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Release Notes

The following lists the significant changes for release 4.8.0 of Wordfast 4 Professional:

Fixed issue where white space was added during concordance search

Added File Chaining to permit joining a number of files into one working file

Added the last saved column to Current Project Project Files tab

Widened the analysis report pop-up

Added the ability to skip to the next segment when 100% and Context matches encountered
Added a column to the Current Project Project Terminology tab titled Selected

Updated Project List and Current Project views with search for Source Language and Target
Language columns

Moved column sorting Project List and Current Project views to icons on the right-hand side
Increased user-friendliness of browse dialogs

Fixed issue with having to click several times on the application to regain focus

Fixed issue causing header alignment in columns to be off

Fixed issue where Replace action was not working in some instances

Fixed issue where Replace All action caused application to freeze occasionally
Fixed Mac issue where Hide Wordfast Pro 4 option made the application crash
Fixed Mac issue where Select Next Word action failed

Fixed issue where Table Filter drop-down failed to retract upon completion of search
Fixed locale issue that caused Quick Tools analysis to show no matches

Fixed issue generating extra space to the Project List view

Fixed issue preventing Find/Replace full circle completion

Fixed issue causing double-click on a file to result in an error

Fixed issue resulting in Note ID column being blank after adding several notes

Fixed issue causing Undo to not change segment status

Fixed issues preventing terms from being highlighted



About Wordfast Pro

Wordfast Pro is a Java-based translation and editing application designed to improve the way in which
translators work. It presents translators with a collaborative environment where Translation Memory (TM)
files can be accessed quickly and efficiently. Wordfast Pro is a flexible application that can work with
desktop TM files or interact directly with a powerful TM server application. It can also operate as a stand-
alone tool to supplement existing translation workflows.

Reference: TXLF Editor Unlabeled Icons




Getting Started

This chapter provides the basic information to get started in Wordfast Professional (Wordfast Pro).

Wordfast Pro is installed and executed on a local computer (refer to Installing and Activating Wordfast

Pro).

Requirements

Wordfast Pro requires the following:

Java JRE installed; if Java JRE is not present, it is installed automatically during Wordfast Pro
installation

Activation of the full Wordfast Pro installation requires a license and registration
Minimum RAM of 2GB

Minimum resolution of 1366 x 768 is recommended

Operating systems: Microsoft Windows 7 and 8, OSX 10.9+

Installing and Activating Wordfast Pro

Wordfast Pro is installed on a local computer as described here.

To install and activate Wordfast Pro:

1. Download the Wordfast Pro installer from the website http://www.wordfast.com/ to a local hard drive.

2. Run the installer.

Wordfast Pro opens in Demo Mode.

To activate Wordfast Pro, a license must be obtained and registered either online or offline.

Note:

Wordfast Pro demo mode provides an opportunity to view and try out the functions with limitations.

With a non-licensed Wordfast Pro, you are limited to creating bilingual projects and storing up to 500
translation units in your Translation Memory.

3. Purchase a Wordfast Pro license through the website http://www.wordfast.com/ and the Activation
Key is returned by email.

Refer to:

o Online Activation

o Offline Activation



http://www.wordfast.com/
http://www.wordfast.com/

Online Activation
For online activation, use the Activation Key returned in an email.

1. Open Wordfast Pro.
2. Click the Help tab.
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Wordast 4
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3. Click License Management.

4. Click Online Registration.

License Manager x
e ™
m Wplema enter your activation key and follow the nstructions
Marual Registration

License Type:  Ful

Activation Key:™ [

5. Enter the returned activation key into the Activation Key field.
6. Click OK.
7. Restart Wordfast Pro.



The license is now active.

Note:

To resolve any license issues, log in to Wordfast Pro and select Support > Hotline.

Offline Activation

For an offline activation, a License file is returned in an email. This license file should be saved to a
known location on the computer where Wordfast Pro is installed (preferably the Wordfast program
folder).

To activate Wordfast Pro offline:
1. Open Wordfast Pro.

2. Click Help.

3. Click License Management.
4

. Click Manual Registration.

License Manager b

Dirfine Reostr atior
e ReaEaan W Please entar your activation key and follow the instructions
Marual Registraton

License Type:  Ful

Acthation Key: Generate

Copy the string below this information bar and send the string to the

fallowing email address: activation@wordfast.com.

Wou will receive an emal with the license file that you can download and
save to your computer.
Browse the kcense fie and press the OK button.

License Fie: Erowse

Ok Cancel

5. Insert the returned activation key into the Activation Key field.

6. Click Generate on the Manual Registration dialog box.

The text string "Copy the string below..." is returned in the text box below the instruction text.



7. Copy this text string into an email and send it to the email address provided on the Manual
Registration dialog box below the Activation Key input field (shown above).

8. Copy the license file that is returned in an email from Wordfast to the computer containing Wordfast
Pro.

9. From within the Manual Registration dialog box, browse to the license file.
10. Click OK.
11. Restart Wordfast Pro.

The license is now active.

Note:

To resolve any license issues, log in to Wordfast Pro and select Support > Hotline.

Managing Licenses

Below are the procedures for managing Wordfast Pro licenses:

e Re-installing Licenses e Verifying Current License e Update Notification

Note:

Upon opening Wordfast Pro, an update notification appears when there are newer versions available
(see Project Help Tab).

Re-installing Licenses
To initiate a license re-installation for Wordfast Pro:

1. Obtain a new activation code for Wordfast Pro through the website http://www.wordfast.com/.

2. Follow the instructions for:

* Online Activation e Offline Activation

Verifying Current License

To verify the current Wordfast Pro license:
1. Open Wordfast Pro.

