15562
To be corrected 0 0 0 0 0 0
Progress - correct1
Done 7 165 5 1055 5 897
To be done 239 3126 95 19049 95 16187
To be corrected 1 6 0 35 0 30
Progress - review1
Done 0 0 0 0 0 0
To be done 30 498 100 3021 100 2558
To be corrected 0 0 0 0 0 0

A typical combined metrics report

Project delivery dates

This Excel report shows the due date and time for each step in the workflow for each file and when

Page 152



XTM User Manual — Project managers

the file actually finished each step. Steps that were finished late are highlighted in red.

A B C D E F G H
1] [ I [ [ I [ | [ I [ I I

2 | 173152 Dell laptops 2 Ponders  es ES 12-06-2014 16:39 not finished

translatel
=] = en_GB translate1

|

translatel correctl reviewl
Por que utilizar portatiles de Dell - ES 3.docx  due:12-06-2014 14:00 due:12-06-2014 18:00 due:13-06-2014 10:00
4 finished:12-06-2014 14:39 finished:12-06-2014 17:39 finished:-

The project delivery dates report

Statistics summary
This report includes the following fields:

Year-month, Date, Year quarter, Customer, Project name, Language, To be done, New words,
Matched words, Total count, ICE match, Leveraged match, 95-99% Fuzzy match, 85-94% Fuzzy
match, 84-75% Fuzzy match, 95-99% Fuzzy repeat, 85-94% Fuzzy repeat, 84-75% Fuzzy repeat,
Repeat, Machine translation, Non-translatable, No matching, alphanumicwords, measurewords,
numericwords, punctuationwords.

Costs and metrics

You can generate the following kinds of Cost and metrics reports.

Costs and metrics *®
Report type é;’:::ignn'ent and words v
Date created
Date completed
Status Al v

Include custom fields

The Assignment and words report
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Costs and metrics »

) A v
Report type ! Costs and metrics per Linguist l

Date created | | ) | |

Date completed | || |

Linguists
Step
Target
languages
Include custom fields
Dummy linguist | Choose ... v | |where no linguist is assigned v

D Use zeros for missing rates

D Use zeros for missing time

The report of Costs and metrics per Linguist

The costs and metrics reports provides additional filters: by linguist, step and language to narrow
down the results of the report.

Costs and metrics ®
Report type [ Costs and words per customer or custom field v 1
Date created | || |
Date completed | || |
Group by D Customer
D Custom field
Dummy linguist | Choose ... v | where no linguist is assigned v |

[C] use zeros for missing rates

[C) use zeros for missing time

The report of Costs and words per customer or custom field

This report filters the data by either Customer or a Custom field.
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This report provides a comprehensive choice of the most important project related data. You can
check the box, Use zeros for missing rates or times when linguists do not have rate cards or time

Report type
Date created
Date completed

Status

Dummy linguist

XTM User Manual — Project managers

Costs and metrics

[ Initial metrics, assignment and costs

All

Include custom fields

Choose ... A where no linguist is assigned

D Use zeros for missing rates

[OJ use zeros for missing time

The report of Initial metrics, assignment and costs

tracking set up. It also provides an option to choose a “dummy linguist” whose rate card settings can

be used for cost estimation either for the entire workflow or only where no linguist is currently

assigned.

Costs and metrics

Report type
Date created
Date completed

Status

Metrics, custom fields included

Al

Include custom fields

The report of Metrics, custom fields included
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Costs and metrics »
Report type Project cost, metrics per step v
Date created
Date completed
Status Al v
Include custom fields
Dummy linguist Choose ... ¥ | | where no linguist is assigned v

D Use zeros for missing rates

[OJ use zeros for missing time

The report of Project cost, metrics per step

This a comprehensive report that contains the basic information about the project.

Costs and metrics x
Report type Froject cost, metrics and assignment per step v
Date created
Date completed
Status Al M
Include custom fields
Dummy linguist Choose ... ¥ | | where no linguist is assigned v

D Use zeros for missing rates

D Use zeros for missing time

The report of Project cost, metrics and assignment per step

This report is similar to the report of Project cost, metrics per step but it also includes information
about the assignee.

Reviewing Projects

Click on the Projects tab and you will see a list of all your current projects. You can view other
projects by using the features on the advanced search tab. You can sort the projects by clicking on
any of the column headers.
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Tasks

Concordance ™

Terminology Xchange

Project list

Simple search

Templates

Advanced search «

Name

Showing 1to 7

Diamond surface
Marketing brochure winter

CR Transmitter W3000

User guide 1390
QuickConstr

WRX Radio 3052

SRX2022

of 7 entries Show 20 v entries

Actions

Company dashboard

Source language
English (UK)
Japanese

English (UK)

German (Germany)
English (UK)

English (UK)

English (UK)

All

Target languages
German (Germany)
English (UK)

French (France), German
(Germany), Spanish (Spain)

English (UK)
Danish, Finnish, Norwegian

French (France), German
(Germany), Spanish (Spain}

French (France), German
(Germany)

Project listing

Time created

18-10-2016 10:04

18-10-2016 10:01

18-10-2016 09:59

18-10-2016 09:58

18-10-2016 09:43

18-10-2016 09:38

18-10-2016 09:32

- Time due

31-10-2016 13:00

28-10-2016 15:.00

27-10-2016 15:00

18-10-2016 17:00

16-10-2016 12:44

24-10-2016 15:44

Filters =

Columns +

Hovering the mouser over the icon in the right hand column displays additional information about
the project including:

XTM ID
Reference ID
Subject matter

Google machine translation
Creation date / time

Created by
Project manager
Due date

Final price excl. VAT
Auto price excl. VAT
Final price incl. VAT
Auto price incl. VAT

Payment status

Number of reference material files, source files and target languages.

Analysis template:

Created by: Mikolaj Laver

Final auto price exd vat: 150.00
Final auto price incl vat: 184.50
Final price exd vat: 150.00
Final price inc vat: 184.50

ID: 4349

Payment status: Not required
Project template:

Ref ID:

Reference material: 0

Source files: 1

Subject matter: Other

Google machine translation: Mo
No. of target lang.: 1

Archived status: Active

Project manager: Mikolaj Lauer

Additional information about projects

Clicking on the icon in the left hand column displays menu which provides access to view and manage

the project.
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B Show metrics
|lil Show statistics
ﬂ.l Manage workflow
Ea Manage files
(@ ©Open Editor German(Germany )

% Open Messenger »

Show Estimates

@
0 Show General (Default)

[ Actions 3

d'n Diownload 4

Context sensitive menu for projects

This menu allows you to carry out the following tasks for each target language in the project:
o View the metrics.
o View the translator statistics

Manage the workflow

Manage the project files - generating and downloading the target files

Open XTM Editor

Open XTM Messenger

Then for the project in general you can:
¢ View the project estimates
o View the general details of the project.
e Carry out a number of actions on the project.
e Download reports

@& Show metrics

|ahil Show statistics

ﬂ Manage workflow

Eh Manage files

(& Open Editor »
¢ Open Messenger 3

Show Estimates

e

Show General | Default)

@ Actions Delete project and project TM
Delete project leaving TM

é’ D — Approve TM for this project
Archive project
Reanalyse project
Reopen project
Finish project
Accept leveraged & ICE segments
Save as template

Report problem

Publish in XTM Xchange

The Actions menu for projects

The actions that you can take are:
o Delete the project with any TM that you generated with the project.
e Delete the project leaving the TM in place.
e Approve the TM even if the project has not been completed.
e Archive the project. This removes it from the current list of projects, but it may be restored
at a later date.
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¢ Reanalyse the project — This recalculates the matching and metrics but leaves the
statistics and workflow allocations unchanged.

o Accept leveraged & ICE segments — This turns their status from orange to green and any
green segments are saved in the TM database as approved TM

e Confirm the project.

e Save the settings from this project as a template for use in future projects.

e Report a problem you are experiencing with the project. Selecting this option brings up a
window to enter details about the problem. XTM sends this message to the XTM support
team together will all the relevant information about the project to ensure a swift resolution.

e Publish the project in XTM Xchange — See chapter 9 for more details about XTM Xchange.

@& Show metrics
il Show statistics
al - "
11} Manage workflow

Eh Manage files
[# Open Editor 3

¢ Open Messenger 3

[@] Show Estimates
@ Show General (Default)

[* Actions »

-+. Download Extracted terms (generate}
Project history
Project delivery dates
LOQA report

The Download menu for projects
The reports that you can download are all in Excel format.

o Extracted terms: Alist of candidate terms that was automatically extracted from the source
file during analysis. The column headers for the terms report are:

Source language

Surface Forms - this is the form in which the term appears in the source text.

Frequency — the number of times the term appears in the source text

Remarks

Context — the context in which the term appears in the source text

Target language — This is intentionally left blank so that a translator can insert the

translation of the term before the terms are imported into the term manager.

O O O O O O

e Aproject history showing the time when any action was taken on the project and who took
the action. The column headers in the report are:
o Date [in Western European Time, WET]
User ID
User name
LSP ID — used if the project was subcontracted.
LSP name — used if the project was subcontracted.
Job ID
Project ID
Project name
Target language
File name
Action name
Additional information

O 0O O O OO OO OO0 Oo

o Asummary of when each step in the work flow was finished for each file in the project and
how this compares to the due dates. The column headers in the report are:
o Id —The project ID
o Name - the project name
o Customer
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Source Language

Created — the date and time the project was created

Due Date - the date and time the project was due

Finished - the date and time the project was finished and if the project is not

finished it will say “not finished”. Overdue items are shown in red.

Target Language — The target languages can be expanded or collapsed using the

little + in the left hand column of the spreadsheet

o File — The files for each target languages can be expanded or collapsed using the
little + in the left hand column of the spreadsheet

o Step1, 2, 3 etc. For each step in the workflow and for each target language the

report shows the due date time and the finished date time. Overdue items are

shown in red.

o O O O

o

e The LQA report. For a detailed explanation of the LQA process and report see the LQA
section in this manual
XTM Messenger

XTM Messenger simplifies and accelerates the exchange of information between project members.
Project managers can open chats with all linguists, linguists from a specific language or open custom
chats with only select users. Linguists can open chats with the project manager who created the
project, with other linguists translating for the same language or with all linguists involved in the
project. An administrator can enable or disable XTM Messenger for the entire system on the
Configuration tab.

Nickname and avatar

You can set a nickname and an avatar that will display next to your messages sent in a chat, on the
Configuration tab, on the User Details section. If you do not configure a nickname, your first name
will be displayed in the chat window.

Chat configuration

To open XTM Messenger settings, click the XTM Messenger icon and then the cog wheel. Project
Managers have the following settings:

e Enable emails about new chat created: all chat participants receive notifications about newly
created chats

o Allow linguists to create chat without PM: the option to open chat for linguists is then enabled

% Open Messenger ¥ O pen chat with PM
Open chat for PM and specific linguists

Open chat for linguists

XTM Messenger — Open chat for linguists
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Dear Translator,

We would like to inform you that new XTM chat has been created by

DeFount.

Project name: Transmitter 8XAH

Source language: English (UK)

Target language: French (France),German (Germany)
Create date: 2016-10-26 10:09

Due date: 2017-02-22 22:26

Chat created at: 2017-05-05 10:22

This message was automatically generated by XTM.

@ 2017 XTM International Lid - All Righis Reserved

Email notification about a new chat created

Opening a chat in XTM Messenger

The options to open chats are available in the context menu on the lists of projects and tasks. Project
Managers can choose the options to:

e Open chat for PM and all linguists
e Open chat for PM and specific linguists

e Choose chat participants...
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Name Date created 5
= Diacal 19-10-2016 E
E Show metrics 3
[alil Show statistics »
ﬂ Manage workflow g
Sl Eh Manage files ¥ low 200 ¥ |entries
[# Open Editor 3
(2 Open Messenger Open chat for PM and all linguists
Open chat for PM and specific lingy French{France|
[@] Show Estimates German(Germany )
Choose chat participants. .. S
€ Show General (Defaum; el
[P* Actions 3
d’, Diownload 3

Opening XTM Messenger by Project Managers

Choosing chat participants

You can create a custom chat and decide who to include in the conversation. A pop-up window
displays all users, LSPs and groups divided into categories that you can add to the chat.
Additionally, you can easily select to display only those assigned to the project or All.

Add users to chat x
Assigned to project Assigned n
PM/LPM Search for use Q Search for use Q
DTP Select users from the left be

Linguists Cave John (John)

Doey Johny (Jdoey)

Stevens Ann (Ann Stevens)
LSP French > English

Connors Elizabeth (Elizabeth Connors)
Rowford Henry (HenryRow)
User groups Localization engineers
Rowley George (George)
Spanish > English
Connors Elizabeth (Elizabeth Connors)
Rowford Henry (HenryRow)
Stanford Tom (TomStanford)

Language groups

Chat groups

Cancel

Choosing chat participants

Chat window

In the top bar of the chat window that opens you can find the name of the project relating to the chat
and who is involved in the conversation. You can add new users to a chat or see the users

participating in the chat after clicking the &> icon. Pictures displayed next to messages are the
avatars specified in User details or User editor. Type your message in the text input field and click
the green button or press Enter to send it.
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Add participants... -)> Tiger paig

PM + All linguists
Andrea 21-09-2017, 12:46:53 PM -
@
Filip Please make sure to deliver by
Wojciech [pm] [creat.. & Friday, this task | very important for

our customer.
Andrea
@
Dean
Hello!
Andrea

@: Sure! Will deliver on time!
-
Not )|
Type your message here... % n

A chat window for a project

You can have multiple chat windows open at the same time. If you open a new browser window
with XTM, chat windows opened in the previous tabs or windows will become inactive. Chat
windows will remain active in the latest opened window or tab.

Sending files using chat
XTM Messenger supports file transfer through the chat. Click the paperclip icon ? to open the file

selection window. Alternatively, you can drag and drop a file to send it. The maximum file size for
transfer is 10 MB.

Tiger campaign - x
<& PM + All linguists

5 Drop file here

o e ——————— i ——————

Sending a file through a chat using the drag and drop method

Images sent through the chat are presented as thumbnails and display in full size or full screen
when clicked. To download an image, right click it and choose Save image as... Files other than
images have their name and extension displayed in the chat window and immediately download
the transferred file when clicked.
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Tiger campaign
| PM + All linguists

Andrea 14:57
\,) perfect, thanks!
Wojciech 15:01
I Additional reference.zip
Dean 15:02

ok!

=
Type your message here % n

An image and a package transferred through a chat

Unread messages

The XTM Messenger icon is located in the top right corner of the screen. You can use it to open
existing chats. When you have unread messages, XTM Messenger will display the number of unread
messages in a small red circle on the XTM Messenger icon. A red dot next to a chat indicates there
are unread messages.

Transmitter 8XAH
& All linguists (French (France))

RX300
& PM + All linguists (English (UK))

Unread messages in XTM Messenger chats
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Dashboards

Dashboard Overview

The dashboards provide a management overview of your business. You can create multiple
dashboards each of which contain a number of graphs or widgets displaying your chosen
information. A dashboard can be given a custom name and docked to the submenu bar. The
graphs are displayed in a number of columns.

The dashboards are administered using the icons in the title bar.

The icon displays a menu that allows you to add a new column, edit the name of the
dashboard or delete it.

Add new column

Edit dashboard

Dashboard settings menu

The icon displays the pop up window below where you can, add, dock, load, edit or delete a
dashboard by clicking on the menu icon.

Manage dashboards

Company dashboard
My dashboard

Add

Manage Dashboards window

The widgets are managed using the icons in the widget menu itself.

Refreshes the data on the widget

Displays the configuration settings for the widget

Deletes the widget

Widget Settings

There are 4 settings that allow you to configure the widget. Each setting has a check box that when
checked means this setting will be permanently visible

o Filter projects: This field allows you to select which projects are used to prepare the data
o Group projects by: Set this parameter for determining the y axis of the graph

e Sort results by: the field entered here determines how the groups are sorted. You can
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choose if the values are sorted with the values ascending or descending.

o Number of groups to display. This parameter sets the number of groups on the graph. By
default, this value is set to 10. Groups with a null value are not displayed.

Finally, you can set the name of the widget by typing it in the title bar.

When you have entered your preferred settings click the save button.

Projects by linguist :: e X
Show on widget
Filter projects by
Create date period v Current quarter v
Choose. v
Group projects by
X Assignee

Sort results by

Cost v Ascending v

Number of groups to display

10

Willans Admin Bob

Willans Translator Bob
Moreno Carlos

Lyon Pete

Configuring a widget
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Projects Customers Users Tasks Concordance ™ Terminology Xchange

Praject list Templates Company

Dashboard name: Company dashboard —

Projects by Inquist flL » Y1 Projects by customer FRlE » 11D 4

wilans sdmin Bab reela Salutiors

willans Translator Bob TestCustome
e enn Carns Poreer
|yn Petp AR
Projects by target language o X Projects by department [ - 114
Create date period Current year bl Create date perlod Current financial year E
Showing 10 of & Shewing | 10 of 5
English (LK} Technical Do
Itzdian User marpsals
wiehsite

rarketing Do

Chinese Simplilied) Unkniren

Turkish

Typical Dashboards
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Project Editor
When you click a project, a screen with details and settings is displayed.

Project Editor - Diesel

General info General info

B Metrics

Project name Diesel
Statistics Description
Workflow 4
Reference ID
Files
Payment status Not required v
Estimates
Confirmation status Not required v
3 LA
Subject matter Other
TAUS Quality

TAUS Content Type

Source language English (UK)

Target languages French (France), German (Germany), Spanish (Spain)
Created by Wojciech Tomaszewski on 19-10-2016 at 17:49

Customer Alpha

Project template
Analysis template
Project manager Tomaszewski Wojciech v

Additional services

Date due 06-04-2017 12:42
Delivery
Use not approved memory

Allow editing of ICE segments

Project editor — General info

Project Editor - General info

This tab provides ability to view and edit much of the information and many of the settings relating
to the project.

The following items can be edited:

Project name, description, reference ID, payment status, confirmation status, target languages,
project manager, delivery due date, MT use, TM use, which customer’s TM and terminology to use
and monitoring of target length.

Next to the list of target languages there is an update button that allows you to edit the list. Clicking
on this button displays a window to add or delete languages.

3
Update target languages ®

Hungarian s French{France)
lcelandic German(Germany )
lgbo Italian

llocano
Indonesian o
Interlingua

Interlingue o
Inuktitut

Inupiak

Italian( Switzerland) -

Adding or deleting target languages from a project
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When the due date auto calculation feature is enabled, there are additional due date types
available for reference.

Date created 22-03-2018 11:41:35 AM
Workflow start date

Workflow due date

]

P

0181

=]

s

Delivery due date 31-03- 0:00 AM

Additional due date types in a project with automatically calculated due dates

It is possible to edit the TM penalty profile and the TM tag group from within the General page of
the Project Editor.

Set tags for @ TM and terminology D TM and terminology separately
Set tags for TM & terms ° Hardware
FCs Tablets
Laptops 0

Smartphones G

Editing the TM penalty profile and the TM tag group in the Project Editor

At the bottom of the general window there is a section to view and update the reference material.
The menu icon in the left hand column allows the reference material to be deleted or downloaded.

Reference material

Select files to upload Choose Files | No file chosen
File name File size Date uploaded
= QuickConstr.docx 13 kB 03-11-2016 12:49

Showing 1to 1of 1 entries Show |20 ¥ entries

The Reference Material section in the Project Editor

Project Editor - Metrics

This tab shows the metrics for each language in the project. The metrics are updated in real time
and show the exact progress of the job through translation, correction and review. The values can
be downloaded to the local PC in either CSV or .XLS format by clicking on the relevant button at
the foot of the window.

For character based languages the number of “words” is estimated by dividing the number of
characters by a factor. These factors are set on the Configuration tab > Settings > Translation. By
default, the values are:
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T ©
Language Characters / word
Korean 3.3
Chinese (Traditional) 2.8
Japanese 3
Thai 6
Chinese (Hong Kong) 2.8
Chinese (Simplified) 2.8

Editing the characters per word for Asian languages.

The number of characters in each segment is divided by the relevant factor and then rounded up to
the nearest integer to give the number of words in the segment. Then the number of words in each
segment is summed to give the total word count in the document.

Project Editor - Diesel

€ Metrics

Data Progress Charts

~ General - All languages

Characters
7 Files Characters  excluding
Initial Segments Words Word % Characters % spaces

Ll statistics

=1 Workflow

[ Estimates

Total count 150 3,906 100% 24336 100% 20616
B oa Non-translatable 0 0 0% 0 0% 0

Translation memory

matching

ICE match 150 3,906 100% 24336 100% 20616

Leveraged match 0 0 0% 0 0% 0

95-99% Fuzzy match 0 0 0% 0 0% 0

85-94% Fuzzy match 0 0 0% 0 0% 0

75-84% Fuzzy match o 0 0% o 0% 0

Machine translation 0 0 0% 0 0% 0

A typical metrics window

The machine translation category in metrics as its name suggest says how many segments, words
and characters have been translated by MT. You need to have one or more of the MT integrations
activated for this to show results. By default all the figures are set to zero. If you use Asia Online
MT the text without TM matches or repetitions are sent to be matched during analysis. Thus the
figures become visible after project creation. For all the other types of MT that can be used with
XTM we send the unmatched segments one by one during translation. Therefore the figures for
machine translation in metrics are updated on the fly as the linguists do their work.