2. Select Help.

3. Click License Management.


http://www.wordfast.com/

The License Manager activation dialog box appears.

| License Manager b4

Online Registration kit ; :
= W Please enter your activation key and follow the instructions
Manual Registration

Licensa Type: Full

Activation Key:” “

Licenss will expirs in 254 day(s)

OK Canczl

4. Verify the license expiration date in the text below the Activation Key field.
The license status, as shown below, appears just below the Activation Key.

License will expire in 254 day(s)

Update Notification
Upon opening Wordfast Pro, an update notification appears when there are newer versions available.
Alternatively, check for updates as follows:

1. Click Help.
2. Click Wordfast 4 Update.



A list of available updates appears (as shown).

- Updates for Wordfast 4 are available.
Choose the tems you wish to update
Please note that major updates wil require application restart
[¥]  Item Version
= minor -
[¥] org.gsstr.editor. spellicheck. hunspell. ar 1.0.0
" | @ org.gsdtr.editor.spelicheck.hunspell.bg.bg 1.0.0
[¥] org.gsstr.editor.spelicheck.hunspel.ca.es 1.0.0
" [¥] org.gs4tr.editor.spellcheck.hunspell.cs.cz 1.0.0
N | [¥] oro.gsétr.editor.spelichecchunspel.da.dk 1.0.0
[¥] org.gs4tr.editor.spellcheck.hunspell.de.de 1.0.0
[¥] org.gsir.editor.spelicheck.hunspell.el.gr 1.0.0
[¥] org.gs4tr.editor.spelichedk.hunspell.en.ca 1.0.0
[¥] org.gsétr editor.spelicheck.hunspel.en.gb 1.0.0
[¥] oro.asétr editor.soellcheck.hunsoell. en.us 1.0.0 T
Update Cancel
L

Starting Wordfast Pro

Wordfast Pro opens in the Projects list tab.

Note:

The Projects, Location, Source Language, and Target Language columns can be ordered by

typing the first letter or two of the item to head the list then clicking ? or v to the far right. These
columns can be searched by typing in a string of characters that are contained in the entry of interest.
When a matching, unique string is found in an entry, only that entry is presented in the list. To restore

®

the list, click the Clear Filters icon




| = Wordfast4 | ~ || Projects || Help |

Package

I@@Ill@%ﬁ

Create Open Closs Modify  Remove Import Export Quick
Project Project  Project Pm]ect Project  Project Package Package Tools
Projects Location Source Langt |2 | | | Target Langu |2+ | | Date Created % Complete ® T.I,
Froject_9 C:\Users\Public\w... English Spanish (Latin Am... 2015/08/26 16:08...
MC_Proj-1 C:\Users\Public\W... English{UnitedS... German 2015/12/04 14:59...
Project_4-6 C:\Users\Public\W... English {UnitedS... German{Germany) 2015/12/14 15:10...
MC Proj-2 C:\Users\tldara\W... English {United 5... German (Germany) 2016/03/30 13:57...

The Wordfast 4 drop-down menu. —= = Gloceary Edit

Project Files Perspective

The following shows the options on the Project Files tab.

Note:

The Files column can be ordered by typing the first letter or two of the item to head the list then

clicking ) or v to the far right. These columns can be searched by typing in a string of characters that
are contained in the entry of interest. When a matching, unique string is found in an entry, only that

®

entry is presented in the list. To restore the list, click the Clear Filters icon




(2] [x]

[ = Wordfast 4 | ~ ” Project Files H Project TM H Project Terminology H Reports H Reference Files H Help }

BEI@@@MI = -::

Translate  Chain Close  Modify  Project  Analyze Project  Transcheck Segment Changes  Export Notes Import Export Remove Preferemﬁ
Hls Fdl‘hls File Files Project Project  Clean Up Report Report Report Package Package File(s)

Complete ® N

‘FI|ES | Word C. |T¥LF Fle Location | Creation Date Last Saved Translation ...

3 ENUS -> DE DE
(i Replaceables_testfile... 289 C:\Users\Public\Wordfast4\pro... 2015/07/30 10:35:...  2015/08{14 13:16:.. [P

@ Centralization of Loca.. 432 C:\Users\Public\wordfast<\pro. 2015/07/30 10:35: 2015/08f26 15:27:
@ Docxl.doce.bdf 907 C:\Users\Public\Wordfast4\pro... 2015/07/31 12:29:... 2015/12/17 13:57:..

EN-US -> DE-DE

For a list of the actions that can be taken at the project level refer to Project Files Tab.

Reference:

e TXLF Editor—Translation Tab

TXLF Editor Perspective

The following shows the options on the TXLF Editor Translation tab.



|—Wordfast4 + | Fie |[ Edt | Formatting | T i Help 2| [x

Function Tabs that access the TXLF tool groups.

Segment Automated Actions
S S - Hd
s BHm e HE W L BB 5 v e
Next Previous Commit Leverage Copy Mergs Spit  Unconfim/  Unconfirm / Until UntiMo  Translate
Segment Segment Source Confirm Confirm All &gnen‘l Ta'get AISou'ces Fuzzy Match All

Tools Ribbon that contains the tools of the active tab.

‘l“ *Translations com_ProductBrief_ProjectDi docx * =] ‘I‘

File Name list of those open.

|I| Source or Target ¥ | [[] Match Case ~  Fiter: v Q ¢ @ Ssort: Document v | 8 |||

Table Filter containing fields used in filtering searches.