Project Editor - Statistics

The statistics tab provides information about the quantity of translation completed by each linguist
for both the source and target in a project. The data is presented for each linguist, workflow step
and file and also when there are multiple files in a project as a total for each linguist per workflow
step. The data can be downloaded as a XLSX or CSV file. The source and target statistics are
updated automatically when a segment status is set to done.
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Statistics for Elizabeth Connors

File name: Diesel engine - Copy.docx
Step name: Translate 1

DATA CHARTS

Characters
excluding
Initial Segments Characters  Characters % spaces

Total count 80 100%

Non-translatable 0 0%

Statistics window.

Statistics for Admin Administrator o
File name: Diesel engine - Copy.docx =
Step name: Translate 1
DATA CHARTS
= ]

Characters
Characters  excluding
Initial Segments  Words  Characters % spaces
Total count 4 92 510 100% 422
Non-translatable 0 0 0 0% 0
Translation memory matching
Modified ICE match 0 0 0 0% 0
Leveraged match 0 0 0 0% 0
95-99% Fuzzy match 0 0 0 0% 0
85-94% Fuzzy match 2 49 265 52% 218
75-84% Fuzzy match 0 0 0 0% 0
Machine translation 0 0 0 0% 0
Internal matching
Repeat 0 0 0 0% 0
95-99% Fuzzy repeat 0 0 0 0% 0
85-94% Fuzzy repeat 0 0 0 0% 0
75-84% Fuzzy repeat 0 0 0 0% 0
Neo matching 2 43 245 48% 204
=xa

Statistics detail

Before a project is updated by uploading a new or modified source file the statistics will be saved to
the Statistics History. Clicking on the Statistics history button opens a new window where you can

access the selected historic statistic files by clicking on the relevant line.
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Project Editor - Comparison of Metrics and Statistics

SOURCE statistics provide information about the number of segments, words, characters and
characters as a percentage in the source text that have been translated in a specific workflow step
by a specific user.

TARGET statistics provide information about the number of segments, words, characters and
characters as a percentage in the target text translated in a specific workflow step by a specific
user.

Metrics provide information about the number of segments, words, characters and words or
characters as a percentage for the translated text and text to translate for the whole project.

It means that Statistics and Metrics indicate the same values for a step performed by a single user,
for example:

20 source no matching words translated into 25 target words by a user called Linguist 1
Metrics:
20 no matching words
SOURCE statistics:
20 no matching words
TARGET statistics:
25 no matching words

Statistics and Metrics indicate different values when multiple users are involved in a step including
administrators and project managers, for example:

8 source no matching words translated into 11 target words by a user called Linguist 1
12 source no matching words translated into 14 target words by a user called Linguist 2
Metrics:

20 no matching words
SOURCE statistics:

Linguist 1: 8 no matching words

Linguist 2: 12 no matching words
TARGET statistics:

Linguist 1: 11 no matching words

Linguist 2: 14 no matching words

Metrics and statistics will also differ if machine translation is used. In this case the original metrics may
show segments/words/characters in the no matching category and fuzzy matching rows. After
translation, depending on settings, some text may have been machine translated and so now appears
in that row.

Project Editor - Workflow

Clicking on the Workflow tab shows a project overview window. When languages have different
workflows, there is an additional dropdown field that you can use to filter the displayed languages.
By filtering languages, you can easily batch update due dates for languages with the same
workflow.
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Project Editor - Translation management

Metrics Target language | All languages v

Workflow
.

Files

Translate 1 #
Estimates

3 LOA

e
o

Doey Johhny (JDoey) ¥ &

Translate 1

DeFount Jacqueline ([ ¥ &

Workflow overview

This window displays one row for each target language where you can allocate translation
resources to all the files for that language.

If you mouse over the information icon it shows you the total number of files, and of these how
many were analysed successfully, empty, not supported or had errors. If you click on the language
button or alternatively select a language from the pull down menu then you can drill down to see
the individual files.

The change workflow button at the top allows you to change the workflow for the whole project by
adding or deleting steps, setting the transition and when the TM is approved. The workflow can be
changed for the whole project or for a single language.

If you have allocated resources to a language you can start the workflow for that language by
clicking on the start button. If you click the Save button the resources entered will be saved but the
workflow will not be started.

On this page project managers can carry out many functions relating to the workflow. You can:
Split the file into bundles

View the details of linguists

Allocate linguists to the various tasks

Move the jobs forwards and backwards in the workflow

Download and upload XLIFF files

Roll the project backwards or forwards

Open the editor in either a read write or view only mode to view the task

Run a selection of reports about the project.

ONoU~WNE
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Project Editor - Diesel

General info Edit Workflow [ show due dates
Metrics Target language | All languages v

sass .
Workflow
Translate 1 # Correct 1
Files
3
Estimates
e Connors Elizabeth (Eli ¥ & O Doe John (John Doe) ¥ 2
3 LoA
Translate 1 # Correct 1
5
] Rowford Henry (Henry ¥ | &, O Doe John (John Doe) | &,

Applying roles to Workflow stages

Splitting the file into bundles

It is possible to split a file into bundles of segments so that multiple linguists can work on the file
concurrently so reducing throughput time. Initially the file is displayed with all the text segments in
one bundle. To split the file into multiple bundles enter a lower number in the right hand box under
the file name. As you click away from the box, XTM automatically creates a second bundle with the
remaining segments.

Allocating linguists to tasks

The top line of the workflow management is a general line for the entire project. Using this line it is
possible to allocate a translator or reviewer to all the files or bundles in the project in one go. Use

the © icon to replace all the names that have been already set. The lines below relate to the
individual files or bundles in the project.

To allocate a linguist:

1. Select the name from the pull down list on each task. Note only linguists with the correct
language pair will be displayed.

2. Click on the ® icon to open a window listing the details of the possible linguists. Then
double click on the required name.

3. Select a name from the top pull down list to enter that name in all empty tasks, for all files,
for that step.

4. Select a name from the top pull down list and click the replace all icon © to enter itin all
tasks, for all files, for that step

Saving and starting the workflow

When you have allocated linguists to the various tasks you must click the save button before
navigating away from the screen.

When you want to start the workflow, click the start button. Note depending on which workflow you
have selected a number of tasks will have a green surround. This indicates that the tasks are active
and the linguists can work on them.

Finishing and rejecting tasks
The PM can move the file onto the next step in the workflow or send it back to the previous step.
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Project Editor - Diesel (]
e TR e ®
Metrics Target language | All languages v
i .

Workflow
Translate 1 , Correct 1 # Review 1
Files
2
Estimates
L] Connors Elizabeth (Eli ¥ | & O Doe John (John Doe) 7 & QO Doe John (John Doe) ¥ &
3 LoA
Translate 1 } Correct 1 # Review 1
gl o |
(] Rowford Henry (Henry v &, Q) ‘ Doe John (Jehn Doe) v & O © ‘ Doe John {John Doe) ¥ &,

Managing the workflow

In the above image the tasks for segments 1 -15 are active in Translate 1 and Correct 1. If you wish
to finish either of them and move them onto the next step click the green arrow. Similarly, if you
wish to send a task back to the previous step, click on the red arrow. Remember to click the save
button when you have moved the file. To finish a project that is partially complete, manually move
the project through all the steps in the workflow including the last step.

Move forward and roll back

It is also possible to roll back the project to a previous step in the workflow. To do this select Roll
back and then the desired step from the context menu in workflow management. When you choose
this option XTM will revert the file to the state at the end of the selected step. Any changes that
have been made in subsequent steps are removed and as long as the source and target segments
are different in the earlier step any TM that is has been created is overwritten.

(]

Project Editor - Diesel

Generainfo [ ot R (3

Workflow )
File Translate 1 , Correct 1 # Review 1

Files

Eariz Show metrics
Doe John (John Doe) | & O
Upload Xiff

3 L0A
Accept leveraged & ICE segments

Approve TM for this file
Additicnal job details
Rolback e Translate 1

Move forwrard > Correct 1

Change workflow / due dales

Download source file

»

The roll back context menu

It is also possible to move the file forward to a subsequent step in the workflow. To do this select
Move forward and then then the step.

Modifying the workflow and setting dues dates for steps

Once a project has been created the workflow can be modified and due dates set. You can do this
on a project, language, group or file level. Due dates can be updated in one go for all languages
with the same workflow

To view any due dates that have been set, check the “Show due date” box. This display the dates
below each step highlighting any expired dates in red.
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Project Editor - Diesel o
© Generalinto [ earvonon [ R D
€ Metrics Target language | All languages v
- s .
= workflow
Translate 1 . Correct 1 # Review 1
Files

@ 5
@ Estimates

i) Doe John (John Doe) ¥ & O Q
B Loa

Due dates 01-03-2017 12:42 07-03-2017 12:00 10-03-2017 12:00

Workflow showing dues dates

In order to edit the workflow or to add or modify due dates click on the “Workflow / Due dates”
button. This brings up the following window:

Workflow editor

translate v correct v correct v :ﬂ

Approve TM “
oA No v No

Dare duc 04-11-2016 12:00:00 P 07-11-2016 12:00:00 P

Populate linguist from template g templates available

Update Close

The manage workflow window

This window allows you to:
Add additional workflow steps
Determine the functionality of workflow steps
Determine the blocking mechanism between steps
Delete workflow steps
Determine the LQA function for each step individually:
o No-LQAis disabled
o No, but show existing errors — LQA only displays errors reported in previous steps
o Yes, save result in user record — LQA result for the translator from the previous
step is saved on the Rating tab in the Edit user window
o Yes, don’t save result in user record — LQA is enabled but results are not saved
with linguists
o Determine at which step the TM is approved. By default the TM for each segment is
approved during the last step in the workflow when the status for each segment is changed
to done.
e Set the due date for each step in the workflow.

To add a workflow step firstly decide where you want to insert the step and then click on the @
icon. A new step will appear and then select the function of the step from the pull down menu.

Translate

Correct

] Review

Selecting the function of a step.
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Next determine the blocking mechanism between the steps by selecting the appropriate symbol
from the pull down menu.

Translate

Selecting the blocking mechanism between steps.

As described previously:
The "," means that steps can be processed simultaneously.
The "->" means that the next step cannot be started until the previous step for that bundle is
finished.
The "#" means that the next step cannot be started until the previous step for all the bundles
have been completed.

To delete a step in the workflow click on the = icon
To determine at which step in the workflow the TM is approved click the relevant check box.

To enter a due date and time click in the blank cell and select a date from the pop up calendar. Use
the sliders at the bottom to set the time. Dates and times are displayed in the user’s set time zone.

Set XTM status to green/done

When TIPP has been activated in Configuration > Settings > System > General, a new field
appears in the Workflow Editor window called Set XTM status to green/done. This allows you to set
the status of segments in XTM depending on their status in an imported XLIFF:doc

To use this feature you set the XTM status value from the pull down menu and then when you
import an XLIFF:doc into XTM any segments with a status greater than or equal to the set value,
will be automatically given a green/done status in XTM.

Workflow editor *
&

Approve TM N v A
LA No v No v No v

Date due 04-11-2016 12:00:00 Pr 07-11-2016 12:00:00 PI 08-11-2016 11:26:00 Al

Set XTM status to green/done

c
New
Populate linguist from template Mo templates available
Proofed
Validated

Close

Setting XTM status to green/done in the Workflow Editor.

Use the Populate linguist from template option to select a template to populate workflows steps
with linguists only and decide whether to overwrite linguists that are already assigned.

Files that cannot be analysed

There are three reasons why a file cannot be processed in XTM
e Thefile is not supported by XTM. This means that there is not a suitable file filter to extract
content. For example a .png file cannot be processed in XTM
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The file is empty. Files of this type have a suitable filter but do not contain any text for
translation

The file is invalid. These files cannot be processed by the file filter. This happens if the file
extension has been changed or if they contain incorrectly formed XML

In these cases, if the option has been switched on in Configuration > Settings > Workflow >
Workflow Options, the file is displayed as shown below which allows the project manager to set
and manage a workflow for this type of file.

Non-analysable files in the workflow

Project Editor - Diesel

© Generalinfo
€ Metrics
Ll Statistics
= Workflow
4 Files

[ Estimates

B LoA

o

X O oo @)
Target language |French (France) v
.

¥ Nat supported - without workflow

D File Alternative fileg Set workflow ®

Assignments.png
Translate

n Cancel

Translate 1 . Correct 1 # Review 1

File

1] Diesel engine - Copy.docx

- 50

Connors Elizabeth (Eli * & ‘

Doe Jenny (Jenny Doc ¥ &0 © Doe Jenny (Jenny Dot ¥ &

Setting the workflow for Non-analysable files

When you allocate a linguist to a task for non-analysable file, the task will appear in their inbox, but
when they click on it the only option will be to download the file and work off-line. XTM editor is not
available.
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XTM sends out emails when certain events happen in the system particularly in relation to project
progress. Below is a list of the events and people to whom the emails are sent.

XTM emails
ROLE OF RECIPIENT
Project Cu;'gln;ers P ey Project
EVENT All users Create project Linguist
Manager and . watcher
. and view | manager
Projects
New user created v
New project created v v v v v
(analysis finished) If creator | If creator
New task allocated v v v
and started
Task deactivated 4 v v
Task finished * v v v
Task declined * 4 v
Task declined when a v v
user is deleted
Task re-opened v v v
Task reassigned v v
Task deleted v v
Password Reminder v
Due dates v v v v v v
Group task allocated v
Group task accepted 4 v
Group task rejected v v
after accepting
Allocation order v
group task rejected v to next v
by linguist linguist
Project finished to v v
PM
Last linguist task v v
changed
Project confirmed v v v

Events marked with a * mean that the email is sent after an action by the linguist and are only sent

for active tasks.

Emails are not sent to the person making the change thus if a project manager assigns a translator

the PM will not receive an email about this.

If there is no PM allocated to the project emails will be sent to all PMs in the system.
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RECIPIENT
EVENT Company Freelancer
Registration v v
Job published v v Only if the “Send me emails about
Job updated v v suitable jobs” is checked.
Added as a user v v
Added as a subcontractor v
XTM Subcontracting emails
RECIPIENT
EVENT Subcontractor Project Manager
Contractor assigns project to Subconctractor v

Contractor starts project

Contractor updates project

Contractor deletes project

ANENEN

XTM Portal

Apart from the emails above XTM Portal also send out the following additional emails.

RECIPIENT
EVENT LSP Project Manager Customer project
manager
Customer contact request v
Customer project manager registered v v
Payment processed v v
Payment page accessed v

Project Editor - Workflow context menu

When you click on the icon by each file a menu appears allowing you to perform a number of

actions.
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Project Editor - Diesel

General info [O) show due dates
Metrics Target language | French (France) ¥

Statistics ‘Workflow Management .
Workflow N
File Translate 1 s Correct 1
Files
| Niacal anaina - Canu daey
) Open Editor

Estimates .

Show metrics
LOA Upload XIiff

Accept leveraged & ICE segments

Approve TM for this file

Additional job details

Rolback b Translate 1

Move forward 3 Correct 1

Change workflow / due dates

Download source file

Reports »

Menu for each file in Workflow

Open Editor

By selecting the menu item you can view the job in XTM Editor. The first window that opens allows
you to select which step in the work flow you want to open, who you want to open the editor as and
whether or not you want it to be read only or with full access.

Open editor for PM (%]

Sele Wi N o :
Select a workflow step: Translate 1 -

e .
Open as: Myself{Admin Administrator ¥

Read only: D

Opening XTM Editor from with Workflow.

Show metrics

The menu item brings up the current metrics for the file allowing you to view the current progress of
the file.

Upload XIiff

To upload an XLIFF file after off-line translation or review select the menu item “Update XLIFF”.
This brings up a window that allows you to select the file to upload. You can also specify which
step in the workflow has been completed and whether you want to approve the segment status.
There are 4 options for the approval:

1. No segments

2. Use the XLIFF segment status

3. Changed segments only

4. All segments
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Upload XIiff ®

Choose file | Mo file chosen

Select a workflow step:

Translate 1 v
Approve segment status for: No segments -
Upload Cancel
The XLIFF upload window

Approve leveraged segments & ICE segments
Selecting this option will change the status of all segments with 100% and ICE matches to done
changing the colour from orange to green.

Approve TM for this file
Selecting this menu item approves all the translation memory for this file.

Additional job details
Opens a window with detailed project data, such as job ID, language code, project ID, customer ID

and more.
Additional job details »x

Job ID 40736

Language code fr_FR

Language ID 40729

Workflow instance |1D 40742

Workflow definition ID 2330

XTM document (D b4z60alfe01744d1abd7d2982188a4c0

XLIFF file 1D 40747

Project ID 40728

Customer ID 20953

The Additional job details window

Rollback

Sends a job back in the workflow to the selected step.

Move forward
Pushes a project forward in the workflow to the selected step.

Start main workflow

For projects with a pre-processing step this option starts the main workflow for a selected language
or all languages, even when the pre-processing step is not finished. If the main workflow was
started before finishing the pre-processing step, then the main workflow source text may change as
the pre-processing step proceeds. TM matches are applied to the updated main workflow source
text and include matches that come from translations provided for the earlier version of the main
workflow source file.

Change workflow / due dates
Selecting this menu item brings up the window to edit the workflow and set due dates for the file.
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‘Download source file and reference material.

To download the source file or reference material for all the files in the project click the downward

arrow i"n To download the source files or reference materials for one file select the relevant menu

item.

Reports
Selecting this menu item gives you five options:

1. View a report of the changes made by a corrector,

2. Download the report of corrector changes in an Excel file
3. Download a report of all the comments in the file,

4. View File history

5. View LQA report

Corrector changes Q
D Source Target

1 Comme un moteur & 2ssence, un moteur after translation: Like a gasoline engine, a diesel engine is a type of internal combustion engine.
_d'es'ﬂ &stun type de moteur 3 combustion after correction: | ike a gasoline engine, diesel is a type of internal combustion engine.
interne.

2 La combustion est un autre mot pour la after translation: Combustion is another word for burning, so an internal combustion engine is simply
combustion, donc un moteur a combustion one where the fuel is burned inside the main part of the engine (the cylinders) where
interne est simplement celui ol le combustible power is produced.

est brillé & lintérieur de la partie principale du  after correction:

) .. . ; Combustion is another word for burning. An internal combustion engine is simply one
mgteur (cylindres) ou I'électricite est produite.

where the fugl iz burnad inside the main part of the engine (the cylinders) whers
power is produced.

Save as HTML

Viewing the changes made by the Corrector

correctorChanges_Catchy_en_GB_Diesel engine - Copy - FR.dockxisx [Read-Only] - Excel Sign in
Insert Page Layout Formulas Review View Q Tell me what you want ta do
o = [ .
% Cut Arial - EeWnpTet General - F v [ 2= Ex 3. AutoSum Ay p
ER Copy - [E3] = B H i 7
Paste B I U F=55 B MegefiCenter + 0+ 9 3 &% g9 Conditional Formatss Cell  Insert Delete Format Sort& Find &
- ¥ Farmat Painter - & > Formatting~ Table~ Styles= |~ - - G Filter + Select ~
Clipboard [ Alignment = Number = Styles Cells Editing -~
Al - E [} v
A B c D -
1[I0 ISource Previous target Current target
Comme un moteur a essence, un moteur diesel est un type de moteur a Like a gasoline engine. a diesel engine is a type of intemal COMBUStON |0 o oo e el e a type of intemal combustion engine
z 1 combustion inteme engine.
La combustion est un autre mot pour la combustion, donc un moteur & o ctian s another word for buming, so an intemal combustion Combustion is another word for buming. An internal combustion engine
interne est simpl celui ot le est brilé a
R ule " engine is simply one where the fuel is burned inside the main part of the is simply one where the fuel is burned inside the main part of the engine
lintérieur de la partie principale du moteur (cylindres) ol 'électricité est h Jind h duced h Jind h duced
: 2 prodite. engine (the cylinders) where power is produced. (the cylinders) where power is produced.
4

An Excel report of changes made by the Corrector

Reopen file
There can be three options available to reopen a file:

e Reopen — reopens the workflows and activates the final step in a workflow without pre-
processing.

e Reopen and close main workflow — reopens the pre-processing step and closes the main
workflow.

o Reopen and leave main workflow running — reopens the pre-processing step without
making any changes to the main workflow.

Reopening workflows does not remove translations provided previously for the files in the workflow.
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Project Editor - Files

Project Editor - Diesel
General info
Metrics
Statistics
Workflow
Files

Estimates

5 LoA

Target language Choose v

Source Target Preview TMX Offline translation
24-02-2017 13:58

All files Tomaszewski Wojciech

-

Finished files
o o o &

The File Management Window - multiple target languages.

From this tab it is possible to generate and download any of the following files and for certain
files upload them as well:

e  Source
e Target. There are 5 options:

o

The target file as currently is. The target file is automatically generated at the end
of the workflow.
The target file after a selected step in the work flow
A pseudo target file where all the text has been replaced by underscores. This
allows you to quickly check that all the correct text has been extract for translation.
For each source file it is possible to generate the target file where the text has
been colour coded according to

= Match rate

= Status

o PDF preview. Depending on your source file there are 4 options available:

@)
@)
@)

AWYSIWYG view of the target file
A source / target table
A source / target table where all the text from the same paragraph are in the same
cell
For HTMLS source files it is possible to generate a preview where the text has
been colour coded according to
= Match rate
= Status
An extended source target table where you can select any of the following
columns:
=  Segment number
Target text
Comments
Matches
QA warnings
Source text
XLIFF:doc status
XTM status
Revisions
In this report you can choose if you want to
= Display all languages
Include all project files in one report
Only show segments with QA warnings,
Populate target with source
Show user names

e HTML preview — there are 3 options available:

@)
@)

AWYSIWYG view of the target file
A source / target table
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o An extended source target table — similar to the above pdf version

¢ TMXfile. The TMXfile is based on the project XLIFF file and contains all the TM
matches for the project and the translated segments.

o Files to perform translation or review offline and then upload the document after the
work has been completed. The file types that can be downloaded are:

o XLIFF

o Multi-File XLIFF — Available when there are multiple source files. It creates one
XLIFF file making the management off line translation easier.

o TIPP package containing an XLIFF:doc file which can be opened up in compatible
programs such as MemoQ, edited and then uploaded again to XTM. The
definitions of TIPP and XLIFF are as follows:

= TIPP package. - TIPP - The Translation Interoperability Protocol Package
(TIPP) is an information container that allows the seamless exchange of
information between different independent Translation Management
Systems (TMS).

» XLIFF:doc - Areference guide for representing documents in XLIFF files.
The primary goal of XLIFF:doc is to provide a mechanism to allow lossless
exchange of XLIFF data between tools in the localization workflow.

o Excel file — Download this file to use the XTM Off Line Editor. See the chapter 6
“XTM Off Line Editor” for a detailed user guide.

o PDF file for review in which you can add comments against each segment. The file
can later be uploaded into XTM and the comments will be stored against as
regular comments in XTM Editor.

¢ Unclean Doc containing both the source and target language. This is option is only
available for MS Word source files.

Making changes to the source documents

To edit or update the source files in a project click the Manage source files button at the top of the
page.

Add, delete or update source files

Add or update files

Select files to upload Choose file | No file chosen

Upload

Delete existing files

Select existing files to delete D Diesel engine - Copy - FR.docx

Delete selected files in
@ All languages O Selected languages

Adding or deleting source files in a project

When you add new files to a project, if you up load a file with a new name it will be added to the
existing source files in a project. If however the file has the same name as one of the existing files
in the project, you will be asked if you wish to update the source file. In this case XTM will keep all
the segments that appear in both files, including any translations and all the information about the
segments such as comments. Segments containing any new or changed text will be added to the
project and if text has been deleted then the relevant the segments will be deleted. The workflow
will be reset to the first step, but no changes to the resource allocation will be made. Snap shots of
the Statistics and Metrics are created just before the project update and are available for download
in Excel format by clicking on the History button on the Metrics and Statistics pages.

To delete a source file from a project click the check box beside the file and decide if you wish to
delete the file in all languages or only selected languages, then click the delete button.
Generating and downloading files
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When all the steps in the workflow are complete the target file is automatically generated. However
the files can be manually generated at any point during the process of translation.

Clicking on the icons in each cell has the following action:

Icon Action
o Generates the latest version of the files at that time
L Downloads the file
[ ]
Displays the details and history of the generation of the files and allows you to
(i download previous versions of the file.
X Uploads a file

In a project with multiple target languages when you initially click on the Files tab you have the
option to generate and download all the files in the project or only the files that have been finished
in the workflow.

To manage the files for a particular target language select that language from the pull down menu
at the top. Again you are able to generate and download all the files or only the finished files but
this time it is for the specified language only.

Project Editor - Diesel

General info Manage source files

Metrics
Target language French (France) v

Statistics

Source Target Preview TMX offline translation
Workflow
Files All files
3 - - A o & = 2 A
Estimates -
3 LoA
Finished files
o o o o
24-02-2017 13:58
Diesel engine - Copy.docx Tomaszewski Wojciech
Y ar e o L - I 4

The File Management Window

When you click on the generate icon the date and time of generation and the person who

generated the file are displayed. If you click on the i icon a history of the generated files is
displayed. To download a file click on the green arrow or to delete the history from the system click
on the red cross. The details of the most recently generated file is visible in each cell.

To download the source file click on the green arrow by the source file name.

Project Editor - Estimates

There are two sections to the Estimates tab

1) Proposals — this is what you plan to charge your customer
2) Costs — this is what your suppliers, such as freelance translators will charge you.
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Project Editor - Diesel

General info

Proposal Costs
B Metrics
Statistics Project estimate
- Source language English (UK)
I Subject matter Other
Option Need it sooner? Click here
Files
All languages German (Germany) Spanish (Spain) French (France)

Estimates

All files Delivery date: 27-02-2017  Delivery date: 27-02-2017  Delivery date: 27-02-2017  Delivery date: 27-02-2017
LOA Total price excl. VAT: €78.12  Total price: £26.04 Total price: £26.04 Total price: €26.04

Diesel engine - Copy.docx Delivery date: 27-02-2017  Delivery date: 27-02-2017  Delivery date: 27-02-2017

Total price: £26.04 Total price: £26.04 Total price: £26.04

=

The Estimates Window

Proposal overview

In this tab you can view and edit the customer estimate for the project. It shows the cost and
duration of the project and hence the delivery date. The estimate is available for

e The entire project (All languages)

e Per target language

o Perfile

Clicking on any of these cells in the project estimate will display the details of the estimate. You can
view the details of the project, each language and each job.
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Language estimate

Base Sum of job totals Estimate Final
Price [€] 163.20 159.94 159.94 159.94
Duration [days] 1.00 1.06 1.06 1.06
Delivery date 28-10-2016 28-10-2016 28-10-2016 28-10-2016

Minimum charge not used.

Discounts/Premiums

Language combination Metrics Speed of delivery
Price [€] 0.00 -3.26 0.00

Duration [days] 0.00 -0.03 0.00

Language combination Metrics Speed of delivery

Price [€] 1.00 0.98 1.00

Duration [days] .00 0.97 1.00

Base cost per word [€] 0.10
Base words per day 1500
Speed of delivery Normal
Caleulation method Addition
Work schedule Monday to Friday
Minimum charge 50.00
Minimum text count 150.00
Auto quoting Yes

Price discount Duration
‘Word count Price factor [€] Duration factor discount [days]
Non translatable 0 0.10 0.00 0.10 0.00
ICE Q 0.00 0.00 0.0 0.00
Leveraged [} 0.30 0.00 0.30 0.00
DB Fuzzy Match (95%-99%) a 0.70 0.00 0.50 0.00
DB Fuzzy Match (85%-94%) ] 0.80 0.00 0.70 0.00
DB Fuzzy Match (75%-84%) a 0.90 0.00 0.90 0.00
Repetition 51 0.50 -2.55 0.20 -0.03
Fuzzy repeat (95%-99%) 1] 0.70 0.00 0.50 0.00
Fuzzy repeat (85%-94%) 0 0.80 0.00 0.70 0.00
Fuzzy repeat (75%-84%) 4] 0.80 0.00 Q.50 0.00
MTs [i] 0.00 0.00 0.00 0.00
No Match 1581 1.00 0.00 1.00 0.00
Total 1632 0.98 -3.26 0.97 -0.03

A job estimate Window
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The estimate is calculated by XTM and then final values can be manually edited by the project
manager.

Estimate parameters and factors

Initially a base cost and duration is calculated for the translation project and then a number of
factors and parameters are applied to adjust this cost to give an exact estimate value. The
parameters and factors that are used to calculate the cost and duration of the project are:

Base cost per page, word or character

Base number of words or characters per day
Minimum word or character count for an estimate
Minimum project charge

Currency

The calculation method

Working schedule

Whether or not VAT is applicable

Duration rounding point

Speed of delivery

Metrics

Language combination

Price and duration factors for additional steps in the workflow
Actual price or factors for document authentication

The estimate factors are given a default value when XTM is set up, but are configurable at a
customer level
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Language combination factors can also be set by the administrator on a system wide level.

If the factors are not set for a customer then XTM will use the system default values. Each factor

Customer details

i Estimate factors

Estimate options

Language Combinations

QA
Subject matter factors

Settings

Customer Editor - Borck

Basics
Name Value
Base cost per page 0.0
Base cost per word 0.1000
Base cost per character 0.0100
Base pages per day 0.0
Base words per day 1500
Base characters per day 15000
Minimum word count 150
Minimum character count 3000
Minimum charge 50.00
Minimum charge on discount D
Calculate estimates by page D
Currency Euro (EUR) v
Calculation method Addition A
Work schedule Monday to Friday A
Rounding point 0.20
Paying VAT
Project management fee 0.00
Project discount days factor 1.00
Project discount price factor 1.00
Copies
Name Value
Price per copy factor 1.00
Price per copy 0.00
Speed - Premiums
Name Price rate Duration factor
Need it socner? 1.50 0.80
Metrics
Name Price rate Text per day factor
Non translatable 0.10 0.10
ICE 0.00 0.10
Leveraged 0.30 0.30
DB Fuzzy Match (95%-99%) 0.70 0.50
DB Fuzzy Match (85%-94%) 0.80 0.70
DE Fuzzy Match (75%-84%) 0.90 0.90
Repetition 0.50 0.20
Fuzzy repeat (95%-99%) 0.70 0.50
Fuzzy repeat (85%-94%) 0.80 0.70
Fuzzy repsat (75%-84%) 0.90 0.90
MTs 1.00 1.00
[ETETT

Setting estimate factors for customers

has a value which will affect the estimate.

e The default value is 1 and this will not affect the estimate value.
e Values great than 1 mean that estimate value will be increased.
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e Values less than 1 means that the estimate value will be decreased.

Minimum charges

You can set a minimum word count, character count and a total minimum charge for a job.

Work Schedule
There are three options Monday to Friday; Monday to Saturday; Every day.
Delivery speed factors

There are seven delivery types shown below. For each of them, price and duration factors are
specified.

Normal

Make it cheaper - level 1
Make it cheaper - level 2
Make it cheaper - level 3
Make it faster - level 1
Make it faster - level 2
Make it faster - level 3

The default value for Normal is 1. This is the value taken when initially estimating a project.

Users can choose the delivery type when preparing an estimate for the project.

Users may change the delivery type and language combination factors for each job or for the whole
project. The estimate is recalculated each time a language combination factor or delivery type is
changed.

There is also a simplified implementation of these factors where the user has reduced set of
options. Firstly there is a "Need it sooner?” button which increases the price (Make it faster - level
[I). If this is selected then you have another button "Need it cheaper?” Clicking this will set it back to
Normal.

Rounding point

The rounding point is the decimal part of a day at which the number of days is rounded up rather
than down. For example if the rounding point is set to .2 then any duration with a fractional number
of days great than .2 will be rounded up so that 2.1 is rounded down to 2 but 2.3 is rounded up to 3.
This value can be set by the project manager and should be a decimal value less than 1.

Metrics factors

For each of the following types of matched segment there is a price and duration factor.
Non translatable

Exact Matches

Leverage matches

TM fuzzy matches for three categories (75%-84%, 85%-94%, 95%-99%)
Repetitions

In document fuzzy matches for three categories (75%-84%, 85%-94%, 95%-99%)

Using each factor and the text count, XTM calculates a global metrics factor according to the
following formula.
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Global metrics factor = Sum of (text type count/total text count * type factor).

The following is an example of a metrics factor calculation.

Discounts Discounts

Word Price price Duration duration
Metrics count factor factors factor factors
Total 1000 1 1 1 1
Non Trans 100 0.1 0.01 0.15 0.02
ICE 150 0.2 0.03 0.25 0.04
Leverage 50 0.3 0.02 0.35 0.02
Fuzzy 99% 5 0.8 0 0.9 0
Fuzzy 94% 10 0.85 0.01 0.85 0.01
Fuzzy 84% 15 0.9 0.01 0.9 0.01
Repetitions 200 0.3 0.06 05 0.1
In doc 99% 1 0.8 0 0.8 0
In doc 94% 2 0.85 0 0.85 0
In doc 84% 3 0.9 0 0.9 0
No matching 464 1 0.46 1 0.46
TOTALS 0.61 0.67

Global Metrics Price Factor = 0.61
Global Metrics Duration Factor = 0.67

Language combination factors

The administrator is able to customise the language combinations for the entire system and the PM for
each customer. This defines which language pairs are available in the project creation window and
also allows you to set the duration and price factors for each language pair. The customisation of
language pairs is performed on the edit customer window and described in detail under Customer
Editor section of this manual.

Customer Editor - Borck x

Customer details i
Customise Import

Estimate factors
Modify and use:

Estimate options

O Systemn default language combinations Add source O
P language

Language Combinations

O System defaults with customised language combinations
QA Add target language O

@ Customised language combinations only Delete selected rows °

Subject matter factors
Source language: English(UK) A

Settings
Update selected rows Choose... ¥ Choose... ¥ Choose... ¥ o
D Target language . Pricefactor  Durationfac..  Minimum charge fac..  Minimum text co... Pricing methed  Availability Auto quoti... ¥
[ French (France) 1.0 1.0 10 1 Perword Y Ful ¥ 4
[0 eerman (Germany) L0 10 1.0 -1 perword ¥ Ful v ¥
[0 Japanese 10 1.0 1.0 -1 Perword Y Ful v 4
[ spanish (spain) 1.0 1.0 1.0 =1 Perword Y Ful v 4

Cancel

Setting language combination factors for customers
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Estimate calculations

Base cost and duration calculation
Firstly XTM calculates a base cost and base duration for the project.
The base cost is calculated according to the formula:
Base cost = Total count of words or characters * Base cost per words or characters.
Base duration is calculated according to the formula:

Base duration =Total count of words or characters / Base words or character per day

Calculation method: Multiplication or Addition

Addition: All factors are added and then multiplied by the base cost according to the formula:

Final price = base cost * (1 + (language combination factor - 1) + (metrics factor - 1) + (delivery type factor -

1))
Multiplication: All factors are multiplied by the base cost according to the formula:

Final price = base cost * language combination factor * metrics factor * delivery type factor.

Job price duration and delivery date estimates

Job estimates are calculated after the job has been analysed and are based on all the factors
previously described.

The estimated delivery date is calculated using the estimated duration time plus one day, the
working schedule, and finally taking into account the configurable rounding point.

Initially the estimated price/duration and final price/duration equal to each other but the Project
Manager can change the Final values after reviewing the estimate.

The Final Language combination delivery date and project delivery date are based on job
estimates, so XTM stores the duration of each job. Since delivery dates cannot be summed up only
the duration time (and not the delivery date) is modifiable at the job level.

Target language price duration and delivery date estimates

An estimate for each target language is calculated after all the jobs have been calculated, by
summing the values for all the jobs in the target language.

Additionally the Minimum text (word/characters) factor is taken into account. If the sum of all jobs in
current target language does not fulfil the minimum text count then the minimum charge is taken.

If the jobs fulfil the minimum text count then the parameter named "Minimum Charge On Discount”
is checked. If the estimated price is lower than minimum charge, the minimum charge is taken as
the estimated price.
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After preparing the price as above, language combination level discounts are taken into
consideration (as described in job level).

The calculated price is known as "Estimated price" and at this stage this is the final target language
price. The estimated duration and delivery date is calculated in the same manner as for the Job
duration and delivery date. Similar to the job calculation, only the duration time and not the delivery
date is modifiable.

Project price, duration and delivery date estimates
The Project estimate is calculated by summing all the target language estimates.

Then the customer discounts are taken into consideration which may increase or decrease the
estimates.

At the same time, project level discount rules are taken into consideration (as described in job
part).

The calculated price is known as "Estimate" and at this stage is the same as the “Final” price which
is modifiable by the Project Manager. The estimated duration and delivery is calculated in the same
manner as the Job duration and delivery.

At this stage both the duration time and delivery date are modifiable.

The Project also has a Final Auto Price and Final Auto duration and delivery dates. However this
feature must be switched on for each language combination.

Costs overview

The costs tab allows you to calculate your direct cost for translating the project. The figures are
based on the rate cards of the linguists who have been assigned to tasks in the workflow. By
selecting the relevant option from the pull down menu, you may choose to calculate based on the
time, metrics or statistics of the source or target language. There are also options to replace
missing rates with zeros or to choose a “dummy linguist” whose rate card settings would be used
for cost estimation either for the entire workflow or only where no linguist is currently assigned.
Each time the Generate button is clicked the costs are recalculated and stored as a separate line.
Also, you can filter the costs by time, metrics or statistics of the source or target language.
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Project Editor - Diesel inline (2]
General info Proposal Costs
I Metrics
- Generate costs base on | Metrics v
Statistics
Dummy linguist Choose ... ¥ | where no linguist is assigned ¥

=4 Workflow

D Use zeros for missing rates

Files
Estimates
Filter by cost type All M
3 L0A
Date ~ Generated by Basedon Price Accrued project cost  Delivery date  Words  ICE Leveraged Project phase period
= 2410-2016 Tomaszewski Metrics £284.91 £613.81 = 5781 2874 0 24-10-2016 15:36
15:39 Wojciech (auto: 24-10-2016 15:39

upload of new file
ver.)

= 24102016 Tomaszewski Metrics £284.91 £613.81 - 5781 2874 0
15:38 Wojciech
(manually)
= 2410-2016 Tomaszewski Metrics £173.66* £328.90 = 3276 1698 4 24-10-2016 15:34 i ]
15:36 Wojciech (auto: 24-10-2016 15:36
upload of new file
ver.)
= 24102016 Tomaszewski Metrics £283.91 £439.15 - 4914 2547 6
15:35 Wojciech
(manually)
= 24-10-2016 Tomaszewski Metrics £268.29 £423.54 = 4914 2547 6
15:34 Wojciech
(manually)
= 24102016 Tomaszewski Metrics £173.66% £328.90 - 3276 1698 4 i ]
15:34 Wojciech
(manually)
= 24102016 Tomaszewski Metrics £155.25% £156.25 = 2604 1456 0 24-10-2016 13:20 i ]
15:34 Wojciech (auto: 24-10-2016 15:34

upload of new file
ver.)

Project Editor — Estimates costs

When you are running a continuous project and have configured options for automation of continuous
projects available on the Configuration tab > Data > Estimates > Cost settings you can notice that
the Accrued project cost and Project phase period columns fill in with data during specific events
such as reanalysis of the project or uploading new files with the same name as already existing in
the project.

The important columns for continuous projects are:

e The Price column indicates the individual cost of each estimate.

o The Project phase period column indicates the time range when a specific continuous
project phase was in translation.

e The Accrued project cost column sums the previous costs that have an entry in the Project
phase period column — it sums only costs of the completed project phases and any costs
generated since completion of the latest phase.

e The Generated by column informs if costs have been generated manually or automatically
and what event triggered them.

To view the details of the cost click on the line. The cost for each linguist is shown on a separate
line. Both costs for non-analysable files and additional costs can be specified as either a fixed
amount or as a percentage of the base price.
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Project cost details

Linguist Price Non-analyzable files Additional costs Linguist price  Workflow steps  Delivery date Words  ICE Leveraged Email status
= John £ 177.67 £ 0.00 + 0.00 % £ 0.00 + 0.00 % €197.41 Correct 1, Review 3854 1916 0

Doe 1
= Henry £ 107.24 £ 0.00 + 0.00 % £ 0.00 + 0.00 % €119.16 Translate 1 1927 958 0

Rowford

Project Editor — Estimates costs details
If the full cost cannot be calculated then the price will be shown with a red star and an alert icon will

appear in the last column. Mouse over the icon to show a pop up message explaining why the full
cost is not calculated.

Linguist Price Non-analyzable files

— Dean £| 41323| £ 000+ 0.00 | %
Generate PO in Excel (subtraction)

Generate PO in PDF (subtraction)
Generate PO in Excel (addition)
Generate PO in PDF (addition)

Generate custom PO

Project Editor — Generating supplier POs

You can then generate a PO for each linguist. A pop-up will open where you can choose the PO file
format, calculation method, and custom fields. You can decide to include rates or a cost breakdown
into languages or languages and workflow steps. Also, you can specify whether the PO should be
automatically emailed to the linguist, add a comment and customize the footer and font sizes.
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Generate custom PO

File format ® poF (O EXceL o
Cost breakdown Mo breakdown v
Include rates
Calculation method @ Subtraction O Addition
Custom fields w
Comment

s
Font size 10 v
Footer

s
Font size 10 v
Email PO to linguist D

==

Project Editor — Generating a custom PO

Time logging

An administrator can configure XTM to log the time linguists take to perform a task automatically, or
to allow you to enter the time manually. This is set on the Configuration>Settings>Projects tab.

If the time has been entered manually and there is a value for the rate per hour on the linguist’s
rate card, it can be used to calculate the cost of performing the task.