ID Engligh (United States) German Score Status

1 ® 0 EEBD TRANSLATION MANAGEMENT. €€ UBERSETZUNGSMANAGEMENT. 0% g
2 SIMPLIFIED. VEREINFAGHT. po—

3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100%

4 5 B INTEGRATE WITH ANY SYSTEM 48 Ml EEEP INTEGRATION MIT JEDEM SYSTEM
100%

Tag2 =

Source Column containing Target Column providing translation

source segments. work area.
TM Lookup H Notes H Segment History ” Metadata ” Transcheck (0) | ’ @ rap e Terminology
Add Edit Delete Export Search Glossaries (Source) v QB
BommE o No Results
No Results

EN-US -> DE $ C:487TC: 0 | Segments: 31 / 32 [ eesad% ] |

Editor Tabs accessing related Terminology area, search

translation information. and modify glossary terms.

'|J Function Tabs Tabs that access the various tools of the application.
ZJ Tools Ribbon Tools available on the active tab.

List of open files. Multiple files can be open at one time and appear as
separate tabs in the list.

3_' File Name
Translations com_ProductBrief_ProjectDirector2.docx *




Row of fields that are used to provide the filter criteria and control

4 Table Filter
—l I searches.

Numbered source segments that are sections of paragraphs as
presented in the editor after a file is segmented for translation.

D Englsh (Uniied States)
1 ® Ll IEB» TRANSLATION MANAGEMENT.

5J Source Column
2 SIMPLIFIED.

3 STREAMLINE PROJECT MANAGEMENT
E IZB INTEGRATE WITH ANY SYSTEM

Translation work area including:

e Target column (right column), contains language translation,
entered or leveraged

e Segment Score column contains the percentage of match found
in the TM

e Status column indicates the status of that segment
EJ Target Columns -

German Score Status

UBERSETZUNGSMANAGEMENT ® -
90% e & |_|

VEREINFACHT. 100%

EFFEKTIVES PROJEKTMANAGEMENT 0% | O

IEEEF INTEGRATION MIT JEDEM SYSTEM

100% ra




They are:

e TM Lookup
Case Sensitive
Exact
Automatic Leverage
Diff Highlight

» With More Options — Inchude Privat= TU(GLTMS)
':'J Editor Tabs * Notes
e Segment History
e Metadata

¢ Transcheck (0)

J TM Lookup H Notes H Segment History H Metadata ” Transcheck (0)

| |v| Findsource | Find Target Clear

# | Source Target Score TM Name

1 HPBWORKWITHANY HBPD 100%  New_TM
VENDOR G € ZUSAMMENARBEIT MIT

JEDEM ANBIETER € €

Area for searching and adding terms to terminology lists (glossaries), if
enabled.

@ = Terminology
Search Glossaries (Source) .v-Q B

3_' Terminology

No Results




Basic Options

Wordfast Pro is executed by double-clicking the Wordfast Pro 4 icon on the PC desktop. Wordfast
opens with the Projects tab (Projects List) selected. Selecting and opening a project moves to the
Project Files tab. From this Project Files tab one can select a file and open it with the TXLF Editor. In
doing so, the tab is opened (default).

For the basic options of:

¢ Project Files tab, refer to Project Files Tab
e TXLF Editor File tab, refer to TXLF Editor—File Tab
e TXLF Editor Edit tab, refer to TXLF Editor—Edit Tab

e TXLF Editor Formatting tab, refer to TXLF Editor—Formatting Tab

e TXLF Editor Translation tab, refer to TXLF Editor—Translation Tab

e TXLF Editor Terminology tab, refer to TXLF Editor—Terminology Tab
e TXLF Editor Review tab, refer to TXLF Editor—Review Tab

e TXLF Editor Help tab, refer to Project Help Tab

References:

o Preferences e Using Transcheck




Project Management

Project management includes creating projects, preparing files for translation, and managing the

translation process (refer to Application Tabs). Translation-related files and the rules for a given
translation must be set up before beginning a translation. The tasks required to manage a project are

e Removing Projects

e Opening Projects

e Creating Projects

Creating Projects
In Wordfast Pro, it is necessary to create a project before any file translation can take place. A TXLF

file can only be opened for translation after the project is created or opened. The project is a working
environment that identifies the settings for the source and target language, Translation Memory (TM),

glossary, and other user information. The following tools are provided for creating projects

. Advanced Project Creation

. Simple Project Creation

Simple Project Creation
To create a project using the standard (simple) interface:
1. Click the Create Project Drop-down Symbol (downward pointing triangle) as shown below and the

menu opens.

= Wordfast4 ~ Projects | Help

v@@-.ll% u

Create Close Modify Remove Import BExport Quick
Project Project Project Pro;ec‘t Project  Project Package Package Tools

Use the advanced project wizard

Use the simple project creator Word
C:\Users\tidara\Word... English (United States) German (Germany)

C:\Users\Public\Word... English (United States) German (Germany)

¥ | Date Created
2015/03/31 12:53:21 .
2015/03/31 13:18:25.__
2015/05/29 11:08:06...

w

English (United States) German (Garmany)

Project-4
Project_2

2. Click Use the simple project creator from the Create Project drop-down menu



The Simple Project Creation dialog box appears.

Simple project creation x
e Project Details
Please specify all the necessary data for the praject creation
Project Mama:* Wordfast
Languages:
Englsh {United States) » g8 |German (Germany) v
Files

'+ Add Files N Remove

Valid Hamea Size Type Path

Tramsiation Memory

@ Add TM Browise
Usa Existing
Create New

Do not wse TM Tor thi project

Firish Cancel

Enter a project name in the Project Name field.
Select the source language from the left Languages drop-down list.

Select the target language from the right Languages drop-down list.

o o M w

To browse to project files:

e Click Add Files
e Or, drag the file(s) from a folder into the Files list area

The selected files are listed in the Files list.

Note:

A green check-mark in the Valid column indicates the file is acceptable. A red X in the Valid column
indicates that the file type is not supported by Wordfast Pro filters.

7. Select Translation Memory for this project using one of the following options (radio buttons):



Add TM Connect to an existing local Translation Memory (TM)
database.
Use Existing Connect to an existing Translation Memory database from

another project.