Project Editor - LQA

LQA evaluations performed on a project are recorded on the LQA tab. The tab provides
comprehensive data about the evaluation including language combinations, workflow steps,
filenames, scores, numbers of words, linguists whose translation was evaluated, the evaluating
linguists and dates.

Project managers have an option to download the LQA reports and extended reports in an Excel
file or remove an item from the list. In addition to the standard LQA report contents, the extended
report includes the list of errors with their category and severity for each segment. The reports can
be download per file or per language.
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Project Editor - Quality reports Q

General info LOA

Metrics

Statistics m Per language
Source language  Target language Workflow step  Filename  Score Words  Evaluee Evaluator Test completed
Workflow
=  English (UK) German (Germany) translate1 Port.docx 97% 365 Dean Brack Admin Administrator 09-05-2017 06:57:24 PM

il=s Download LQA report
translatel Port.docx 96% 333 Translator Linguist Admin Administrator 09-05-2017 06:57:54 PM

Estimates Download extended report

Delete
3 LA

Project Editor — LQA

Project Editor - Groups

If projects have many files it is often easier to manage them in groups rather than individually. XTM
has a feature that allows you to group the files together easily. When the number of files exceeds a
defined limit then the grouping tab automatically appears. This limit is set by an administrator in
Configuration -> Settings -> Projects

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

Show Grouping when project has more than X files 10

System

Analysis M g
ok i Show Language view when single language project has | 100
maore than X files

Email
Files Permit Default setting
Payments Alternative translations

Alternative translations segmentation Paragraph based segmentation 5
g2 Use Anonymization t
Projects

S T ——,

QA

MNotify PMs about customer inactivity at
Sy MNotify PMs about customer inactivity for hours
Translation Send emails to
Workflow Include all customers i

Setting the number of files in a project when Grouping and Language view are visible

Additionally if you have a single language project with many files you can also manage the project
at a language level rather than at a file level. The number of files in a project when this is visible is
set in a similar way.

To create groups and allocate the files to a group click on the groups tab.

1) Either select a specific language from the “Choose the target language” menu or leave it as “All
languages”.

2) To let XTM automatically group the file click the “group automatically button”

3) In the pop up window select whether you want to group by the number of files in a group or the

number of groups, then enter the required value in the relevant box and click the “Group files”
button.
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@ Nurnber of files in one
group
O Number of groups

Setting the automatic grouping

4) To manually create the groups | the lower section click on the plus tab. Then click on the tabs
that appear and move the files from the left hand ungrouped files box to the right hand box.
Click the Save button for each group before moving to the next.

Project Editor - Single language

General info German (Germany) ¥ Group automatically Delete groups

v v

+ Ungrouped Group 1 Group 2

Metrics

Statistics

BLOG News-9.5.docx

Boost your linguistic productivity.doce

Exclusive offer for members of GALA.docx
Expansion to new markets.doo

Files How to write your posts for us.docx

Ideas for blog posts.dsx

Invitation to ¥XTMv10 keynote.doce

Groups Landing page in Japanese.docx

LocWorld30.docx

LT-Innovate.docx

LOA May with XTM International.docx

New XTMv3.7 terminclogy at fingertips.docx
Productivity tips for translators.docx

September conferences in Europe and USA.doox
The joint webinar of XTM International and Plunet
{002).docx

The joint webinar of XTM International and
Plunet.docx

Webinars for April.docc

Websites in Japanese.doox

XTM Academy is on the way.docx

XTM Bleg is getting a fresh look.docx

¥TM Connectors — One TMS, many
possibilities.docx

¥TM International and Plunet.docx

¥TM International at the ALC Conference 2016 in
San Diego.docx

¥TM International at the JIAMCATT conference in
Geneva.doox

Workflow

(A1)

Group saved succesfully

Creating groups and allocating files to groups.

6) To delete a group click on the small triangle on the group tab and select delete from the pull
down menu.

The advantage of the Group view and Language view is that in the Workflow tab it is easy to allocate
translation resources to all the files in a group or a particular language rather than to all the files
individually.
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Project Editer - Single language

General info Publish in XTM Xchange D Show due dates

Metrics Workflow details
Target language | All languages v
Statistics
Workflow Management *
Workflow
Files Translate 1 # Correct 1

=] French (France)

Groups

° " "

LQA
Translate 1 # Correct 1

=] German (Germany)

° " "

A project showing the workflow in language view.

A project showing the workflow in group view for a language
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Configuration:

User Details

This tab allows you to change your password, your personal details including interface language
and your address and contact details.

( l m Projects Customers Users Tasks Concordance ™ Terminology Xchange

Help and information User Details My account Data Settings

change password

old password
New password

Re-enter new password

Personal details

Title Mr v
* First name Wojciech

Last name Tomaszewski

Job title

Username WojciechADMIN

Nickname

* Email wtomaszewski@xtm-intl.com

Preferred language English (UK) A

Availability Available -
Address

Address 1

Address 2

City

State / Country

Postcode / ZIP

Country Chaoose. v
Time zone (UTC+01:00) Sarajevo, Skopje, Warsaw, Zagreb v
Date format dd-MM-yyyy (03-11-2016) v
Time format HH:mm (13:52) v
First day of the week Monday A
Phone 1

Phone 2

Mobile phone

Fax

Website

Skype

MSN

Capyright 200 XTM Intemztional Ltd. Al Rights Reserved

The User details window
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5. XTM for Translators, Correctors and Reviewers

When a project manager assigns a job to you, XTM will send you an email to notify you of the task.
Open the email and click on the link to open a browser and go to the XTM log on page. Enter your
login name and password that was provided by your Project Manager. This will take you to the Tasks
screen.

Help and information

The question mark located between the configuration cog icon and your profile picture opens the Help
and information side bar that provides quick access to help resources. It includes a link to XTM User
manual, knowledge base How to... articles or XTM webinars. In addition, you can use XTM the
Community to get help from your industry peers or contact sales or support. The subscription
agreement and XTM Privacy Policy are as well available for reference in the side bar.

Q- ¥F 27 -
Help and information

m > XTM version 11.4

_ User manual
atus Prolec
XTM Knowledge base
XTM Webinars

» Contact support

Wojcie
Admin

wojcie > Contact sales

Admin XTM Community
Wojcie XTM International website
Admin

Subscription agreement

Wojcie XTM Privacy Policy
Admin

Help and information side bar

Tasks

All pending Translation, Correction, Review and LQA tasks are listed on the “Active” tab. Click on a
task to open it in the XTM Editor.

Terminology

Planned Active Closed

m Progress: 1325/ 3676
Project Customer File Source Target Datedue .,  Step Step type Role Segments Chargeable Words Progress
= QuickConstr QuickConstr.docx English (UK) German 20-11-2016 Translate 1 Translation Translator All:1-31 r 386 (i)
(Germany) 11:00

= Diamond Diamond surface.docx English (UK) German Translate 1 Translation Translator All: 1-65 738 (i]
(Germany)

= Dieselinline Diesel engine - Copy - English (UK) German Translate 1 Translation Translater  All: 1-96 v 2552 (i}
Inline.docx (Germany)

Showing 1 to 3 of 3 entries Show |20 v |entries

The list of linguist tasks

The search box above the task list can be used to find a specific project. Type the full or partial project
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name and click search.

At the foot of the table the number of tasks is displayed. You are able to set how many of them are
visible and navigate to the next page if available.

LQA

There is an additional LQA tab which is displayed only when a Project Manager activates it for the
user. The tab contains a list of projects in which the user was involved as an LQA evaluee and/or
evaluator.

Depending on the granted access rights, both of the sections can be available, just one or none.

(Tm Tasks ™ Terminology

Planned Active Closed LOA

Project name Source language Target language Workflow step Filename Score Words Test completed ¥
Diesel English (UK) German (Germany) translate1 Diesel engine - Copy.docx 98% 1276 24-02-2017 10:02
Aquarius doc English (UK) French (France) translatel Markting brochure fall.docx 80% 75 18-10-2016 12:40
User guide 1392X English (UK) French (France) translatel Catch User guide 1392X.doex 95% 383 18-10-2016 12:31
Showing 1 to 3 of 3 entries Show 20 v |entries 1
Copyright 2005 - 2017 XTM Intemational Ltd. All Rights Reserved

A list of LQA evaluated projects in which the linguist was involved

Tasks context menu

The = icon at the side of each file brings up the following menu.
Open standard Editor

Open File Manager
Show metrics

Open corrector changes
Finish task

Decline task

Open Messenger ¥

The task menu

This menu allows you to:
e Open standard Editor
e Open File Manager

Project - QuickConstr

Targst language
Source Target Preview offline translation

QuickConstr.docx
3 . o o L
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The File Manager

Depending on your access rights it is possible to generate and download any of the following files
and for certain files upload them as well:
e  Source
e Target. There are 3 options:
o The target file as currently is. The target file is automatically generated at the end of
the workflow.
o The target file after a selected step in the work flow
o Apseudo target file where all the text has been replaced by underscores. This allows
you to quickly check that all the correct text has been extract for translation.
e  PDF preview. Depending on your source file there are 4 options available:
AWYSIWYG view of the target file
A source / target table
A source / target table where all the text from the same paragraph are in the same cell
An extended source target table where you can select any of the following columns:
=  Segment number
Target text
Comments
Matches
QA warnings
Source text
XLIFF:doc status
XTM status
Revisions
In this report you can choose if you want to
=  Only show segments with QA warnings,
» Populate target with source
=  Show user names
e  HTML preview — there are 3 options available:
o AWYSIWYG view of the target file
o Asource / target table
o An extended source target table — similar to the above pdf version
e TMXfile. The system administrator will have predetermined what TM that you are able to
download. The options are
o Translated segments plus all matches from the entire file
o Translated segments assigned from the entire file
o Translated segments plus all matches assigned to the user
(@]
(@]

o O O O

Translated segments assigned to the user
Translated segments modified by the user only
o Files to perform translation or review offline and then upload the document after the work

has been completed. The file types that can be downloaded are:

o XLIFF

o Multi-File XLIFF — Available when there are multiple source files. XTM creates one
XLIFF file making the management off line translation easier.

o TIPP package containing an XLIFF:doc file which can be opened up in compatible
programs such as MemoQ, edited and then uploaded again to XTM.

o Excel file — Download this file to use the XTM Off Line Editor. See the chapter 6 “XTM
Off Line Editor” for a detailed user guide.

o PDF file for review in which you can add comments against each segment. The file
can later be uploaded into XTM and the comments will be stored against as regular
comments in XTM Editor.

e  Open Terminology - XTM Terminology opens in another window.

e Show Metrics which brings up the following window:
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Metrics 0
Total count 31 386 100% 2,232 100% 1,869
Non-translatable 0 0 0% 0 0% 0

Translation memory matching

ICE match 0 0 0% 0 0% ]
Leveraged match 0 0 0% 0 0% 0
95-99% Fuzzy match 0 0 0% 1] 0% 1]
85-94% Fuzzy match 0 0 0% 0 0% 0
75-84% Fuzzy match 0 0 0% 1] 0% 1]
Machine translation 0 0 0% 0 0% 0

Internal matching

Repeat 0 0 0% 0 0% 0
95-99% Fuzzy repeat 0 0 0% 0 0% 0
85-94% Fuzzy repeat 0 0 0% 0 0% 0
75-84% Fuzzy repeat 0 0 0% 0 0% 0
No matching N 386 100% 2,232 100% 1,869
Done 0 0 0% ] 0% 0
To be done N 386 100% 2,232 100% 1,869
To be corrected 0 0 0% 0 0% 0

Total progress |

A typical metrics window

The metrics are updated in real time and so show the progress of the project. You can download the
metrics as either a CSV file or as GMX/V

Open corrector changes to show the report detailing the changes made by the corrector
Finish task. This moves the job on to the next stage of the workflow after you have completed
the translation.

e Finish the task
After completing the translation, correction or review, select “Finish task” from the menu.

This will have the following effects:
e The finished task will disappear from the “In-progress” list,
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e The task will become visible in the “Closed tasks” list.
e The file will move to the next step in the workflow.
e An email will be sent to the PM advising of the change

Note that if a reviewer clicks finish task and the status of some units' is 'To be edited', the task will go
back to the Translator.

o Decline task. This allows you to refuse the task allocated to you by the project manager
e Reject task. If you are a corrector or reviewer this option appears in the menu and allows you
to send the task back to the previous person in the workflow.

XTM Messenger

XTM Messenger simplifies and accelerates the exchange of information between project members.
Users can open chats with the project manager who created the project, with other linguists translating
for the same language or with all linguists involved in the project when the option is enabled by the
Project Manager.

Nickname

You can set a nickname that will display above your messages sent in a chat, on the Configuration tab
(the cog icon in the top right corner of the screen) on the User Details section. If you do not configure a
nickname, your first name will be displayed in the chat window.

Opening a chat in XTM Messenger

The options to open chats are available in the context menu from the list of tasks. Linguists can choose
from the options to:

e Open chat with PM
e Open chat for PM and specific linguists

e Open chat for linguists (when enabled by the Project Manager)

Open standard Editor

Open File Manager
Show metrics

Open corrector changes
Finish task

Decline task

Open Messenger * Cpen chat with PM

Open chat for PM and specific linguists

Open chat for linguists

Opening XTM Messenger by linguists

Chat window

When you open a new or an existing chat, a chat window will display allowing you to start a conversation
with the person or people you want to communicate with. In the top bar of the chat window you can find
the name of the project for which the chat is opened and who is involved in the conversation. Type your
message in the text input field and click the green button or press Enter to send it.
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Transmitt

PM+ Ling

Johnny 12:19
Miko 12:19
Hello!

Johnny 12:19

Have you got any reterence files to this
project?

Miko 12:19
Let me see.
Miko 12:20

Yes, there is one attached to the project.
! | [ » |
Chat window for a project

You can have multiple chat windows opened at the same time. If you open a new browser window with
XTM, chat windows opened in the previous tabs or windows will become inactive. Chat windows will
remain active in the latest opened window or tab.

Unread messages

The XTM Messenger icon is located in the top right corner of the screen. You can use it to open existing
chats. When you have unread messages, XTM Messenger will display the number of unread messages
in a small red circle on the XTM Messenger icon. A red dot next to a chat indicates there are unread
messages.

- -

CR Transmitter W3000 ®
& PM + All linguists (German
(Germany))

Add project

Diamend surface ®
& PM + Linguist

Unread messages in XTM Messenger chats
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Configuration
Under the Configuration tab you are able to set your details. This includes your password, your
personal details such as email address and preferred language and your postal address, telephone,
time zone and other contact information.

(T m Tasks ™ Terminology

User Details Help and information

Change password

0ld password
New password

Re-enter new password

Personal details

Title Mr

First name Henry

Last name Rowford

Job title

Username HenryRow

Nickname Henry

Email wtomaszewski@xtm-intl.com
TAUS email WojciechADMIN

TAUS password

Preferred language English (UK) v
Address
Address 1 Ponders

The User Details Window
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XTM Workbench overview

In order to apply the translation memory, XTM segments the source document into sentences and
phrases. The editor displays the document in four columns, which are from left to right:

1. SegmentID

2. The source language text
3. The target language text
4

. Segment status

Tasks ™ nology -
XTM Editor [x]
il Project: Dieselinline  Language: German (Germany) ¥ File: Diesel engine - Copy - Inline.docx @ Segments:1-96  Role: Translator 156 JERTRS )
- i 0 e e S
1 ike a gasoline engine, a diesel engine is a type of internal combustion engine. Like a gasoline engine, a diesel engine is a type of internal combustion engine. [ 1 [ ]
{1} Combustion{1} is another word for buming, so an {2}internal combustion engine{2} is simply one {1}Combustion{1} is another word for buming, so an {2}internal combustion engine{2} is simply one [ m ]|
where the {3}fuel{3} is bumed inside the main part of the engine (the cylinders) {4} where power is where the {3}Hfuel{3} is burned inside the main part of the engine (the cylinders) {4} where power is
produced{4}. produced{4}.
LQA: ¥
: Fuzzy match 93% - Approved
Verbrennung ist ein anderes Wort fur das Brennen und interne Mittel nach innen, so ein
Source: {1}Combustion{1} is another word for burning, ansnterm-meansinsiderso an ander ]
{2)imtemal combustion engine(2} s simply one where the {3)fuel (3} 1= burned inside the /Sbrennungsmotor ist einfach eine, wo der Kraftstoff im Inneren des Hauptteils des Motors v
= i part of the engine (the oyimders) {aimhere power 1s produced s verbrannt wird (die Zylis ein arobes Fever an einem Ende eines Kessels, das Wasser erwarmt Dampf
b E 5 P 2u machen. *
[T 3 That's different from an external combustion engine such as those used by old-fashioned steam locomotives. That's different from an external combustion engine such as those used by old-fashioned steam locomotives. [ 1 [ ] L3
= 2
) " n 3 steam engine, there's 3 {1}big fire{1} at one end of a bailer that heats water, Der Dampf stréimt an dem {1}gegeniiberliegenden{1} Ende des Kessels langen Rohren zu einem Zylinder nach [ 1 [ ]
3 unten, wo es einen Kolben hin und her schiebt, um die Rader zu bewegen .
] s The steam flows dovm long tubes to a cylinder at the opposite end of the boiler where it pushes a piston back Der Dampf strémt an dem gegeniiberliegenden Ende des Kessels langen Rohren zu einem Zylinder nach unten, [ 1 [ ] =]
and forth to move the viheels. wo es einen Kolben hin und her schiebt, um die Rader zu bewegen,
L] A >
3 :\");)'; extemal combustion because the fire is outside the cfinder (indeed, typically 6-7 meters or 20-30t This is external combustion because the fire is outside the cylinder (indeed, tpically 6-7 meters or 20-307t away). |/ KNI
P 7 In a gasoline or diesel engine, the fuel burns inside the cylinders themselves, 1n a gasoline or diesel engine, the fuel burns inside the cylinders themselves. [ u [ ] &
@ . . ; - @
- 8 Internal combustion wastes less energy because the heat doesn't have to flow from where it's produced Internal combustion wastes less energy because the heat doesn't have ta flow from where it's produced [ v [ ]
into the eylinder: everything happens in the same place. into the cylinder: everything happens in the same place. @
9 That's why internal engines are more efficient than external engines (they That's why internal combustion engines are more efficient than external combustion engines (they [ u [ ]
produce more energy from the same volume of fuel). produce more energy from the same volume of fuel).
The diesel engine {also knovn as a compression-ignition or CT engine) is an internal combustion engine in | Eine Kleine Effizienzverlust vermieden wird auch im Vergleich zu Zweitakt nicht direkt einspritzenden [ 1 [ ]
10 | which ignition of the fuel that has been injected into the combustion chamber is initiated by the high a Kraftstoff bei nicht vorhanden ist und so geht kein
temperature which a gas achieves when areatly compressed (adiabatic compression). Kraftstoff direkt von der Aufnahme / Einspritzung in den Abgas.
41 | This contrasts with spark-ignition engines such as a petrol engine (gasoline engine) or gas engine (using a Low-Speed-Dieselmotoren (wie in Schiffen und anderen Anwendungen singesetzt, in denen insgesamt EEE
gaseous fuel as opposed to petrol}, which use a spark plug to ignite an air-fuel midure. Wotorgewicht relativ unwichtig ist) kann einen thermischen Wirkungsgrad haben, die 50% ibersteigt.
12 | A Diesel engine built by MAN AG in 1906. A Diesel engine built by MAN AG in 1906. [ v [ ]
13 | The diesel engine has the highest thermal efficiency of any practical internal or external combustion engine due | The diesel engine has the highest thermal efficiency of any practical internal or external combustion engine due [ 1 [ ]
1o its very high expansion ratio and inherent lzan burn which enables heat dissipation by the excess air. toits very high expansion ratio and inherent lean burn which enables heat dissipation by the excess air
A small efficiency loss is also avoided compared to two-stroke non-direct-injection gasoline engines since & small efficiency loss is also avoided compared to two-stroke non-direct-injection gasoline engines since. [ v [ ]
14 is.not nresent at valve overlan and therefore no fuel gos thy i Lo th is.not nresent at valve overap and therefore no fuel gos thy i o A

XTM web based translator interface

Translation Memory Matching

In the translation memory matching process XTM uses advanced text searching techniques based on
the stem of the word. The matches are grouped in the metrics as follows:

Translation memory matching: Internal matching:

In Context Exact Match Repeat

Leveraged match 95-99% Fuzzy repeat
95-99% Fuzzy match 85-94% Fuzzy repeat
85-94% Fuzzy match 75-84% Fuzzy repeat
75-84% Fuzzy match

In Context Exact (ICE) matches

An ICE or exact match is a 100% leveraged in-context match where the previous and next segments
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of the TM db are the same as previous and next segment in the document. The inlines in the TM
segment must match the document segment inlines. If XTM has an In Context Exact match then the
target language box is automatically populated with the translation and the status field set to green.

Exact matches are created only during analysis. A segment will not become an ICE match during
translation even if an appropriate match is available.

100% leveraged matches

A 100% leveraged match is an exact match but in a different context. This means that the match
needs to be reviewed by the translator. If XTM finds a 100% leveraged match for the source text in the
TM, the target language box is automatically populated with the translation, but in this instance the
status field is set to orange indicating that it needs to be checked.