Create New Build a new Translation Memory database.
Do not use TM for this project No Translation Memory is to be used for this project.
8. Click Finish.

Wordfast Pro analyzes the file(s), then presents the summary pop-up.

MC_Proj-2 X

@ Here you can see the number of the files added, TMs and
glossaries along with any errors that might have occurred.

‘_ Bilingual (TXLF) Files
Created: 1

Failed: 0

Translation Memories

Added: 1
Glossaries

EH EB

Added: 0

Reference Files

[z

Added: 0




Advanced Project Creation
To create a project using the advanced project creation tool:

1. Click the Create Project Drop-down Symbol (downward pointing triangle) as shown below and the
menu opens.

2. Select Use the advanced project wizard from the Create Project drop-down menu.

Package

Project
B EEG R & &
Import

Open  Close  Add  Modify Remove Export
Project Project Project Project  Project  Package Package

Use the advanced project wizard
Use the simple project creator

" -4 Date Created
Word... English (United States) German (Garmany) 2015/03/31 12:53:21

Project-4 C:\Users\tidara\Word... English (United States) German (Germany) 2015/03/31 13:18:25...
Project_2 C:\Users\Public\Word... English (United States) German (Germany) 2015/05/29 11:08:06...

3. Select an option for this project. The options are listed in the following table.
Project Creation Wizard ®

e Project Details
Specify the project name, creation detaik and location where the project wil be saved

Step 1 of 6
Project Mame:® New_Praject
@ Create a new project
) Create a project based on the previously project stored on your computer
Browse...
) Create a project based on one from the project list
Save Project To:™ | Ci\Users\Publc\\Wordfast4\projects Browse...

< Back hext > Finish Cancel




Option

Description

Create New Project

Begin from nothing in creating this project.

Create Project based on the
previous Project

Begin with the profile of some previously created, local
project.

Create a Project based on a
Project from the list

Build a new project with initial content from a selected project
found in the project list.

Location

Browse to a location where the new project is to be stored.

4. Enter a project name in the Project Name field.

5. Click Next.

The Language Selection dialog

box appears. —=

New_Project X

= L3nguage Selection
| Select the project source and target Rnguage(s) Step 2 of 6

Sourca Languaga:

e

Target Language(s):*

< Back Next » Finish Cancel

6. Select the source and target languages:

a) To change the selected originating language, select a different language from the Source

Language drop-down list.

b) To change the selected translated language or add another language (multiple target languages
are supported), select a different language from the Target Language drop-down list.

c) Click Next.

The Add Source Files dialog box appears.

7. Add files using one of the following methods:



e Drag the file(s) into the

file list area.
e Click Add File and select
the file(s).
8. Click Next.

New_Project

e Add Source Files
| Add the fiss or folders you want to transiate (you can leave this empty) Step 3 of 6

E+) Audd File l_d Add Folder v Create Filter Type K Remove

Name Type Size Date Modified | Path
=3 Ms Ward 20070 M5 Ward 2007 Documen... |
) Translations ... | MS Word 2007 Documen... | ¥ 647EB  201602/15..  CUsers\Pubic)

[#] Run analysis report on documents

< Back MNext = Firish Cancel

The Translation Memory dialog box appears.

9. In the Translation Memory dialog box, select:



e Create a TM, then

o Enter unique name
for the new project

o Select the
languages

o Provide location for
the project files

o Select TM Priority W 'Sl'erggtstlsgi%st'loin:gm lie to add to your project Step 4 of 6

o Select whether TM
is to be Read-only

New_Froject

X

tJ_'J Create ?ﬂlcc.:-'.: Iuﬁ' Add Remate o L IEJS Modify x Remove

MName Priofity Read-only | TM Type Path

e Add Local, then 2T ens -> de

] New _TM Frimary ¥ LOCAL C:\Users\PublicWordfa .
o Selectthe TM
folder.

o Click Next.
e Add Remote, then

Pre-translate THLF files
o Selectthe TM reEnsEr DL
Server or WF
Server
< Back l".:.*:.': J Fish Cancel

o Referto

Connecting
Remote TMs

¢ Modify to change one or
more selected TMs.

e Remove to delete one or
more selected TMs.

10. Click Next.

The Terminology dialog box appears.

11. In the Terminology dialog box provide the required information.



Create: initiate a new,
local Terminology
database (Termbase).
Add Local: select an
existing local Termbase
to be selected through
browsing.

Add Remote: select an
existing Term Manager
connection

Modify: edit selected
Terminology (local or
remote).

Remove to delete a
selected terminology.

12. Click Next.

The References dialog box appears.

New_Project

e | crminology
| Select the glossanes you would ke to add to your project

Step S of 6

L'_J Create Lh Add Local Ld Add Remote o & LH'-'::-": x Remove

Name Langusges Path

General Glogsary  en-US - deDE C:\Users \Publc\Documants\WardF

< Back Mext > Finich

13. Select a set of files using one of the following options:

Add File: select an
existing reference file
Add Folder: select
an existing folder for
reference files

Remove: delete selected

reference files from the
list

14. Click Finish.

New_Project

s References
Add files you want to use as reference files for the project

o Add File 0 Add Folder x Remave

Mame File Type Location

< Back X Finish

Redd-only

Cancel

Step 6 of &

Cancel



New_Project *

W Here you can see the number of the files added, TMs and
glossaries along with any errors that might have occurred.

Bilingual (TXLF) Files

|| &=
| Created: 1
The document files are i
| AP b | Failed: 0
analyzed. rogress bar —:tll Translation Memories
shows the progress as percent |
complete. ' Added: 1
| |_| Glossaries

The Project Creation Summary |

. Added: 1
appears upon completion. —=» [ ®

| Reference Files

Added: 0

QK

Opening Projects

Projects must be opened before any files can be opened or translation and related operations can take
place.

Submissions being assigned from Project Director are downloaded from Project Director by running a
Get Translation Files Offline. The files are bundled into the GlobalLink© Package (GLP) format and
then into a ZIP file. The content of that ZIP file is then imported into Wordfast. Refer to Using GLP Files.

Note:
The Projects, Location, Source Language and Target Language columns can be ordered by

typing the first letter or two of the item to head the list then clicking t or J' to the far right. These
columns can be searched by typing in a string of characters that are contained in the entry of interest.
When a matching, unique string is found in an entry, only that entry is presented in the list. To restore

®

the list, click the Clear Filters icon

To open a project from the Wordfast Pro Project List:

1. Select a project.



| = Wordfast4 | ~ | Projects || Help |

Package

I@@Ill@%ﬁ

Create Open Closs Modify  Remove Import Export Quick
Project Project  Project Pm]ect Project  Project Package Package Tools

Projects Location Source Langt |2 | | | Target Langu |2+ | | Date Created % Complete ® T.I,
Froject_9 C:\Users\Public\w... English Spanish (Latin Am... 2015/08/26 16:08...
MC_Proj-1 C:\Users\Public\W... English{UnitedS... German 2015/12/04 14:59...
Project_4-6 C:\Users\Public\W... English {UnitedS... German{Germany) 2015/12/14 15:10...

MC Proj-2 C:\Users\tldara\W... English {United S... German {Germany) 2016/03/30 13:57...

2. Click Open Project or double-click the project.
The Project Files tab appears as shown.

[w#] Wordfast 4

| = Wordfast4 - | Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

B@jﬁ@.@ mil=

Close  Modify Project  Analyze Project  Transcheck  Segment Change-s E:q:urt Notes
Flles Folders Project  Project Clean Up Report Report Report

Word.... | | TXLF File Location Creation Date Last Saved Translatio... | Complete

CIENUS-> DE
{m Translations c.. 187  C:\Users\Public\Wordfast .. 2016/03/31 14:.. 2016/05/18 12: . [— A a—

EN-US -> DE

References for details of the Wordfast Pro Project tabs:

e Project Files Tab e Project Translation Memory Tab
e Project Terminology Tab e Reports Tab
¢ Project Reference Files Tab e Project Help Tab

Using GLP Files

A GlobalLink Package (GLP) enables a project to be passed around in a coherent structure. The GLP
comprises everything required to send a project to a team member permitting that member to work on
the project. Using this option, projects can be transferred between Wordfast Pro installations without
requiring a manual setup on the importing Wordfast Pro installation. A GLP can contain both complete
and incomplete projects. GLPs can include:

¢ Project files: Bilingual SDL XLIFF files and reference files
¢ Local and remote project Translation Memory



¢ Local and remote main Translation Memory references

¢ Local and remote termbases references

e Auto-Suggest dictionaries

e Automated translation provider connection details

e The Analyze and Word Count reports (generated during package creation)

¢ Project settings

Note:

GLP files do not include the project source files but they can be added as reference files when you
create a the package on the Export Package dialog box under the Resources To Include In Export

A completed package can be sent by email, posted on an FTP site, or some other method to make the
project files available to another person.

e |Importing Packages e Exporting Packages

Removing Projects

To remove a project from the resident projects list:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select the project to remove.

= Wordfast4 - Projects

Project Padage
=== ===

=
Create Open  Close Add Modify Import Export Quick Preferences
Project Project Project Project Project j Package Package Tools

w Date Created
New_Proj-2 C:\Users\Public\Wordf English (United States) 2016/03/31 14:47:39
MC_Proj-2 C:\Users\Public\Wordf... English (United States) 2016/05/13 09:11:34 ...
Submission_021516_0... C:\Users\Public\Wordf... English 2016/05/24 08:31:27 ..

Submission_021516_0... C:\Users\Public\Wordf... English 2016/05/31 13:46:48 ...

3. Click Remove Project.

The Projects List reappears with the selected project no longer in the list.

Note:

After a project is removed it can no longer be retrieved without adding it back into the project.
Removed projects are not erased and can be retrieved from the original folder using Add.




Working with Projects 5

When Wordfast Pro is started, the Projects tab lists all resident projects from which one (and only one)
can be selected and opened. Refer to Opening and Translating Files.

With a project selected, the following tasks are available:

e Adding Files e Adding Folders
e Translate Project Files e Closing Projects
¢ Modifying Projects e Cleaning Up Files
e Analyzing Projects e Running Segment Changes Report
e Running Export Notes Report e |mporting Packages
e Exporting Packages ¢ Removing Files
References:
e Translating Files e Using Transcheck
Adding Files

To add files to a project:

1. Go to the Projects list tab (refer to Opening Projects).

2. Open the project.

O

Add
3. Click Add Files. — | s

4. In the file Open navigation dialog box, browse to the file and select it.
5. Click Open.



Files Report x

W In this dialog you can see the statistics of added files.

G Source Files
The file is analyzed and a Created: 1

Files Report appears. —> Faled: 0

6. Click OK.

The Report File dialog box closes and the added files are then listed.

Adding Folders

To add files for translation from a folder to a project:

1. Go to the Projects list tab (refer to Opening Projects).

2. Open the project.

[ = Wordfast 4 | - “ Project Files ” Project TM H Project Terminalogy H Reports H Reference Files H Help ]

@E-Lﬁ@@ ills @ .