Fuzzy matches

Fuzzy matches are displayed below the target language box, together with the match percentage.
Also on the source side the text is displayed showing words that have been deleted from the fuzzy in
red scored-out and words that have been added in blue. The status for fuzzy matches is set to red.

TM Propagation

If you translate a segment that is repeated later in the same document or in another document in the
same project, XTM will automatically find the match in the TM according to your settings and insert the
translation in the repeated segment.. If it is a fuzzy match this will also be offered to the translator.
This feature works for multiple translators working on the same document.

Machine translation matches

If XTM has not found a match for the segment in a previous project, the current document or the
translation memory, by default the source language text is shown in both columns. If you find it easier
you may set the target language box to blank in these cases by going to the translation section of the
configuration tab and unclicking the box “populate target with source”. If the Project manager has
selected to use a machine translation, then a machine translation match denoted with an MT in the
status column will be offered if available.

ID based matching

XTM can be configured to use ID based matching when the source files are XML, YAML, properties
files or Microsoft Excel and iterations of the same file are processed. This type of matching is
particularly useful for translating software interface text or games, where context is not particularly
relevant. It will result in improved matching because matches that were a leveraged match can be
shown as an exact ID match. In order to activate ID based matching in your instance of XTM please
ask your administrator to contact support@xtm-intl.com.

Segment ID images

XTM can display images related to segments provided that image file names correspond to the key
parameter value specified in the source files as the segment ID. The segment ID images can be any
of the following image formats: PNG, JPG and GIF. The key parameter in the source file only accepts
file names without their extensions, e.g.

Image file name: ImageName.JPG
Parameter: key="ImageName”

Image files can be located in various directories inside of the uploaded zip package. Use slashes in
the parameter keys of the source file to indicate parent-child directory relationship, e.g.:

key="MainFolder/SubFolder/ImageName” to indicate that the image file is located in a specific
subfolder inside of a different folder.
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I ———=,
1 T T Game over! Game over! | v |
w 1D: Gridflose
2 You have won! You have won!

Segment ID images

When images are uploaded to segments thumbnails of these images are displayed between the
segment numbers and the source text. You can mouse over a thumbnail to display it enlarged or click
it to display it in a maximized view fit to the screen.

In order to activate Segment ID images in your instance of XTM please ask your administrator to
contact support@xtm-intl.com.

Displaying matches in XTM Editor

XTM Editor displays a maximum of 3 matches below each segment. They are ordered by the type of
match and then by the date created or changed. The order is as follows: Exact match, Leverage
match and Repetition, DB Fuzzy matches and Internal Fuzzy matches (in score order and then in date
order), Google MT match.

If you click on a match in XTM Editor, the following details are displayed in a pop up.

ID

Source

Target

Customer

Project

File

Created by and date
Changed by and date
Status

Context which shows the previous and next source segment, plus the previous and next target
segment.

You can choose not to display the created by and modified by fields by switching this off in
Configuration, Settings, Translation, privacy.

Lattude: negocio sin imites, capacidad de admistracién sin renunciar a nada Latitude — Business without Boundaries, Manageabiity without Compromise [ ™|
21
Leveraged match  Lattude — Business without Boundaries. Manageability without Compromise
Z DatabaseID 798
22| Los Dell Latitude D630 y D630 BST superaron a la competencia en las pruebas de durabiidad. Los Dell Lattude D goypce Latitude: negocio sin limites, capacidad de urabiidad. [ LM
o . dministracio ds
23| Las unidades de disco duro de estado sélido aumentan el rendimiento sin partes mévies Solid state hard disk SCMINEHECon S renuncar s nscs
,,,,, LT T T T T T i Target Latitude — Business without Boundaries,
24 fiadas para dar un enorme salto 0s de durabiidad y fiabiidad. They are designed § prosect ‘Mazageah\\rw without Compromse
rojec laptops -4
25 Les unidades de disco duro de estado séldo, disefiadas para mukipicar por 5 la fiabiidad, también Designed to defver §  Created by ~ BobADMIN % improved [ [ 1|
mejoran el rendimiento hasta en un 23%. performance. Date created  30-03-2011
26| Unico proveedor con autenticacién biométrica integrada en todos sus productos comerciles. Only Vendor with it Changed by BobADMI [ [ 1 ]
Date changed  30-03-2011
27 El digitalzador de Dell precisa que se ejerza menos fuerza con el dedo y responde mejor al tacto, lo El digtalizador de D~ sStatus Not approved ejor al [ [ ™ ]
S U S U S [T
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A pop up showing the details of a leveraged match

Clicking on the pencil icon to the left of the database ID brings up a window to edit the translation
memory. You can also set the status of the TM segment and delete the segment from the TM.

TM Match Latitude — Business without Boundaries, Manageability without Compromise
Status [Not approved =]

Update Close

Update TM window

Storing TM

Any new TM created during translation is automatically stored in the database on the server when
leaving the segment. It is saved with the source and target segments, metadata and also the
stemmed formed of the words. The text and stems are indexed using Lucene and is then used for
fuzzy matching, concordance searches and searches in TM Manager.

Repetitions

As you work through the document, XTM continually checks the TM database on the server and
updates the matches displayed in XTM Editor. This is particularly important for repeated segments. In
these cases XTM identifies repetitions during project creation, then when you translate the first
instance of the repetition this translation will be propagated throughout the document to all repetitions
as the appear on a page.

Repelir Repetif v ]
2 Repetition repeats

Leveraged match - Asereved repeat

A repeated segment

Clicking on the link Repetition automatically applies the repetition filter and displays all the repeated
segments in the document.

il
The * icon appears when you apply the filter “Repetitions”. If you make a change to one of the
repetitions click on it to propagate a change to the other repetitions.

If the translation of a repetition is updated, the update is automatically propagated only if the source
text equals the target text. Otherwise as you are working through the document if a match is found
that is newer than the one used initially, then the newer match will be displayed to you and highlighted
with an orange border.

Terms

Existing terms appear in blue in the source text. Clicking on a blue word shows the approved
translation for the target language. Mouse over the translation of a term to display a tooltip with its
details.
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Los ordenadores portatiles de Dell son los mas avanzados en el mercado.

Fuzzy
le EE i san .

1 Source: S
Fuzzy source:  Los ordenadores portati|  Transiation
Ccontext Why use Del ptops...)
Last modification by ~ BobADMIN
Last modification date 27-06-2014 10:06
Remarks record 2
Status Not approved

Source
Term portities
Context Por qué utilzar portsties de Delf...)
Last modification by ~ BobADMIN
Last modification date 27-06-2014 10:06
Status Not approved
Customer Ponders

A highlighted term with translation

Clicking on the pencil icon to the left of the target term brings up a window to edit the term details

Term editor pop-up

Language English (UK) [=]
Term laptops

Abbreviation

Status Valid [=]

Remarks

Dell Iaptops are the most advanced on the market.
Context

The changes have been saved.

Save Close

The term editor

In order to insert a term in the target segment there are two options:

1) If the source text is populating the target segment, the terms will be present and highlighted in
blue. You can then click on the blue term and select the translation for that term from the pop up
menu. The default keyboard short cut to bring up this menu is Control+shift+T but this can be
changed in XTM Editor > Settings > Shortcuts > Insert term.

2) If the source language terms are not present in the target segment, you can still use the keyboard
shortcut and a list of all the terms in the segment will appear. You can use the keyboard arrows to
navigate to highlight the correct term and then press Enter to insert the term.

Los ordenadores portatiles de Dell son los mas avanzados en el mercado. Del| [ ]

11 Te I
Leveraged match  Dell Laptops zre the most advanced in th T J

portatiles » [ laptops
Dell »

Inserting a term in the target segment

Terminology recognition
XTM Editor can display all source terms recognized in an active segment together with their translations
for the target language. Click the ‘=’ icon in the right bottom corner of the screen to open the terminology
recognition window. You can also see the concordance search and results area depending on your

configuration of the concordance feature. The number in the blue Terminology button indicates the
number of terms recognized in an active segment.
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—
s
- == -
hig 1 | Theyread the chart at the foot of the bed and asked impatiently about the pain. | 1 | %
L ) T ¢
2 They seemed irritated when he told them it was exactly the same. ‘Still no movement?"the full colonel
3 demanded, =
-4 3 Hone of the nurses liked him. )
T Bt = ()]
=4 C""_ Actually, the pain in his liver had gone away, but Yossarian didn't say anything and the doctors never 4jdalmak kilsnben mér rég megsziintek, errél azonban Yossarian mélyen hallgatott, az orvosok, meg nem i
o || suspected. akodtak
& s
a 1CE match - Approved A faidalmak kilgnben mr rég megsziintek, el azonban Yossarian mélyen hallgatott, sz orvosok, v
L meg nem gyanakodtak.wa e
& 1CE match - Appraved A faidalmallnben mér rég megsziintek, errél azonban Yossarian mélyen hallgatott, az orvosok, ©
meg nem gyanakodtak. @
o N I ..U
. 5 | Yossarian had everything he wanted in the hospital. ‘ @
6 | The food wasn't too bad, and his meals were brought to him in bed.
7 There were extra rations of fresh meat, and during the hot part of the afternoon he and the others were served s hushsljs volt repeta, és forre délutanckon, akarcsak a tobbieknek, neki is jeges gyiimélcslevet vagy jeges B
chilled fruit juice or chilled chocolate milk. ki
et
‘ — pain
8 féjdalom
liver
Perform a concordance search to display results. g
doctor
onves
suspect
gyanusitott

Terminology recognition window with docked concordance

It is possible to increase or decrease the size of the terminology recognition window. Drag the vertical
line between concordance and terminology sections to the left or right to adjust the space for
terminology to your needs.

If you use concordance in the pop-up window, you will only have terminology recognition available at
the foot of XTM Editor.

o 4
r —
Y °
O 1 | Theyread the chart at the foot of the bed and asked impatiently abeut the pain, Falolvastak az dgy labandl levs korlapot, és turelmetlentl érdeklddtek a fajasokrdl.awa [ 1 ] o
-4 2 They seemed irritated when he told them it was exactly the same. 'Still no movement? the full colonel Sértdditten néztek, amikor megmondta nekik, hogy semmi valtozds. — Semmi mozgas? — kiveteldzitt az orvos | 1 | (=}
g demanded. ezredes, ~ Eqymasra neztek, amikor a fejet razta, - Meég tablettat nekivaqvg
e || | caredes.-Egymasra nectel; amikor a fejet razta, - Meg abletat nebkiwqwa .
- 3 None of the nurses liked him, MNone of the nurses liked him. [ 1 ] -
e ————————————————————— ‘\u
@ “Actually, the pain in his liver had gone away, but Yossarian didn't say anything and the doctors never & fajdalmak kil snben mar rég megsziintek, errél azonban Yossarian mélyen hallgatott, az orvosok, meg nem [ 1 | R
suspected. gyanakodtak.
: a 1CE match - Approved A féjdalmak kilnben mar rég megsziintek, errdl azonban Yossarian mélyen hallgatott, 3z orvasok, v
& meg nem gyanakodtak.wa o=
@ 1CE match - Approved A féjdalmak kilnben mar rég megsziintek, errdl azonban Yossarian mélyen hallgatott, 3z orvasok, @
meg nem gyanakodtak.
5 Yossarian had everything he vgfted in the hospital. | 1Yossarian mindent megkapott a kérhdzban, amit csak akart.wghespietel [ 1 | 9
6 | Thefood vasnt too bagfand his meals were brought to him in bed. | A koszt nem volt éppen rossz, és agyba hordtak neki.bed [ 1 ]
Terminology (4)
pain
féjdalom
liver
maj B
doctor
onvoes
suspect
gyandsitott

Terminology recognition window when concordance set to popup

Context sensitive menu for text

When you right-click on the source or target text, a context sensitive menu appears giving you the
functionality that is available in the left and right hand menus and some extra items: Concordance,
Search in Google and Terminology.

Terminology: Note that this menu item only appears if you have been given terminology rights on your
account.
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,f Text formatting »
& Gotonext incomplete segment

Go to previous segment edited by current user

Cd Add a comment

3. Concordance »

D Do not save translation in TM

"% Find and replace

() Restore from segment history

-" Search in google

ABL Terminclogy »
Preview »
File options »
Segment options »

Context menu for text

Text formatting

This item is available in the context menu only when the text formatting feature is enabled for the
project.

Bold

Italic

Underline

=l

Strike
%* Superscript
Subscript

Hy perlink

T &

MNew line

The menu for additional text formatting

Go to next incomplete segment
This option activates the next red or orange segment for editing. The option is available from this
context menu and as a keyboard shortcut.

Go to previous segment edited by current user

This option activates the segment that was previously edited by the user who opened XTM Editor with
this bundle. If the last segment was a repeat, XTM will activate the last repetition. The option is
available from this context menu and as a keyboard shortcut.

Add a comment

This option opens the Add comment popup. Comments can also be added by clicking the Gd icon on
the right-hand side toolbar.

Concordance

Before selecting this item from the context menu, highlight a word in either the source or target text.
You can also use your predefined shortcut to run a concordance search. Concordance searching will
be performed either in the source or target text depending on where the word was highlighted.

Concordance opens in a pop-up window, a new window or a panel docked at the bottom of the screen
that displays the latest source and target language phrases in the translation memory along with the
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modification date and customer name. When opened in the docked panel, concordance opens with
terminology recognition window to the right. You can drag the vertical line between concordance and
terminology sections to adjust the space to your needs. Mouse over the -/ symbol to view additional
metadata for the segment.

There are two options available in the concordance context menu:

Default — results are based on the linguistic stem of the chosen word and will match other forms of the
word. This allows translators to see how the word was translated previously. The various segments
are shown in order of relevance.

engine

burning| n = [0 Bxcctmatch [] Approved memoryonly % Tags Motor

diesel engine
Score  Source Target Metadata ¥ Dieselmotor

Type
Art
internal combustion
engine
Verbrennungsmotor

1 In a gasoline or diesel engine, the fuel burns inside the cylinders themselves. In a gasoline or diesel engine, the fuel burns inside the cylinders

themselves.ewrewrew 12:47:23 PM

2 In a gasoline or diesel engine, the fuel burns inside the cylinders themselves. In a gasoline or diesel engine, the fuel burns inside the cylinders themselves.

017 02:18:16 PM

8 Combustion is anather word for burning, so an internal combustion engine is simply Verbrennung ist ein anderes Wort fiir das Brennen und intene Mittel nach innen, so
one where the fuel is bumned inside the main part of the engine (the cylinders) where &in Verbrennungsmotor ist einfach eine, wo der Kraftstoff im Inneren des Hauptteils
power s produced. des Motors verbrannt wird (die Zylis ein grofies Feuer an cinem Ende eines Kessels,

das dsadsadsaWWasser erwarmt Dampf zu machen,

B Alpha
# 26-10-2016 05:55:13 PM

A typical concordance window

Exact match — If you are only interested in one form of the word then use the Exact match option.

Approved memory only — If you only want to see results from the TM with an approved status, select
Approved memory only.

¥

The downward arrow button ¥ in the Metadata column provides options to sort by: score, customer,
project, create date, modification date, file name or segment ID. When used, the results are first
sorted by the selected criterion and secondly by the score.

Do not save translation in TM

Use this option not to save a translation of the segment in a translation memory. The same option is
available under the 2 icon on the right-hand side.

Find and Replace

The find and replace window shown below can be displayed by selecting it from the context menu or
e

by clicking on the = icon in the left hand tool bar or using the keyboard shortcut — default value
Alt+.

Search | | |

(Osource ® Target

Replace with
|:| Case sensitive
[CImatch whole words
[CImatch whole segments
[searchin target history
[indude read-only segments
[Cindude segments from all files

Find

The find & replace window
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You can search for the word in either the source or target text, however you can only find the word in
the source text and not replace it, so in this case the replace buttons are greyed out. If you have
segment ID based matching switched on then there is another option to allow you to search by
Segment ID.

There are a number of search options to check to find segments where:
e The text is the same case

The whole word is matched and not part of it

The whole segment is the same

The segment history in included in the search

Read only segments are included in the search

All files in the project are included in the search

If you did not previously highlight the search word in XTM Editor, type it in the search box. Then type
in the replacement word. Click the Find button. When the word is found the “Replace” and
“Replace/Find” buttons become active. Next either click the “Replace” button to just replace this word,
“Replace/Find” to replace the word and find the next or “Find” to leave this word unchanged and go to
the next instance.

“Replace all” replaces all the words in the document or project. It is important to note that while a
replace all action is taking place all the segments in the document will be locked and XTM Editor the
segments will appear to be greyed-out. Depending on the size of the documents replace all can take
several minutes.

Restore from segment history

Use this option to return to an older version of translation of the segment. It is the same option as the
one available under the © icon on the right-hand side toolbar.

Search in Google

Before selecting this menu item, highlight a word in either the source or target text. A new window
appears with the results of a Google search on the highlighted word.

Terminology

There are three options:

Add Term — Quick: To add a term to the terminology database while working within XTM Editor,
highlight the word, then right-click it and choose “Terminology> Add term — quick”. The window below
appears.

Source!  portatil

Context: Estas son las razones para elegir un nuevo portatil de Dell:

Target:
Context: Here is why you should choose a new laptop from Dell:

Choose selected Save term Cancel Add term - full

Adding a term from the Editor

To enter a translation for the term, either type the translation in the target field, or highlight the
translated term in the target segment supplied and click “Choose selected”. Click “Save term”.

Add Term — Full: To open the full terminology window directly, select “Terminology > Add term — Full”
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from the context menu for text. This enables you to enter data in all the fields for a term.

Open Terminology: If you want to browse the full list of terms for this customer select the option
“Terminology > Open terminology”.

Preview
This option provides quick access to generate previews of the file opened in XTM. It is the same
option as the one available under the icon on the left-hand side toolbar.

File options
File options provide a quick access to the features available in the left-hand side toolbar.

Segments filters
10l Change segment status
"% Run QA on this page
'-'c,g Go to next page with QA warnings
S Metrics
g~ Setlings
& Help
File options from the context menu for text

Segment options

Segment options provide a quick access to features related to navigation between segments and
actions performed on specific segments.

Check current segment
Go to next incemplete segment

Go to previous incomplete segment

XXX

Show next segment with a comment

Show previous segment with a comment

Go to previous segment edited by current user
Go to next segment edited by current user

g Show next segment with invalid inline tags

-

on Centralise this segment

Segment options from the context menu for text

Inline elements
Inline elements, or tags, such as text formatting, are represented in the text for translation by numbers
in curly brackets e.g. {1}. For in line elements with content, the numbers in brackets come in pairs
around the text and are green. When the source document is Microsoft Word, and the option to
display hints about inline elements is enabled, XTM Editor shows the meaning of inline elements
underneath the segment.
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{1}Combustion{1} is another word for burning, so an {2}internal combustion engine{2} is simply one { | M [ ]
: ; 2 ! : ; 1}Combustion{1} is ancther word for buming, so an {2}internal combustion engine{2} is simply ene where
L e e the {3}fuel{3} is bumed inside the main part of the engine (the cylinders) {#}where power is produced{4}|
Inline clements {1} Bold: On {1}
{2} Hyperlink {2
{3} Color: ﬂ{a}
2 {4} Italics: On {4}
LQA: ¥
Fuzzy match 93% - Approved
" N Verbrennung ist ein anderes Wort fiir das Brennen und interne Mittel nach innen, so &in
Source: {1)Combustion{1} is anather viord for burning, and-ternakmeans nsigerso an 4
alinternal combustion engine{2} is simply one whare the {3}fusk{3} is bumed inside the Werbrennungsmotor ist einfach eine, wo der Kraftstoff im Inneren des Hauptteils des Motors v
atin part of the engine (the cylmders} (4lnherc power is produced (2] verbrannt wird (die Zylis in groBes Feuer an einem Ende eines Kessels, das Wasser ervarmt Dampf
: zu machen.

A segment with inline elements and their explanation underneath

Settings
Options Font Shortcuts Segment filters
Populate target with source fes r
Change segment status automatically Mo T
Show matches only in the active segment fes T
Show all comments automatically Mo r
Run Q& automatically when segment set to done fes T
Run Q& for ICE matches fes A
Show Q& warning if word exists in source fes T
Segments per page 50 r
Display hints about inline elements Yes [one per row) T
No
Scroll Editor window automatically _
VREN USINg keyboard SNortcUts to navigate
Save

The option to display hints about inline elements underneath the segment

Those inline elements without content appear alone and are blue.

It is important that there is the same number of inline tags in the target segment as in the source
segment. To insert an inline element in the target segment put the cursor in the desired location and
type Alt + number on your keyboard. If you are missing any inline elements the segment will be high-
lighted in red and a message will appear at the bottom of the page and in the segment. If you do not
correct this the segment will be saved but the translation will not be used when the target document is
generated or available in find and replace.

El porcentaje de éxito fue del 66% entre los usuarios que no lo utilizan{1}2{1}. The percentage was 66% for those who did not {1}2. | M |
This segment has invalid inline tags. It will be saved, but will not be included in the target file or be available in find and replace.