Translat Chain Close  Modify Project  Analyze Project  Transcheck Segment Changes  Export Motes

HI&: Folders File Files Project  Project  Clean Up Report Report Report

|Fi|es | Word... |TXLF File Location | Creation Date | Last Saved Translatio... | Complete GO —
I ENUS-> DE
i) Translations c.. 187 C:\Users\Public\Wordfast..  2016/03/31 14:... 2016/05/18 12:... [ ¥ - T

T L sesee

3. Click Add Folders.




4| |, Wordfastd

4 | projects
. bl MC_Proj-l
The Add Folder dialog box > 3l New_Proj-2
appears. —=* b Ju New_Project
[+ 1 Project_2
[+ . Project_4-6

Foldar: Wordfast4

Make New Foider |

4. Select:

e A folder

o Make New Folder
5. Click OK.

Translate Project Files

To translate the project files see Translating Files.

Closing Projects

To close a project on the Project Files tab:

1. Click Close Project.

[&] [x]

[ = Wordfast 4 | ~ ” Project Files H Project TM H Project Terminology H Reports H Reference Files ][Tlp}

Opti

4 €3 DBl = 2 R X i

Translate  Chain Close | Modify  Project  Analyze Project Transcheck Segment Changes  Export Notes Import  Export Remove Preferences
Files  Folders File Files Project | Project  Clean Up Report Report Report Package Package File{s)

[Files |.Wond C.. |[TXF File Location |'<:reat\onDate [ Last saved | Translation ... | complete (® 1 =]

3 ENUS -> DE DE
{amj Replaceables_testfile.. 289 C:\Users\Public\Wordfastd\pro... 2015/07/30 10:35:.. 2015/08/14 13:16:... [e— e

\mj Centralization of Loca... 432 C:\Users\Public\Wordfast<\pro... 2015/07/30 10:35:...  2015/08/26 15:27:..
@ Docxl.doox.bdf 07 C:\Users\Public\Wordfast4\pro... 2015/07/31 12:29:...  2015/12f17 13:57:..

EN-US -> DE-DE




The project is closed and the Projects list tab is reopened (as shown).

|' = Wordfast4 | - || Projects || Help |

EEDEEE BB X

Clos= Add Modify  Remove Import Export
Project Pm]ect Project Project  Project  Project Package Packags Tools

|P|‘:|_';—':t5 | |L:|:3ti::|n | | Source Language |V| |T3|';|;~'t Language |V| Date Created % Complete
New_Proj-2 C:\Users\Public\werdf... English (United States) 2016/03/31 14:47:39 ...
MC_Proj-2 C:\Users\Public\Wordf... English (United States) 2016/05/13 09:11:34 ...
Submission_021516_0... C:\Users\Public\Wordf... English 2016/05/24 08:31:27 ...

Submission_021516_0... C:\Users\Public\Wordf... English 2016/05/31 13:46:48 ...

Modifying Projects

To modify a project from the Projects tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select a project.

3. Click Modify Project. —=

Modify Project ®

Use this dislog to change the project name and either add or remove
target languages.

Project Name:™® Hewe_Project

) ) Target Language(s):* | German = *
The Modify Project -
dialog box appears. —= wTuTgET ey "
German (Austriz)
German (Belgium) |:|
German (Gemany) {5
German (Greace) -
0K Cancel

4. Modify the target language as necessary.



5. Change the project name as necessary.

6. Make the target language changes as necessary by selecting from the drop-down list.
7. Click OK.

Cleaning Up Projects

After files are translated, the translation project is ready for a clean up and an update to the Translation
Memory (TM) files. The project clean-up process requires a manual initiation. Following this clean-up an
automated process removes the source segments and restores the files to their original format.

To clean up and update the Translation Memory from the Project Files tab:

1. Click Project Clean Up.

Project

Clean Up
1

The Project Clean Up dialog box appears.

Project Clean Up *
e Project Clean Up
Select the options that you would like to use to write translted segments to TM and create translated files
Select languages to Translated File Settings
cleanup

® Al Language Pairs () Place translated files in the project folder
@ Place translted files in the ariginal path of source files

@ Enter the location to put transkted files

© Single Language Pair [ Create subfolders by language

[F] Add language suffix to the translated file name

TM Overwrite Options

Dvel existing i

Select TM(s) to Update

[ | Symbolic Name Type Source Target Path

[ Tran_Mem_New LOCAL en-Us de-DE C:\Users\PubliciWordfast4\project..
| ™_2 LOCAL en-Us de-DE C:\Users\tidara\Wordfast4'projec. ..
[ Project-2 LOCAL en-Us de-DE C:\Users\tidara\Wwordfast4\projec...
[ New_Local_TM LOCAL en-Us de-DE C:\Users'\PubliciWordfast$\project...
[ Ultimate LOCAL en-Us de-DE C:\Usersitidara\Wordfast4'\projec. ..

Clean Up Cancel



2. Select the languages to clean up:

e All Language Pairs
e Specific Language Pairs
e Single Language Pair
3. Select where the translated files are to be placed:
e Place translated files in the project folder

e Place translated files in the original path of source files
e Enter the location to put translated files

Select Create subfolders by language as appropriate.

Select Add language suffix to the translated file name as appropriate.
Select TM Overwrite Options.

Select the TM(s) to Update.

Click Clean Up.

© N o o &

Cleaning Up Files

The Project Manager is responsible for the cleaning up of translated files and selecting the TM update
options. To execute this manual process refer to Cleanup.

Analyzing Projects

In Analyzing Projects, files for translation are analyzed against a Translation Memory to leverage
reusable content and execute a pre-translation (refer to Project Files Tab).

To analyze files from the Project Files tab:

1. Go to the Projects list tab (refer to Opening Projects).

Open
Project

2. Select the project and click Open Project. —=

Analyze Project

3. Click Analyze Project on the Project Files tab. —

The Project Analyze dialog box appears.