Segment with missing inline tag

Also if you have red segments on the page, as you move to the next page there will be a pop up
message telling you that you have segments with invalid inline tags.

Quality Assurance
The quality assurance checks happen automatically when you set a segment to translated or when
you click one of the QA icons . The ¥ icon on the right vertical toolbar is used to check only the

active segment. Clicking the ¢ icon on the left vertical toolbar enables you to choose a broader range
of segments for QA checks.
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—— 1] AL LIVE - 1 Tansidauan recnoc
L 1 .2 e
This time XTM LIVE Europe is on
L known for its significant impact ¢
.:3';. ------------------------------------------
5
Page (F9)

Document - all segments excluding ICE and 100% maiches

Document - all segments

g
ial | Open Xbench

11 The Translation Technology Pow

12 Day one will be filled with engag

2

Options for QA checks

Spell checking

If a spelling mistake is detected during the check then the word is highlighted in yellow. If you click on
the word then XTM displays a number of suggested spellings for the word. You then have the option
to select one of the suggested words, add the suspect word to the custom default dictionary and
ignore the word in this segment or in the whole project.

Dell's wireless arcitecture can provide Wi-Fi connections faster than competitive products {1}1{1}

Suggestions

architecture
architectural
architect

Add to default dictionary
Ignore word in segment
Ignore word in project

Correcting a spelling mistake

The spell checking utilises the open office dictionaries which cover more than 90 languages listed in
Appendix 3. Separate custom dictionaries are created for each customer. This means that multiple
translators working on projects for the same customer will use the same custom dictionary.

Other QA checks
Apart from checking the spelling the QA module also checks for:

Numbers
e Missing or incorrectly formatted number
e Numbers inside words

Punctuation
e Missing space after punctuation marks

e Multiple punctuation marks in a sentence
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Multiple spaces in a sentence

Spaces before punctuation marks

Spaces around inlines

Spaces around double byte characters

Trailing tabs or spaces at the beginning or end of a sentence

Uneven number of opening and closing brackets

Language

Check non-translatable text in curly brackets

Forbidden characters — as specified by the system administrator
Identical source and target

Repeated words

Spelling errors

Terminology

Rejected terms used

Translation of a term not found

When a QA error is detected an orange mark is inserted to highlight the problem.

[Here i why you should choose allnew laptop From Dell:

QA error example - multiple spaces highlighted

In addition a warning triangle appears next to the status box. If you place your cursor over the triangle
then a description of the problem appears.

A
L,

-Translation of the
term ‘portatil has
not been found

A typical QA warning

Integration with Xbench

Xbench is a third-party translation quality verification tool that can be opened from within XTM Editor.
Xbench is not included in the XTM subscription and requires a separate license. The software can be
purchased and downloaded from https://www.xbench.net/. XTM requires Xbench 3.0 build 1434 or

higher installed on your computer.

Running Xbench from XTM Editor
Click Open Xbench in the quality verification menu to download the Xbench package (.xbpkg) file. The

Page 221


https://www.xbench.net/

XTM User Manual — Translators, Correctors and Reviewers

file can be then opened in Xbench for quality verification.

Page (F9)
Document - all segments excluding ICE and 100% maiches

Document - all segments

Y

Open Xbench

Opening Xbench from XTM Editor

Xbench can be opened straight from XTM Editor but requires your web browser to automatically open
downloaded files.

For example, in Chrome:

a. Disable Google Chrome option: Ask where to save each file before downloading as
explained in:
https://support.google.com/chrome/answer/957597?co=GENIE.Platform%3DDesktop&hl=en

b. Enable Always open files of this type. Download an Xbench xbpkg file. When it is listed at
the bottom of Chrome, click the up arrow, and choose Always open files of this type.

17 Anot CP en
““1; ______ T I;_e_l Always open files of this type
19 andr Show in folder
ater

{‘:‘ .
) DITA blog_june...xbpkg ¥

Always open files of this type in Chrome

Activating segments in XTM Editor from Xbench

It is possible to activate a segment with an error in XTM Editor straight from Xbench. Press Ctrl + E
when an error is selected in Xbench to activate the relevant segment in XTM Editor for correction. This
feature only works when the same file is open in Xbench and XTM Editor.

LQA marking

The system administrator will have configured LQA so that XTM lists the chosen issues. The severity
factors and issue weightings will also have been set.

When a step in the workflow has been marked for LQA or the step is the default LQA step, an LQA
section appears under the segment.
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1| Porqué utiizar portatiles de Del Why use Dell server [/ mcan
Dell ofrece una amplia gama de portatiles, desde sistemas disefiados exclusivamente para la pequefia empresa hasta estaciones Dell offers a wide range of Iaptops ffrom systems designed exclusively for small business to mobile workstations fully certified or (Fu [l |
de trabajo méviles totalmente certificadas o factores de forma especializados como Tablet PC o portatiles reforzados. specialized form factors such as Tablet PCs or reinforced Iaplops.
Loa &
I S S I
Accuracy b| Addition Terminology
2 | Fuenc » Mistransiation y Ww e
eriy » Omissio
u tec
o 7 Dell offers awide range of laptops from systems designed exclusively for small business fo mobile workstations fully v
Couat certified or specialized form factors as Tablet PC or portable reinforced.
Comment: ¥
1| Por qué utiizar portatiles de Dell why use Dell server [/ mcan
Dell offece una amplia gama de portatiles, desde sistemas disefiados exclusivamente para la pequefia empresa hasta estaciones [pell offers a wide range of laptops from systems designed exclusively for small business to mobile workstations fully certified or [Ew [ ] |
de trabajo moviles totalmente certificadas o factores de forma especializados como Tablet PC o portatiles reforzados. specialized form factors such as Tablet PCs of reinforced Iaptops.
Lo &
Accracy  Addion  Compleleness  Content  Fluency — Grammar  Inconsistency  Legalrequirements  Locale applicabily  Localeviolaton  Mechanical  Mistransiation  Omission  Register  Spelling  Style
2
Terminology  Typography  Unintelligible  Uniransiated  Verity
L
o g7 Dl Ors 3 wide range of laptops flom systems designed exclusely for small business 0 mobile workstations ull v
Goog! certified or specialized form factars as Tablet P or portable reinforced.
Comment: ¥

The LQA section for a segment — Flat view

To enter an issue select the item in the LQA section and select the severity by clicking on either the
blue, orange or red icons. The selected issue will appear in at the top of the LQA section and also an
orange triangle will appear in the status column with a mouse over pop up giving the details.

If the LQA is used as part of the correct step then marking the issue will record the error and as it is
corrected XTM will create an auto comment.

The LQA report is automatically created and can be downloaded by the project manager from the
context menu in the project listing.
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Other XTM Workbench Features

Segment filtering

L1 d
Clicking on the “ icon in the left hand tool bar brings up a list of segment filters that you can apply.
Check the appropriate filter and click “Apply filters”.

Join filters using: (@) AND () OR

Choose filters to show segments with:
Filter profiles ~
._] [] all modified target text with comments

%) [0 excLupe all leveraged matches

Other filters
|:| Comments

[J comments added by a specific user

[] comments added in a spedific date range

[] comments added in the last X days

|:| Comments containing spedific text

[] Different source texts but the same target

[] The same source but different target texts

[] unchanged fuzzy matches as the target

[J 1nvalid infine tags

[ 1nvalid length of target text

[] 100% or ICE matches

[] Fuzzy matches and fuzzy repetitions

[] Fuzzy matches and fuzzy repetitions in a spedfic range

[] Penalized matches

[] repetitions

[] specific match types

[ A modified target text in a specific date range

[ & modified target text within the last X days

|:| Any updates to target, status or comments

[71 seament range N
Apply filters Save as profile Cancel

Manaaoe seament filters

Selecting a segment filter

oy
When one or more filters have been applied the * icon appears in the XTM Editor title bar. If you
click on this icon the filter is immediately switched off to show all segments.

If you right click on the apply filter icon a context menu appears which enables you to open the filter
window or immediately apply the last segment filter.
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Dell tiene present

Open

v Apply last segment filter - razo

- La arguitectura ini
Right click on the filter icon

There is also a keyboard short cut to apply the last segment filter or deactivate the applied filter. The
default value of the keyboard short cut is Ctrl+shift+F

Filter Profiles

You can create advanced, customized filters by joining two or more segment filters together using
Boolean AND/OR operators and saving the combination as a Filter Profile. You can also save
frequently used configurations of a single filter for convenient reuse. Saved Filter Profiles appear
in a separate list above the Other filters list with an | =| icon to the left.

Creating filter profiles
L g
Click on the icon in the left hand tool bar to open the Segment filters window:

1. Check the box next to one or more desired filters in the list and configure the filter
parameters. Check the Exclude box to exclude segments matching that condition from
the display.

2. If more than one filter is selected, choose whether to join the filters using the AND or OR
Boolean operator using the radio buttons at the top of the window.

a. The AND operator means all of the conditions must be matched for a segment to
be displayed.

b. The OR operator means that only one of the selected conditions must match
segments to be displayed.

3. Click the Save as profile button.

4. In the Add filter profile box enter a descriptive name for the profile in the Filter profile
name field, and click Save. The new profile will appear at the top of the Filter profiles list.

Applying filter profiles

Ly
Click on the icon in the left hand tool bar to open the Segment filters window. Check the box
next to the filters you wish to use from the Filter profiles list and click the Apply filters button.

Profiles created by an Administrator

Filter profiles created by a system administrator are indicated in the list by an “icon. You can
apply these profiles normally, but administrator profiles cannot be edited. However you can view
their settings by clicking the icon next to the administrator profile name and selecting View from
the dropdown list. This opens the Edit filter profile window with a notification in yellow across the
top that this profile was created by an administrator. You can modify the configuration of this
profile and click Save as profile to save it as your own filter profile under a new name.

Modifying filter profiles
Click the .= icon to the left of the filter profile name and select Edit from the dropdown menu to

open the Edit filter profile window. The current profile name, Boolean operator, selected filters
and their parameters are all displayed in the window. Make any desired changes to the profile
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configuration and click Save profile to save your changes.
Deleting filter profiles

Click the =l icon to the left of the filter profile name and select Delete from the dropdown menu.
Click OK in the confirmation box to delete the filter profile.

Copy repetition

il
The ¥ icon appears when you apply the filter “Repetitions”. If you make a change to one of the
repetitions click on it to propagate a change to the other repetitions.

Centralising a segment

In order to view the last segments on a page in context with segments of the next page click the
centralise segment icon #a=.

Merging segments

In order to merge the current segment with the one above click the merge segment icon ®. There
are some rules governing the merging and demerging of segments:

e You can only merge segments that originated from the same paragraph in the source
document. In XTM Editor these segments are separated by a dotted line. You cannot merge
segments from different paragraphs. These segments are separated by a solid line.

e When you need to merge more than two segments always start merging from the last
segment — thus for example if you wish to merge segments1, 2, 3, firstly merge segment 3
with 2 and then 2 with 1.

e The converse applies when demerging segments — start demerging from the first segment.

e You cannot merge a segment with another segment that is in a read only state.

To demerge two merged segments, click in the segment that says “Merged with the segment above.”
and click merge segment icon 2.

Saving, versioning and restoring previous versions

Every change that you make in a segment is automatically saved when you click away from the
segment. XTM automatically stores a full version history of each segment. There are two storage
mechanisms:
1. The changed segment is automatically saved on the server as a file.
2. In addition the segment is saved locally in the temporary cache of the browser. This acts as a
backup if the internet connection is down.

XTM adds to the history each time the segment is saved. The information includes the person who

made the change and date and time of the change. To view the segment history click on the \.J icon.

Current segment 2l segments

Vostro offers a full range of products, support, sales and service functions that smal business require. Admin Bob Wilans 17-07-2014 17:33
Vostro offers a full range of products, support, sales and service functions that small businesses require. Admin Bob Willans 17-07-2014 17:30
Vostro offers a full range of products, support, sales and service functions that small businesses require . Admin Bob Willans 17-07-2014 17:30

mfw s o

Vostro offers a full range of products, support, sales and service functions that require small businesses. Admin Bob Wilans 17-07-2014 17:25

Vostro ofrece Una gama completa de productos, asistencia de ventas v Ias fundones de servicio que exigen las pequefias
empresas.

1
Local backup | Vostra offers a full range of products, suppart, sales and service functions that small business require.

Restore

The version history window — current segment
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From this window you can view and restore any previous version of the current segment.

Currentsegment | All segments

() e e eweace

Restore

The version history window — All segments

On the second tab “All Segments” there is an option to restore the latest backup for any or all of the

segments on the page.

Entering translations

If there is no TM match, to enter your translation, simply click in target language box of the desired

segment and type over any source text.

If there is a TM match click J to accept a fuzzy match and insert the translation into the target box. If

the TM has been saved with inline elements there will be two options: click .{ to copy the match

{i},
without inline elements and click ( to copy the match with inline elements. In either case the text

can then be edited as required.

8  |{1}Con los ordenadores portatiles de Del se elminan mds puntos sin cobertura en casa 0 | {13}Dell's laptops help remove more dead spots in the home or office than any other
en la oficina que con los productos de ki competencia{1H{2}1{2}. leading small business faptop provider {13{23{2}.
Leveraged:

{1} Dell's laptops help remove more dead spots in the home or office

than any other leading small business laptop provider {1} {2}1{2}.

Selecting a TM match

Entering special characters in XTM Editor:

Sometimes you may need to enter characters that are not accessible from the keyboard, such as

'smart quotes'.

To enter characters that are special to the target language type alt+0.This will display a selection of
characters for the given language including the default one - {sp}
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Missing inlines {1 9

English{UK) characters b L L

Symbols G & "¢ EE|Y @@ ® ™ P P e
=

I
2
H
[
3
=]
|
H
[
~
»
"

Text direction marks [ ]

Other characters wl T e s s < A AAE El® G| &|E
e EB|ET|T|11|0 06 E|lee|U|0|0|0 0 0 B|a
olu|AloAE[T|i|I|i|O0 00|60/ G- -|Al a3
Cl¢|E|lelb V| N|A|O|6|S 8§22 2|z d|lc|Clg
Gli|1|6 O|ls|s alola s/ e/ qH/i|T 1|11
60U |Y|0| Y| U o Q

The special character pop up

For 'special' characters that are not shown here the Windows Character Map is the best solution:
From Windows->Start->Accessories->System Tools select the Character Map

In the Character Map application select the characters that you will be using frequently into the
'Characters to copy:' field. You can then copy and paste the characters into the XTM editor.

You can also type the ASCII or ANSI code for the characters. Useful codes are:
o Alt+0132 for lower quote
o Alt+0147 for Left Double Quotation Mark
o Alt+0148 for Right Double Quotation Mark
e Alt+0139 for Single Left-Pointing Angle Quotation Mark
e Alt+0155 for Single Right-Pointing Angle Quotation Mark
o Alt+0128 for Euro Symbol

To enter these keystrokes you need to keep the Alt key pressed down, then on the numeric keypad
press the number sequence.

The full ASCII character set is available here http://ascii-table.com/ascii.php

The full ANSI character set is available here http://ascii-table.com/ansi-codes.php (note the Dec codes
shown in the table require a leading 0 when typing them.)

It is also possible to create shortcuts for commonly used special characters. By default insert non
breaking space is set to Ctrl+Shift+space, but you can create other characters as required.

Segment comments

To add a comment to the active segment click on the '_o icon in the right hand tool bar. Enter the
comment in the box that appears and click the save button. The comment is saved with the name of
the person adding the comment and a date time stamp.
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:

This is a fuzzy repeat of segment 8

Save Cancel

Adding a comment

Los ordenadores portatiles de Dell son los mas avanzados en el mundo. Dell laptops are the most advanced in the World. ..
ICE match  Dell laptops are the most advanced in the World. v

Comment: &
This is a fuzzy repeat of segment 8 BobADMIN_mela2 2011-12-12 13:04:43 CET X @

A Segment with a comment

When a comment is present in a segment the word “Comment” appears. Click on the # icon to
display the text. You can change the default setting to display or hide comments in Settings > Options.
A comment can be edited by clicking on the =l icon or deleted by clicking on the * icon. Note only the
person who entered the comment can edit or delete it, and this can only be done when the workflow
step is active.

To view the next segment with a comment, click on the next comment icon 54 in the right hand tool
bar

XTM Editor Title bar

Starting from the left hand side, the title bar firstly displays an icon indicating the speed of connection

to the XTM server antlll. This icon turns to orange orred *' as the speed of connection falls.
Connection speed Connection grade Icon or warning message
>1900 milliseconds Bad u
>1001<1899 milliseconds Poor all
>601<1000 milliseconds Average
>400<600 milliseconds Good ailll
<400 milliseconds Excellent il

Next is the project name, the target language, the file name, the finish and reject buttons and the
segment range or ranges and your role. If you have been allocated multiple languages or files in the
same project it is possible to navigate through the languages or files from the pull down menu or using
the arrows to the left and right of the file name.

Finishing or rejecting tasks in XTM Editor: If the manual option has been selected in Configuration

depending on the step you are in there are two arrows: Clicking on the red arrow icon @ rejects the

task to the previous step in the workflow, while the green arrows @ finishes the task and
automatically moves it on to the next step in the workflow. If XTM has been set up so that tasks are
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automatically finished or rejected depending on the segment status, then the arrow icons change to
the following red/green icon 4"

If segment filtering is switched on a small red filter icon appears: A ’. Clicking this icon switches off
segment filtering so that all segments are displayed.

( I m Tasks ™ Terminology

XTM Editor [x)

il Project: Dieselinline  Language: German {Germany) ¥ File: Diesel engine - Copy- Inline.docx @ Segments:1-96  Role: Translator | 1-05 RERIM e

The XTM Editor title bar with a pull down lists of available file names and languages.

Navigation within the document
Each page on the editor contains between 10 and 500 segments. You can set how many segments

you wish to view on a page in the setting section which is accessed by clicking on the = icon.

You can move to the next page of segments by clicking on the range at the bottom or top of the page,
clicking on the arrows or selecting a range from the pull down list. Alternatively go to a specific
segment by entering the segment number in the empty box.

B 106 v] o

The navigation panel at the bottom and top of the page

When determining how many segments to display on the page you should bear in mind that when you
have a page open, other translators, reviewers or correctors will be able to view this page, however
they will find that all the segments on the page are locked and they will not be able to make any
changes.

Navigation between joined files

When files, such as DITA source files, are joined during project creation, you can easily navigate through

them by clicking the E icon. This displays the file structure tree. The structure of the tree depends on the
file join settings described here.
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Go to specific file

¥ (4 XTM for Administrators.dita
XTM Licencing.dita
Logging in.dita
Logging out.dita

Administrator options.dita

Configuration.dita
User details.dita
v 1 My account.dita

A My Account - Renew subscription.dita
My Account - Additional users.dita
My Account - Payments.dita
My Account - Additional words.dita
My Account - Billing details.dita

v (7 Settings.dita
Settings - System.dita

Settings - Analysis manager.dita

v Settings - Files.dita

Settings - Email.dita
Customising emails.dita

Seftings - Projects.dita

A typical file tree structure

Clicking on the preview icon in the left hand menu displays a submenu that enables you to select the
type of document preview as shown below.

HTML
HTML interactive

[ HTML source / target table

j_| PDF

[, Excelextended table
1 Excel multiingual
& Download target file

Reference material

The preview menu

.| PDF source / target table

If you are translating XML files, XSLT style sheets can be used to generate a preview. The selection of

style sheet can be configured using the root element of the source XML file. Please contact
support@xtm-intl.com to request assistance with loading the style sheets into XTM.

If there are no custom style sheets DITA previews are based on the DITA Open Tool Kit Framework.

The target XML is passed to style sheets and rendered as HTML.

XTM Connect for Adobe InDesign
If the optional connector for XTM to Adobe InDesign Server has been purchased there is additional
preview functionality. The InDesign Server can be either licenced by the customer or we can provide
access to the XTM International instance.

This connector provides the ability to:

5) Upload and analyse .indd files
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6) Generate a WYSIWYG pdf of the target file

7) Quickly and easily edit the translation. The preview pdf contains Live-Links from the text in the
preview to the relevant segment in XTM Editor.

Images need to be either embedded into the InDesign document or contained in Links folder that is
uploaded to XTM by the project manager as preview files.

Segment status

Segment status overview

The right hand column displays information about the status of the segment and origin of the target
text.

The background colour represents the current status of the segment. The meaning of the colours is as
follows:

COLOUR | STATUS OF STEP MEANING

TO BE TRANSLATED
TO BE REVISED The segment requires the linguist's attention.
TO BE REVIEWED

YELLOW | TO BE CHECKED The segment is non-translatable or is a 100% leveraged match

The segment has been rejected by one step (e.g. Review) and

TO BE CORRECTED needs to be corrected by the previous step.

TRANSLATED
REVISED The segment has been completed by the linguist
REVIEWED

COMPLETED The segment is an In context exact’ (ICE) match, or has been
merged with the one above

The letters in the status box refers to the original matching type and have the following meaning:

LETTER MATCHING TYPE
U Unmatched
MT Machine translation matched
M Matched

I In context exact match (ICE)

N Non-translatable

The only change that you can make to the letter in the status box is to change it to “N”, otherwise it
remains the same throughout the workflow.