Project Analyze

Project Files (1) Analysis Options
Project Languages/Files Word Count Configure options to analyze project files. TXLF files wil be recreated.
BENUS > DE . Pretransiate | 100 2 % matches

i Translations com_ProductBrief_ProjectDirect...
@ Copy al tags on segments when there is no TM match

(2 Copy segment source to target when there is no TM match
@ Do nothing
Calculate analysis report percentage by:

Nords

@ Segments
Report Settings

(© Show only analysis report summary
@ Export Report
Report Name: MC_Proj-2 analysis report

Report Type: html v

Report Location: Browse. ..

Translation Memory (1)

ame ocation
TM N, Locati

=TI ENUS - DE
E MNew_TM C:WUsers'Publiciordfast4\projects,

Analyze Cancel

4. Select the file(s) to be analyzed.
5. Select the appropriate Analysis Options as follows (refer to Configuring Translation Memory):

a) Select Pretranslate to create translated TXLF files, including the options:

e Match percentage criteria
e Copy all tags on segments when there is no TM match

e Copy segment source to target when there is no TM match
¢ Do nothing
b) Select Report Settings:

¢ Show only analysis report summary

e Export Report
MC_Proj-2 anah,r5|5 report
o Report Name heml =
Browse...

o Report Type
o Report Location

c) Translation Memory, select one or more TM to use during this analysis.

6. Click Analyze.



Report File

A pop-up appears showing the report percentage
progress.

The analysis completes and the Report File
summary appears. —=

Running Segment Changes Report

Primary TM:
file://C:\WWsers\Public\Wordfast4\TM\New_TM
Secondary TM: none

B Summary
Match Types Segments Words Percent  Tags
Leveraged 26 128 81 19
Repetitions 0 0 0 Q
TM Matches
Context 1 4 3 3
100% 25 124 78 16
959%-99% 0 0 0 0
85%-94% 2 13 6 5
75%-84% 3 44 9 7
50%-74% o] 0 0 0
No Match 1 2 3 4
Ignored 0 0 0 o]
Total 32 187 100 35
Chars/Word 6.50
Chars Total 1216
oK

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

==
[iln

Segment Changes

3. Click Segment Changes Report. —= SIIl

The Segment Changes Report dialog box appears.

Segment Changes Report

Project Files (1) Export Options
[¥] | Project Languages/Files Word Count

V] 2&3En->0E

(W] {mj Translations com_ProductBrief_ProjectDirect... 187

Report Settings

Report Location:*

4. Make the required selections.
5. Click Export.

V] Add Notes column for export

C:\Users\Public\Wordfast4\projects\Repor

Export Cancel




The following example shows an exported Segment Changes report.

Segment Changes Report -
Translations com_ProductBrief_ProjectDirector2-Word Docs-
de#TR_K#.docx.txml.txIf
A Target Revisions
ID ScoreSource Target User Date Notes
B Wed Nov
{1}UBERSETZUNGSMANA 04
GEMENT. ELUNA 11:43:51
1 90 {1}®{2}TRANSLATION M MST 2015
31
MDT 2016
Wed Nov
EFFEKTIVES PROJEKTMAN 04
AGEMENT ELUNA 11:43:51
STREAMLINE PROJECT MA MST 2015
3 100 yagEMENT Tue M
EFFEKTIVES ”%1 ay
tdara  14.32:22
MDT 2016
GlobalLink Connect funktio Wed Nov
niert mit jeder CMS-, PIM-, ELUNA 04
CCMS- oder E-Commerce- 11:43:53
Plattform MST 2015
{1}SEAMLESS DATABASE | Jeﬁzpr‘ceh:tsf“gm""'g&"s“ Tue Ty "
INTEGRATION {2}Use Glo 5 % tidara o,
- . o 13:48:55
10 80 balLink Connect with any C MDT 2016
MS, PIM, CCMS, or e-com
merce platform{3}
Tue May
balLink Connect funktionie tidara 31
rt mit jeder CMS-, PIM-, C 14:00:52
CMS- oder E-Commerce-PI MDT 2016
attform{3}
Maximale Ressourcenflexib Wed Nov
ilitdt durch Zugriff auf alle ELUNA 04
Anbieter und internen Ube 11:43:53
{1}VENDOR-NEUTRAL PLA | cotoar MST 2015
TFORM {2}Allow access to
11 84 any vendor or internal tran
slator for maximum resour R flexib Tue::’lMay
flexibility< 3 essourcenflexi
ce flexibility {3} ilitdt durch Zugriff auf alle tidara 14:03:40
Anbieter und internen BB8 MDT 2016
rsetzerUbersetzer{3}




Running a Segment Changes Report also presents a Segment Changes Summary pop-up as

shown.

Segment Changes Summary

*
Filename Segments Ssegments with changes
Translations com_ProductBrief _ProjediDir 32 6
OK
6. Click OK.
Running Export Notes Report
To export notes in Microsoft Word format:
1. Go to the Projects list tab (refer to Opening Projects).
2. Select and open the project.
Il
Export Motes
3. Click Export Notes under the Project Files tab. — | POt
The Export Notes Report dialog box appears.
Expaort Notes Report =
Praject Files [ 1) Hepat Semings
¥ Progect Liruages Fies vrd Regort Loton Ervese
¥ S ENLUS -»DE
# igp Transtatons onm _ProductSnef_PrageciDeect 1B
Expart Canced

4. Click Export.



Export Notes Summary x

Fierame Segments Segments with Notes
Trarslations com_ProductBre!_Projec 2 i
The export summary
appears. —=*
Ok,
5. Click OK.

Importing Packages

Using the Import Package option, a GLP project file can be imported from another Wordfast Pro
installation fully and not require any setup.