The status of the previous and following steps
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, a diesel engine is a type of internal ion engine.

Wie ein Benzinmotor, ein Dieselmotor ist eine Art von Brennkraftmaschine.

ICE match - Approved  Like a gasoline engine, a diesel engine is a type of internal combustien engine.

Google MT Wie ein Benzinmetor, ein Dieselmetor ist eine Art von Brennkraftmaschine.

A segment showing the status of the previous, current and next step.

The status column displays the status of the previous, current and next step in the workflow by
dividing the coloured block into sections. In the example above the first step is completed, while the
current and next step require attention.

Changing the status of segments

You can set XTM to change the segment status automatically or alternatively you can manually set the

status.

If the system is configured to change the status of the segment automatically, when you leave the
segment the status will change. How to set the status change to automatic is described in chapter 5
in the configuration section.

If the status change is not set to automatic then you may change the status using the keyboard
shortcut Alt ++ or by clicking on the box itself and selecting translated/revised/reviewed from the
context menu.

use Dell notebooks

sffers a wide range of laptops, from systems for small co ioo bl
stations or specialised form factors like Tablet PCs or ruga Change status to

d(M - Matched)

d(M - Matched)

A reviewer changing the status of a segment

XLIFF:Doc status of segments

If you have TIPP switched on in Configuration> Settings then the XLIFF:doc segment status will be
displayed in XTM Editor to the left of the normal XTM status. To change the status of a segment click
on the number and select the desired status from the pop up list.

{Tm

Tasks ™ Terminology

- ¥ "_'\

XTM Editor [x]
atllll Project: Diesel inline  Language: German (Germany) ¥ File: Diesel engine - Copy - Inline.docx & Segments: 1-96  Role: Translator 106 JRETRS o
Status
Like a gasoli \gine, a diesel engine is a type of i 1 ion engine. Like a gasoline engine, a diesel engine is a type of internal combustion engine. En | |
LQA: ¥ XLIFF:doc status
1 e " . 1: New
- " D b
ICE match - Not approved  Wie ein &in ist eine Art von 2: Translated
3: Proofed
ICE match - Approved  Like a gasoline engine, a diesel engine is a type of internal combustion engine. 41 Validated
-1: Rejected
{1}Combustion{1} is ancther word for burning, so an {2}internal combustion engine{2} is simply one | {1}Combustion{1} is another word for burning, so an {2}it 1 fon brvgmrerz s (Ew | | .
2 | wihere the {3}fueH3} is bumed inside the main part of the engine (the cylinders) {4} where power is where the {3}fuel{3} s burned inside the main part of the engine (the cylinders) {4}where power is a5
\—' produced{4}. produced{4}.
4 L
3 | Thats different from an extemal combustion engine such as those used by old-fashioned steam That's different from an external combustion engine such as those used by old-fashioned stzam 1]
(1] Iocomotives. Iacomotives. [
v 4 Ina steam engine, there's a {1}big fire{1} at one end of a boiler that heats water, Der Dampf stromt an dem {1}gegenberliegenden{1} Ende des Kessels langen Rohren zu einem Zylinder [Ew| 1 | ] =)
& nach unten, wo es einen Kolben hin und her schiebt, um die Rader zu bewegen. N
= 5 The steam flows down long tubes to a cylinder at the opposite end of the boiler where it pushes a piston back | Der Dampf stromt an dem gegeniiberliegenden Ende des Kessels langen Rohren zu einem Zylinder nach unten, (Ew] 1 | | Q
< and forth to move the wheels. wo es einen Kolben hin und her schiebt, um die Rader zu bewegen. 4
@ 6 This is external combustion because the fire is outside the cylinder (indeed, typically 6-7 meters or 20-30ft This is external combustion because the fire is outside the cylinder (indeed, typically 6-7 meters or 20-30ft En v | | *
aviay). away). o
2 7 In a gasoline or diesel engine, the fuel burns inside the cylinders themselves. In a gasoline or diesel engine, the fuel burns inside the cylinders themselves. (En v | | @
@ 8 Internal combustion wastes less energy because the heat doesn't have to flow from where it's produced into Internal combustion wastes less energy because the heat doesn't have to flow from where it's produced into (EW| v | | @
— the cylinder: everything happens in the same place. the cylinder: everything happens in the same place. I
T [ —
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Changing the XLIFF:doc status of a segment

Locked segments

If a segment is grey and has a padlock icon to the right of the segment status then it is locked and
changes cannot be made. To view why the segment is locked move your mouse over the padlock. The
reasons why a segment maybe locked are:
e The segment is not allocated to you
This segment has not been completed in the previous step
The segment is locked by another user
ICE matches have been set to “not editable”
You are a viewer and do not have editing rights

It is important that users close XTM Editor by either logging out or closing the browser, because if a
user leaves the XTM Editor open unattended, then the session will expire in one hour and all the
segments on the page will be locked during this time. However, if a translator closes XTM Editor then
the session will expire after 5 minutes freeing up the segments for other users.

Target Text Length Control

XTM can be configured during project creation or in the project editor to monitor the number of
characters in the target text and compare that number with predefined upper and lower limits. When
the number of characters is less than or greater than these limits the segment will appear red and a
warning will appear.

XTM controls the target length of a paragraph and not a sentence. These segments are separated by
a dotted line in XTM editor. Thus for example when translating an Excel file, XTM controls the length
of all the text in a cell or in an XML file all the text in an element.

™ Terminology

XTM Editor [}
il Project: Diamond  Language: German (Germany) ¥ File: Diamond surface.docx @ Segments: 1-55  Role: Translator 165 JREA Ll |
Engiesh (1K) German (Germany) [ sne |
1 Perform the following to protect the vehicle and maintain it in prime condition: Fhren Sie die folgenden um das Fahrzeug zu schiitzen und pflegen sie in bestem Zustand: S;PK 100

Segment showing target text length control in the status column

Alternative and Back Translations

When a project has been created to use the alternative translation feature each segment is displayed
multiple times. There is a recommended translation followed by the set number of alternative
translations. Each alternative translation has its own back translation. Also XTM uses paragraph
segmentation for projects with alternative translations.

Enter the alternative translations and back translations. The comments section can be used as a place
to enter the rationale for each translation. On review choose the desired alternative translation by
clicking on the check to copy from the alternative to recommended translation. Only the recommended
translation will be used to generate the target document.

An Excel spreadsheet can be downloaded by the project manager that shows the full list of
translations, alternatives, back translations and comments.
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o EEEE S | s |
Por gué utilizar portatiles de Del Why use De|\ laptops 1 n.
Back translation  Por gué utilizar ordenadores portaties de Dell
1
Recommended Translation
Leveraged match - Approved  Why use Dell laptops 4
Alternative Translation 1 | Why use Dell portables 1 “.
2
Back translation  Por qué utilizar los portties Dell
Alternative Translation 2 | Why use Dell notebooks 1 IR
3
Back translation  Por qué utilizar los portities Dell

Segment showing two alternative translations with their corresponding back translations
Storing and Updating the Translation Memory

Storing TM

The translation memory database is automatically updated when you modify the target text and leave
a segment. All subsequent modifications to this translation automatically update the TM.

You do not have to mark a segment as DONE (green) in order to save it in the TM. However in order
to store a segment where the target is equal to the source, you should mark the segment as DONE
(green).

When the same segment from the same file and project is modified, the appropriate TM entry is
updated. In other words, if you translate a segment, and then a corrector updates the translation, only
the newest version will be stored in TM. When a segment is modified, its timestamp is updated. The
timestamp is used to order the matches and display the most recent.

Every TM entry is stored with checksums of the previous and next sentences in the document. This
allows XTM to be able to identify an ICE match that is based on the sentence context within the
document.

Approved vs. not-approved memory

When the status of the TM entry is set to “Approved” or “Not approved” depends on the setting in the
workflow. By default if there are multiple steps in the workflow then the TM entry is initially set to “Not
approved”. When the final step in the workflow has been completed the TM entry is automatically set
to “Approved”.

The setting can be adjusted, so segments can be stored as “Approved” in any step. In addition to this,
a special workflow can be configured so that all segments are stored as “Not approved” until the last
step is finished. Then an automatic process can be run that approves the memory on completion of
the workflow.

Duplicate management

When you are working on a different project, but translate sentences that already exist in the TM, XTM
will create a duplicate when:

1. The target text is different from that in the TM
2. The previous or next sentence are different from that stored in the TM

An administrator can configure XTM so that it does not create a duplicate TM entry for the same
segment translated in different projects. If this is set and the segment already exists in the TM, when
you enter a different translation, XTM will not create a new entry in the TM, rather the existing one will
be updated with the new translation. To set this option go to Configuration > Settings > Translation and
check the desired options in the field called “Modify the existing TM record if the project segment has
the same”

Page 235



XTM User Manual — Translators, Correctors and Reviewers

Right to Left languages
The following languages are automatically set to display right to left in XTM Editor:

e Arabic
e Hebrew
e Divenhi

e Pashto
e Persian
e Syriac

e Urdu

e Yiddish

e Yiddish, Israel

For PCs running Microsoft Windows, to change the keyboard firstly ensure that the desired language
is installed. This is done in Control Panel > Region and Language > Keyboard and Languages.

Once installed it is possible to select the desired language from the pop up menu at the bottom right of
the screen.

v EMN English (United Kingdom)
AR Arabic (Egypt)

Show the Language bar

B . e

Selecting keyboard input language

Bidirectional texts

When you need to type some text in direction opposite to the direction of the target language, you can
use text direction marks. Text direction marks are available from the Insert inline or special character
pop-up window.

French (France) characters € |» (™" || "|a A .B. a|E|e Clc E e E e E | & | 9
Ele|l 1|i|I]|1|0|6 Elee|U|0|0|0 O al:
Symbals {sp {Zs'e'} & "¢ |€|E @ O™ p|? . 1
<|=[[|1|=z|=z|~ RRE e - E| /%
2|35 | Va|¥2|3

Text direction marks

Other characters Sl < m s < alAlA & E &|C|c|2E
é|E|le E|I|i|1]|1 0|8 |CE|e a/0|0jalAla|A
Ale|i|i|f|i|o|e|o é|0|a|-|—|— Ala|lCl¢|E
elb|t N|A|O|6|S5|8 Z|2|z|z|a|g G|li1|iI|a|0
s|s|o 0ja|aleg|E|q H|i|T|T|I|T|&|O|0|Y|0
ilowle y|Y|y ¥

Text direction marks in the Insert inline or special character window
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LRM, RLM, LRE and RLE are opening text direction marks. LRM and LRE change text direction to
left-to-right. RLM and RLE change text direction to right-to-left. PDF is a closing mark.

iyl "hougll ules zlese” gib Ulgas)l | The title is "{RLE} ugll jusl=o ziofPDF}”

An example of bidirectional text

Configuration
There are 4 tabs in the configuration window: Options, Font, Shortcuts and Segment filters

Options

Settings
Options Font Shortcuts Segment filters
Populate target with source fes A
Change segment status automatically No T
Show matches only in the active segment fes r
Show all comments automatically Mo r
Run Q& automatically when segment set to done fes r
Run Q& for ICE matches fes A
Show Q& warning if word exists in source fes T
Calculate target segment length While typing A
Segments per page 50 ¥
Display hints about inline elements Yes (one per row) r
Scroll Editer window automatically ) On clicking in a segment
! When using keyboard shortcuts to navigate
Save

The Settings window - Options

The functionality that can be set under options is:

Populate target with source

Change status automatically

Show machine translation matches

Show matches only in the active segment

Show all comments automatically

Run QA automatically when the segment is set to done

Run QA for ICE matches

Show a QA warning if a word exists in the source text. By default this set to “no” and is
important to avoid false positives if your source text contains words or tokens that are not
translated.

Calculate target segment length while typing or when leaving the segment — This is only
active when segment length monitoring is on.

The number of segments displayed per page. Use a lower number to have better performance
Display hints about inline elements underneath the segment

Automatically scroll window when using shortcut or mouse
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Options Font Segment filters
Font name Arfal [=]
Font size 14 [+]
Font weight Normal
Save

The Settings window — Fonts

The fonts used in the XTM Editor can be set here. It is important that you select the right font for the
project target language. The fonts are as follows:

Font
Simsun
MS Mincho or MS Gothic
DaunPenh
Preeti
Vrinda

Keyboard shortcuts

Target language
Chinese
Japanese
Cambodian

Nepali
Bengali

Go to next segment

Go to previous segment
Go to next incomplete segment

Go to previous incomplete segment

Go to next segment edited by

current user

Go to previous segment edited by

current user

Go to next page

Go to previous page

Show next segment with a comment

Show previous segment with a

comment

Go to next file

Go to previous file

Return to target input field

Segment filters

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Enter new shortcut

Save

Alt+Arrow down
Alt+Arrow up
Alt+&rrow right

Alt+Arrow left

Page down
Page up
Alt+,

Alt+,

Font Shortcuts

FY

e ——

v
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The Settings window — Shortcuts

This window allows you to view the current keyboard shortcuts and to customise them. To change a
shortcut click in the “Enter new shortcut” box and type the new shortcut, then click save. Due to the
inconsistencies of some browsers the shortcut keys may not display correctly in the third column. In
this click on it and a window will appear where you can update the shortcut keys displayed.

The shortcuts are browser specific, so any changes to the shortcuts will only be available in the
browser in which they were set. Other browsers will keep the previous shortcut.

The default Mac shortcuts only apply when XTM is viewed in Safari. There might be changes to the
shortcuts if other supported browsers are used.
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The default settings are shown below.

Description Shortcut for PC | Shortcut For Mac
NAVIGATION

Go to next segment Alt+Arrow down Alt+Arrow down

Go to previous segment Alt+Arrow up Alt+Arrow up

Go to next incomplete segment Alt +Arrow right Alt +Arrow right

Go to previous incomplete segment Alt+Arrow left Alt+Arrow left

Go to next segment edited by current user

Go to previous segment edited by current user

Go to next page Ctrl+Page down Ctrl+Page down
Go to previous page Ctrl+Page up Ctrl+Page up
Show next segment with a comment Alt+. Alt+.

Show previous segment with a comment Alt+, Alt+,

Go to next file

Go to previous file

Return to target input field

TRANSLATION/TARGET

Set segment as completed Alt+;

Set segment as completed & go to next incomplete segment Alt++ Alt++

Set segment as incomplete Alt+- Alt+-
Save/do not save translation in TM Alt+/ Alt+/

Clear the target segment Alt+Delete Ctrl+Delete (
Copy source text to target text Alt+Insert Ctrl+Shift+l
Insert no-break space Ctrl+Shift+space Ctrl+Shift+space
Insert zero-width space

Uppercase/lowercase selected text Shift+F2

Merge with the segment above Alt+Page up ctrl +u
Focus custom attribute Tab Tab

Insert term Ctrl+shift+T

Undo Ctrl+z Ctrl+z

Redo Ctrl+y

Delete text to the end of the segment target Not set

Delete text to a next inline tag Not set

TEXT FORMATTING

Bold

Italic

Underline

Strike

Superscript

Subscript

Hyperlink

New line

MATCHES

Write match without inlines (If multiple matches selects best one) | Alt+m Alt+m

Write match with inlines (If multiple matches selects best one) Alt+i Alt+i
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Confirm & go to the next segment selecting the best match Enter

Write second match with inlines Alt+Ctrl+2

Write third match with inlines Alt+Ctrl+3

Write fourth match with inlines Alt+Ctrl+4

Write fifth match with inlines Alt+Ctrl+5

Write sixth match with inlines Alt+Ctrl+6

Write seventh match with inlines Alt+Ctrl+7

Write eighth match with inlines Alt+Ctrl+8

Write ninth match with inlines Alt+Ctrl+9

INLINE TAGS

Insert inline or special character Alt+0 Alt+0
Write first inline tag Alt+1

Write second inline tag Alt+2

Write third inline tag Alt+3

Write fourth inline tag Alt+4

Write fifth inline tag Alt+5

Write sixth inline tag Alt+6

Write seventh inline tag Alt+7

Write eighth inline tag Alt+8

Write ninth inline tag Alt+9

COMMENTS

Add comment Alt+c

QA

Check current segment F7

Go to next page with QA warnings F10 F4
Remove QA marking F8

Run QA on this page F9 F3
Show/hide LQA form Ctrl+q

GENERAL

Close popup Esc Esc
Apply/disable last segment filter Ctrl+shift+F

Open concordance Alt+\ Alt+\
Concordance search in source language Not set

Concordance search in target language Not set

Refresh page F5 F5
Show metrics Alt+Enter

Show find and replace Alt+f

Close the docked panel

Custom shortcuts for special characters

You can create your own shortcuts for special characters. Click the Add new shortcut button and then
enter the character or click on the keyboard icon and select it from the popup. Then enter your desired

shortcut.
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Segment filters

The segment filter tab allows you to customise the list of filters and filter profiles that you see by
making them “Inactive” and not visible in the list. Filter profiles appear in a separate list above the
individual segment filter list. Filter profiles created by an administrator are indicated by an |
icon. Profiles created by an administrator can be used normally but cannot be edited.

Segment filters can additionally be marked as “Favourite” which causes them to be displayed at

the top of the list. By default all the filters are active and none are marked as favourite. Your

system administrator can change these default settings.

Select filters and profiles to be Active, Inactive or Favourite and click Save to save your settings.
Settings

Options Font Shortcuts Segment filkers

-mm g

=] All modified target text with comments
|Z] EXCLUDE all leveraged matches @

oo

_

Comments

Comments added by a specific user
Comments added in a specific date range
Comments added in the last X days
Comments containing spedific text

Different source texts but the same target
The same source but different target texts
Unchanged fuzzy matches as the target
Invalid inline tags

Invalid length of target text

100% or ICE matches

Fuzzy matches and fuzzy repetitions

Fuzzy matches and fuzzy repetitions in a spedfic ranae
Penalized matches

Repetitions

Specific match types

A modified target text in a spedific date range
A modified target text within the last X days
Any updates to target, status or comments
LQA errors

Segment range

Mon-translatable text

Spedific original match types

DRONORONONONONORORONONONONONORONORONORONONONC)
2000000000000 0000000O0O00O0O
2000000000000 0000000O0O00O0O

Save

The Settings window — Segment filters
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Toolbars

Left hand tool bar

The left hand tool bar relates to the page or file.
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Icon Action Description

o Segment filtering A pop up window appears to allow you to select
and apply segment filters

[ B | Change segment status Allows you to batch change the XTM or XLIFF:doc
segment status of all the segments on the page or
allocated to you.

v Quality Assurance Checks spelling and QAs all the segments on the
page.

% Quality Assurance Checks the whole document and goes to the next
page with QA warnings.

~§ Find & Replace Brings up the Find & Replace window.

W Metrics A pop-up window appears with statistics about the
translated document and progress in translation
process. Includes Matching and number of text
units.

Preview A menu appears that varies according to your type

of source file and how your system is configured.
The options are to preview the document as an
HTML table, PDF, PDF interactive, PDF table,
Excel extended table or HTML and the target file.
[ HTML source / target table
A.| |PDF
| /<] PDF interactive
i..| PDF =source [ target table

[ Excel extended table

2% Download target file

Customisation

Customise XTM Editor functionality, appearance,
fonts, keyboard shortcuts and segment filters.

Help

Description of all the system's functions.
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Right hand tool bar

The right hand tool bar relates to individual segments.
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Icon

Action

Description

Quality Assurance

Checks spelling and punctuation.
Is also triggered by clicking F7 or works
automatically when moving to the next segment.

Previous incomplete
translations

Moves user to the previous incomplete translation
(the previous segment with a red status)

Next incomplete
translations

Moves user to the next incomplete translation (the
next segment with a red status)

Add comment

Creates a field in the source segment to insert a
comment.

Go to previous
segment with
comment

Moves user to the previous segment with a
comment.

Go to next segment
with comment

Moves user to the next segment with a comment.

Go to next segment
with inline errors

Moves user to the next segment with an inline
error.

LM
aam

Centralize this unit

Puts the chosen segment in the centre of a page.

&

Merge

Merges chosen segment with the unit above.

Set as non-equivalent
inT™M

Sets a segment (a source-target pair) as non-
equivalent in the Translation Memory and will not
be reused. Clicking again undoes this action.

Segment history

The pop up window has two tabs:
The first tab shows the complete history of the
segment allowing you to restore to any previous
version. There are 2 options:

1. Restore from previous version stored on

the server

2. Restore from the local backup
On the second tab there is an option to restore the
latest backup for any or all of the segments on the

page.

Group tasks

There are two types of users group in XTM
1) First come first served groups

2) Allocation order group.

If you are a member of an XTM first come first served user group and the project manager has
assigned a task to the group, you will receive an email advising you. Clicking on the task link in the
email takes you to the log on screen in XTM and then opens XTM editor in view only mode. On a first
come first served basis you will then be asked to accept the task.

If you click the accept button the task is then allocated to you and the other members of the group will
receive another email advising them that it is no longer available.
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( I m Projects Customers Users Tasks Concordance ™ Terminology Xchange

XTM Editor

You are in View mode as this is a group task. To start working on the task click the Accept button. Other users will be informed that it is no longer available.

anlll Project: Transmitter 8XAH  Language: French (France) ¥ File: Diesel engine - Copy.docx  Seaments: 1-54  Role: Viewer M 154 ¥

[ | ngiel (1K) French (Fance)

1 Like a gasoline engine, a diesel engine is a type of internal combustion engine. Like a gasoline engine, a diesel engine is a type of internal combustion engine. En v ||
4 Combustion is anather word for burning, so an internal combustion engine is simply one where the Combustion is another ward for burning, so an internal combustion engine is simply one where the I v | =)
fuel is burned inside the main part of the engine (the cylinders) {1} where power is produced{1}. fuel is burned inside the main part of the engine (the cylinders) {1} where power is produced{1}.
3 That's different from an external combustion engine such as those used by old-fashioned steam That's different from an external combustion engine such as those used by old-fashioned steam EN v | =i
Iocomotives. Iocomatives.
. - -
A4 5 The steam flows down long tubes to a cylinder at the opposite end of the boiler where it pushes a The steam flows down long tubes to a cylinder at the opposite end of the boiler whers it pushes a I v | =)
piston back and forth to move the whezls. piston back and forth to move the wheels.
m -
= 3 This is external combustion because the fire is outside the cylinder (indeed, typically 6-7 meters or This is external combustion because the fire is outside the cyinder (indeed, typically 6-7 meters or BN v | =
v 20-30ft away). 20-30ft away).
g -
=, - -
=4 - . " ) y
5 Internal combustion wastes less energy because the heat doesn't have to flow from where it's Internal combustion wastes less energy. It doesn't have to flow from where it's produced into the 1IN
@ produced into the cylinder: everything happens in the same place. cylinder: everything happens in the same place.
5 That's wihy internal combustion engines are more efficient than extemal combustion engines (they That's why internal combustion engines are more efficient than external combustion engines (they BN v | =
roduce more energy from the same volume of fuel) roduce more energy from the same volume of fuel),
& - -
The diesel engine (also knovin as a compression-ignition or CI engine) is an internal combustion The diesel engine (also known as a compression-ignition or CI engine} is an internal combustion BN v | =
@ 10 | engine in which ignition of the fuel that has been injected into the combustion chamber is initiated | engine in which ignition of the fuel that has been injected into the combustion chamber is initiated
— by the high temperature which a gas achieves when greatly compressed (adiabatic compression). by the high temperature which a gas achieves when greatly compressed (adiabatic compression).

Accepting a task assigned to a user group.

If you are a member of an XTM allocation order user group and the project manager has assigned a task
to the group, the task will be automatically sent to the first person in the group. They can accept or reject

it. If they decide to reject it then it is automatically sent to the next person in the group and so on until one
of the users accepts the task.

If you are a member of an XTM first come first served user group and the project manager has assigned
a task to the group, you will receive an email advising you
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XTM Visual Editor

The XTM Visual Editor is available for HTML and XML source files. Depending on the type of XML file,
in order to view XML files in the Visual Editor it is necessary to configure the system with the relevant
XSLT style sheets, prior to creating the project. The XTM International support team can provide
assistance to do this.

[# Open standard Editor
CI,' Open Visual Editor

O

%] Open File Manager

§x Open Terminology

& Show metrics

3¢ Open corrector changes
© Finish task

@ Decline task

= Open Messenger »

The Tasks context menu

The aim of the XTM Visual Editor is to show you a preview of the source and target file and then allow
you to click on the text in the preview and enter a translation in the section below. The target preview
is immediately updated with the translation. This allows you to see the full context of your translation
as you are working.

E"w]hgh (UK) German (Germany)

>

International

Rufen Sie uns an: +353 (0)14433017 [[22)

XTM Cloud =
bahnbrechendgie 32

Tral —
Managementsystépr 3

Scale up to overcome any challenge by handling in-game

content, marketing and websites in XTM Cloud — thevﬁx 4
leading TMS & CAT platform gives you full control of qualityy

(R = "”m) oy - D v=
cgmes {1}XTM Clouc{2} The game changing{3} Translation Management System XTM Cloud - Die bahnbrechende Translation Managements
Fuzzy repetition 99% XTM Cloud - Die bahnbrechende Translation Managementsystem v
Source: [1IXTM Cloud— {2} The Game Charging-game changing{3}Translation Management System
Comments (1 AdminADMIN 10-05-2017 05:58:07 PM 3¢ [, Please remain consistent with the other file.

XTM WYSIWYG Editor

A great deal of the functionality in the tabular editor has been incorporated in this WYSIWYG editor.
The icons you see in the window are as follows:

Icon Action
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¢ \b Go to the next/previous incomplete segment

'¢ '\b Go to the next/previous segment with a comment

Add comment

QA Check

View segment history

Do not save in TM

Select a match and insert the text into the translation

Edit a comment

x| B« D] 0@yt D

Delete a comment

Vertical resizer

Horizontal resizer

Minimise/maximise the segment editing section

Settings

Drop down menu

{} Finish or reject a task
> Finish a task
L 4 Reject a task

The layout of the page can be customised by using the vertical or horizontal sliders and the
minimise/maximise button. This allows you to allocate more or less space to the previews and the
segment editing section.

In the segment editing section it is possible to switch on or off the display of the segment, matches,
and comments by clicking on the coloured buttons.

D D D D v= 0

Dell ofrece unz amplia gama de portatiles, desde sistemas disefiados exclusivamente para la pequeiia
“I empresa hasta estaciones de trabajo moviles totalmente certificadas o factores de forma especializados
come Tablet PC o porttiles reforzados.

Dell offers a wide range of portable, from systems designed exclusively for small business to mobile worl
stations fully certified or specialized form Factors as Tablet PC or portable reinforced,

ICE match -Not approved Dell offers a wide range of portable, From systems designed exclusively For small business to mobile workstations Fully .
certified or specialized form factors as Tablet PC or portable reinforced.

Comments (1) BobADMIN 11-08-2015 10:10 ¢ [ A good translation

XTM WYSIWYG Editor — Editing a segment

The segment status is shown on the left hand side together with the status of the previous and next
steps if applicable. Left clicking on the segment status allows you to change the status manually.

Page 247



XTM User Manual — Translators, Correctors and Reviewers

Right clicking anywhere in the segment brings up context menu.

menu options

C-' Add a commenk
Y= Check current segment

“[7) Do not save translation in T

‘ﬁ' Settings

Segment Context menu

To select a match to use as the translation click on the green tick

Terms are highlighted in blue and clicking on a term displays the term meta data in a pop up window.

Translation

Context Why use Dell laptopsx{...)
:5 portatiles de Dell son los {2}ma.  Last modificationby ~ BobADMIN
Last modification date 10-06-2015 17:42

Terminology
Status
Not app laptops i
Source
Term portatiles
Context Por qué utilizar portatiles de Dell(...)
BobADMIN
Last modification date 10-06-2015 17:42
Status
Customer Ponders

Term meta data

The drop down menu in the top bar allows you to view or hide text decoration. When decoration is on
an in-context exact match (ICE), the text is highlighted in light green, and the current segment is
highlighted in yellow.

Clicking on the setting icon brings up the following window:

Settings

Populate target with source
Change segment status automatically

Show QA warning if word exists in source

olele

Save ¥ )

The settings window
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The concordance window

The concordance tab will be present for a linguist if the system administrator activates it under the
Configuration tab > Server settings > Translation. This window allows users to have access to
concordance even when they are not using XTM Editor. For easy access it is possible to open
concordance in a separate window. You can do this by right clicking on the tab and selecting “Open in
new window” from the context menu.

Tasks

Concordance

™ Terminology
Open

Open in new window

Right clicking on the concordance tab

By entering a word or phrase and clicking the search button XTM will display all occurrences and context
of the word or phrase in the document and also the TM. By default the XTM searches on the stem of the
word, but by clicking the box you can force it to search only for exact matches. You can also determine

whether the search is with the TM for a specific customer or the whole TM.

{TMm

Projects Customers Users Tasks Concordance

™ Terminology Xchange

Phrase

tablet

Exact match & source Target -:4‘} Tags

Customer

Alpha

English{UK) = German(Germany) (6)

Score

1

Source

Even so, if you can afford 3G, get it; mobile connectivity is a real trump card for tablet PCs.
No wionder some hardware makers believe there's still mileage in Froyo when used with smaller tablets
with 5 or 7in screens.

This 05 is no good for large-screen tablets, and the apps built for smartphones just play in a comer of
the screen- if at all.

1t's a serviceable platform, but not optimised for tablets - in fact, Froyo was designed for Android

smartphones (currently graduating towards larger screens and souped-up araphics, suggesting they may

soon meet these smaller tablets somewhere in the middle).

However, with prices in the 1139 to 1299 range, a pocket-sized 7in Froyo tablet PC viill suit many people
and their budgets.

Almost all these Honeycomb tableks are 10.1in widescreen models - that's an awful lot of electranics to
stuff into a backpack or a briefcase, however much the designers manage to shave off the weight and
slim down the chassis' thickness.

D

Language combination

v Enalish(UK) => German(Germany)

Reset |

Target

Trotzdem, wenn Sie 3G leisten kinnen, bekommen sie; mobile Konnektivitat ist ein echter Trumpf fur
Tablet-FCs.

Kein Wunder, dass einige Hardware-Hersteller glauben, dass es immer noch Meilen in Froyo, wenn sie
mit Keineren Tabletten mit 5 oder 7 Zoll-Bildschirme verwendet.

Dieses Betriebs:
Ecke des Bildsch

em ist nicht gut fir Grofbild-Tabletten, und die Apps fiir Smartphones nur in einer
s gebaut spielen - wenn ber.

Es ist eine Plattform gewartet werden, aber nicht fiir Tablets optimiert - in der Tat, Froyo wurde fiir
Android Smartphones entwickelt (derzeit zu immer groBeren Bildschirmen Abschluss und aufgemotzte

Grafik, was darauf hindeutet, kinnen sie bald diese Keineran Tabletten irgendwo in der Mitte treffen).

Doch mit Preisen in der 199 L auf L 299-Bereich, ein Pocket-Format 7in Froyo Tablet-PC werden viele
Menschen und ihre Budgets gerecht vird,

Fast alle diese Honeycomb Tabletten 10.1in Widescreen-Modelle sind - das ist eine ganze Menge von
Elektronik in einen Rucksack oder eine Aktentasche zu stopfen, so sehr die Designer verwalten das
Gewicht und die Verschlankung des Chassis ‘Dicke abrasieren.

The concordance window

<
A d
Metadata (%)
B Alpha 1 Y
#10-06-2016 01:20:08 PM :
B Alpha 1 \
#10-06-2016 01:20:08 PM :
B Alpha 1 \
#10-06-2016 01:20:08 PM :
B Alpha 1 \
# 10-06-2016 01:20:08 PM :
B Alpha ‘ \
& 10-06-2016 01:20:08 PM =
Alpt B
B Alha B

#10-06-2016 01:20:08 PM

Page 249



XTM User Manual — XTM Off Line Editor

6. XTM Off-Line Editor

Introduction

The XTM Offline Editor is a self-contained Microsoft Excel application to allow you to translate,
correct and review off-line. The only software that you need to install to use it is a correct version
of Microsoft Excel.

The XTM Offline Editor works in similar manner to the online, browser based version of XTM
Editor. If you have used the XTM Editor then you will be familiar with the main principles of the
XTM Offline Editor. Comments appear as Excel comments, to the right of the target segment
column.

Minimum software requirements

The following software configuration is required to run the XTM Offline Editor:

1. Microsoft Windows XP or later
2. Microsoft Excel 2007, 2010 or 2013 32 bit edition

The application will run with 64 bit editions of Excel, but with some limitations. We recommend
that you install the 32 bit edition.

The application runs with MS Office 2011 for the Mac

Minimum hardware requirements

Windows PC with a minimum of 512Mb RAM and a Pentium 4 processor or above, Core 2 duo or
better preferred.

Enabling Macros
Please make sure that you have enabled macros in Excel:
1. Select File->Options:

.i. Home
[ save

[E save As
[ Open

J Close

Recent

New

Print

Save & Send

Help

] Options
Exit
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2. Select Trust Center:

-

Excel Options

General » . . .
E@ General options for working with Excel.
Fi |
| ormulas
Proofing User Interface options
Save Show Mini Toolbar on selection (i
Enable Live Preview
Language
LColor scheme: SilverEI
Advanced ScreenTip style: | Show feature descriptions in ScreenTips El
Customize Ribbon
f When creating new workbooks
Quick Access Toolbar
[ Use this font: Body Font EI
Add-Ins
Font size: 11 El
T2 ST Default view for new sheets: | Mormal View EI
| Include this many sheets: 3 z
|
[ Personalize your copy of Microsoft Office
User name: |Andrzej Zydron
||

3. Select the ‘Trust Center Settings...’ button on the right side

General
@ Help keep your documents safe and your computer secure and healthy.
| Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy, For more information about how Microsoft Excel helps to protect your privacy, please
see the privacy statements,
Language "
Show the Microsoft Excel privacy statement

Advanced Office.com privacy statement
Customer Experience Improvement Program

Customize Ribbon

Quick Access Toalbar Security & more

| Adddns Learn more about protecting your privacy and security from Office.com,

. .
Trust Center Microsoft Trustwarthy Computing

| Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your

I computer secure. We recommend that you do nat change these settings. Trust Center

4. Select Macros and ensure that ‘Disable all macros except digitally signed macros’ is selected:

-
Trust Center

Trusted Publish

rusted Publishers Macro Settings
Trusted Locations
Disable all macros without notification

Trusted Documents Disable all macros with notification

Add-ins Disable all macros except digitally signed macros

Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Settings

Macro Setfings Developer Macro Settings

Protected View Trust access to the VBA project object model

Message Bar
External Content
File Block Settings

Privacy Options
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Starting the XTM Offline Editor
On opening the XTM Offline Editor file using Excel you must enable editing:

0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details, Enable Editing

and enable content:

! Security Warning Some active content has been disabled. Click for more details. Enable Content

The exact format of the messages will vary depending on the version of Excel being used.

Icon bar

The icons are similar to those in the online XTM Editor:

AR RERRE A
The floating icon bar provides quick access to key functions:
Icon Function
4 Spell check all target language segments
’? Go to previous incomplete segment
v Go to next incomplete segment
L) Add a comment (this function is also available from the right button click menu list)
L Go to previous segment with comments
B Go to next segment with comments
3 Go to next segment with errors
"E'* Invoke the Find and Replace dialog box
Invoke the Setup dialog box to switch on or off auto spell checking of target
segments and to show all terminology and matching comments
© Show this help

The Go To field

The ‘Go To’ field at in the header section allows you to go straight to the selected segment ID:
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Keyboard shortcuts
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The XTM Offline Editor keyboard shortcuts are different from the online XTM Editor

Keystroke Function

Tab Saves the current segment and moves to the next segment.

Shitf+Tab Moves to the previous segment.

Return Savgs the curre_nt segment moves t_o the next segment and copies
the first match, if any, to the target field of the next segment.

Escape Undoes any editing in the current segment and moves to the next
segment

F1 Open this Help document

Control+x Cut

Control+c, Copy

Control+y, Paste

Control+f Opens the Find and Replace dialog window

Control+g Opens the Go To Segment dialog window

Control+m Add a translation comment to this segment

Control+o Concordance

Control+p Print

Control+t Copies the source text to the target segment.

Control+End
Control+Home
Control+Up arrow

Control+Down arrow

Go to the last segment
Go to the first segment
Go to the previous incomplete segment

Go to the next incomplete segment

Control+, Go to the previous segment with a translation comment
Control+. Go to the next segment with a translation comment
Control+\ Concordance
Control+e Go to the next segment with errors

Inserts the appropriate inline element
Control+0...9 PProp

Control+Space

e.g. Control+1 = {1}, Control+0 = {10} etc

Inserts a hard space character, e.g. {sp}

Using the mouse

Clicking the mouse on the following areas has the following effect:

Clicking on Function
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Opens the segment to reveal any inline element details, terminology and
matching. Places the cursor in the target segment text and selects the

Target segment whole of the text.

Use the Tab or Return keys to move to the next segment.

Source segment Copies the source text to the target segment

Any term

Replaces the source term with the target term within the target segment.

Any match Copies the match to the target segment

Using the mouse right button click

Clicking the mouse right button while editing a segment has no effect. Clicking the mouse right
button outside of the target cell will bring up the following menu:

Spellcheck All Segments

Concordance [Chrl+Yy)

Previous Incomplete Segment (Ctrl+Up)
Mext Incomplete Segment (Ctrl+Down)
Add Translation Comment [Cirl+ M)
Previous Segment with Comments [Cirl+)
Mext Segment with Comments [Ctrl+.)
Mext Segment with Errors (Ctrl+E)

Find and Replace [Ctrl+F)

GoTo Segment Mo: [Cirl+G)

Settings

Print [Ctrl+F)

Help [F1]

These menu items are the same as for the icon bar with the addition of the ‘GoTo Segment No’,
Concordance and Print options.

Printing

To print the page use the Control+P keyboard shortcut to bring up the standard print dialogue box.
XTM Off Line Editor will automatically set the Print range to All and Print what to Selection. You can
choose the printer and set the number of copies.

Spell Checking

The spellchecking uses the built-in Microsoft spell checker. To spell check all the target segments

click the

_:;..

icon.

Before running a spell check ensure that the project target language is set as the default editing
language. To do this within Excel go to File-> Options->Language:
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'-‘A'Zi Set the Office Language Preferences.

Procfing Choone Editing Lingusges
. inchuting dictonaries, end soting
| (e " )
English (United Kingdom) <default>  Ensbled P istalied
Spanish (Chie) Notouiles % lnsaled

Choose Display and Help Lamguages

Set the language priority ordes for the buttons, tabs snd Help

Display Language [ Help Language

1. Match Microsoft Windows <defaults 1. Match Display Language <default>

2 Engizh L |2 g <
b iew display

8 Howdo! oet mere Display and Help langusges trom O

Choose ScreenTip Language

Set your SreenTp engusge D Match Dspay Linguage [¥]
8 How do | oo mare ScreenTip nguages trom Officecom)

When spell checking the whole project, the ‘Ignore All’ option only applies to the current segment. If

you wish to ignore specific words for the whole of file then add them to a custom dictionary.

To do this select Options in the spelling box:

Mot in Dictionary:

laptoop

| lgnore Onece

Suggestions:

lgnore All
Add to Dictionary

Change All
AutoCorrect

Dictionary language: |Eng|ish (United Kingdom) E

And then click on Custom Dictionaries:

General

Formulas
T

Save

Language

Advanced

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

}:‘/BCJ Change how Excel corrects and formats your text.

AutoCorrect options

Change how Excel carrects and formats text as you type: | AutoCorrect Options...

‘When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French

[ Suggest from main dictionary only

Custom Dictionaries...
French modes: Traditional and new spellings| v |
Spanish modes: Tuteo verb forms enly [v]

Dictionary language: |Eng||sh (United Kingdom)
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And create a new custom dictionary for the project:

Dictionary List

All Languages:
RoamingCustom.dic (Default)
CUSTOM.DIC
My project.dic

English (United Kingdom)
default.dic

Edit Word List...
LChange Default

Ji

Remove

File path: ‘C:\Users\BabW\IIans.MELA\AppData\Roaming\Micrasaﬂ\UProof

TOWSE..,

(=]

Dictionary language: [N EGIEREH u

Finally make it the default custom dictionary:

Dictionary List

All Languages:
My project.dic [Default}
RoamingCustom.dic
CUSTOM.DIC

English (United Kingdom)
default.dic

Edit Word List...

Change Default

Remove

File path: |C:\Users\u illans. MELA\Ap pDat: g Microsoft\UProof

| Browse...

Dictionary language: |All Languages:

conce
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7. XTM Terminology

General description

XTM incorporates a comprehensive terminology module. This is a database of your terms which
includes a concept, definition, context, image, multilingual translations, and remarks. In XTM Editor,
the system identifies and highlights terms in the source text that are in the term base. Approved
translations for terms recognized in the active segment are displayed in the docked panel. When
mouse over, more term details are displayed. This feature facilitates a consistent use of the agreed
terminology during translation. Users can import and export the terminology in XTM and edit or add
new terms directly from XTM Editor. You can also add custom tags to terms for a more detailed
categorization and display related terms.

For easy access it is possible to open Terminology in a separate window. You can do this by right
clicking on the tab and selecting “Open in new window” from the context menu.

olog
Open

Open in new window

Right clicking on the Terminology tab

The Manage tab is where you can find, add, modify or delete concepts or terms from a customer’s
termbase. You can browse, filter or search for terms to update them and edit them as required.

The Import tab enables you to create, update or synchronize termbases by importing terminology lists
from external sources. The file formats that can be imported are XLS, XSLX, TBX and MTF. XTM
stores a history of terminology imports so that you will have a record to track changes to your
termbase.

The Export tab is where you can download terminology lists to several standard file formats, XLS,
XLSX, TBX and MTF, for review or exchange. XTM stores a c