To import project files:
1. Click Import Package (or drag and drop a GLP file).
The Files and TXLF File Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking ? or 'L to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®

= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help
Files

B E 2BE S mill=

Close  Medify Project  Analyze Project  Transcheck Segment Changes  Export Notes
Flles Fﬂlders Project Project  Clean Up Report Report Report

Files Wond... | | TXLF File Location Creation Date Last Saved Translatio... Complete

SIENUS-» DE
@ Translations c... 187 C:\Users\Public\Wordfast... 2016/03/31 14:... 2016/05/18 12:...

EN-US -> DE

The Import Package dialog box appears.

2. Use Browse to locate and select the GLP file.



The Import Package dialog box is populated with the selected file name and a drop-down list of
available projects in the GLP.

Import Package X
s IMport Package
Select options to import a GLP fie to the project lst
Select 3 GLP fle:™ C:\UsershPubliciWordfast4\MC_Proi_GLP.glp Browse
Saurce Languagea: en-Us
Targat Languaga(s): de

Update A Current Project

@ Crezte New Project
Project Hama:* Hew_Praj-2

Location:* Ci\UsarsiPublbcWordfastd projects Browse

#| Open Project After Import

Import Cance

3. Select a GLP file.

. Click one of the following options:
e Update A Current Project for an existing project and provide the project name, then select:

o Only update existing project TXLF files
o Update existing and add new files

e Create New Project for a new project and provide a project name and location, then provide:
o The new Project Name
o The new project Location

. Optional: Select Open Project After Import to open the updated or new project when the import
completes.

. Click Import.



If Open Project After Import was checked, the current project view opens in the Project Files tab
listing the TXLF files for translation.

| = Wordfast4 - | Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

@@ﬁuﬁ@.@ B

Close  Medify Analyze Project  Transcheck Segment Changes  Export Notes
Files  Folders Project  Project  Clean Up Report Report Report
Creation Date Last Saved Translatio... Complete

CIENUS-> DE
im Translations .. 187  C:\Users\Public\Wordfast .. 2016/03/3114:.. 2016/05/18 12:.. [ T ——

EN-US -> DE

Exporting Packages

A GlobalLink Package (GLP) of project files comprises everything required for a project. Using the
Export Package option, a complete project package can be shared with other Wordfast Pro installations
without requiring a manual setup of the project on the receiving Wordfast Pro.

To export a project package (GLP):
1. On the Projects tab, select the project.
The Files and TXLF File Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

| = Wordfast 4 - ” Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

@@juﬁﬁ.@ =

Close  Meodify Project  Analyze Project  Transcheck Segment Changes  Export Notes
Flle-s Folders Project Project  Clean Up Report Report Report
Files s X ile Location Creation Date Last Saved Translatio... Complete
CIENUS-> DE
im Translations ¢... 187  C:\Users\PubliciWordfast... 2016/03/3114:... 2016/05/18 12:... R —

EN-US -> DE

2. Click Export Package.



The Export Package dialog box appears.

Export Package
Export Package
Select options to prepare a project export for distribution or archiving
Project Info
Project Mame: Mew_Proj-2
Project Location: C:h\Users\Public\\Wordfastd\projects\New_Praj-2
Source Language: Enalish (United States)
Export

i@ Entire Project
i) Specific target Bnguages and resources

Resources To Include In Export

GLP Name

Select Naming GLP MName -
Convention:

Preview: Mew_Proj-2

Select Location to Save
C:\Users\Public\Wordfast4\projects Browse

Export Cancel

3. Select export type:

o Entire Project

o Specific target languages and resources selectively, including:
o Source Files

o TXLF Files



o Glossaries
o Translation Memories
o Reference Files

o Blacklists

4. Select a naming convention.

e GLP Name to have
the export process
name the file

Custormn Marmel |v |
GLP Mame

éCustum Mame

e Custom Name to
specify the name to
be used

5. Select a location to receive the GLP file.
6. Click Export.

The exported GLP is built and saved to the selected folder. This GLP file can now be passed on to a
different Wordfast Pro installation.

Removing Files

1. Go to the Projects list tab (refer to Opening Projects for more information).

2. Select and open the project.

3. Select the file to be removed.

| = Wordfast 4 - Project Files Project TM Project Terminology = Reports Reference Files Help

MBEJ‘@.@ @ @

Translate Close Modify Project  Analyze Project  Transcheck Export Notes
Files Folders File Project Project Clean Up Report Report Report

Creation Date Last Saved Translation ...  Complete
(ZJENUS -> DEDE
{mj Replaceables_testfile... C:\Users\Public\Wordfast4\pro. 2015/07/30 10:35: 2015/08/14 13:16:
{imj Centralization of Loca... C:\Users\Public\Wordfast4\pro... 2015/07/30 10:35:... 2015/08/26 15:27:...
izm) Dood.dooubdf C:\Users\Public\Wordfast¥\pro..  2015/07/31 12:29:.  2015/12/17 13:57:...

EN-US -> DE-DE

4. Click Remove File(s).

The file is removed from the current project.



Working with Project Translation Memory

Translation Memory (TM) is designed to provide maximum content re-use and to facilitate collaboration
between globally distributed localization resources.

Translation Memory (TM) can be managed both by project managers and translators. Translation
Memory management is accessed from the Project TM tab and includes the following tasks:

e Creating Local Translation Memory e Adding Local TMs

e Connecting Remote TMs e Opening Local Translation Memory
e Modifying Local TMs e Copying Translation Memory

e Importing Translation Memory e Exporting Local Translation Memory

e Removing Translation Memory

References:
e Configuring Translation Memory e Configuring Penalties
e Customizing Colors e Translation Memory Color Representations

Creating Local Translation Memory

A new local Translation Memory can be created for an existing project as described below.

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. On the Project TM tab, click Create Local.

The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking ) or v to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®
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[ = Wordfast 4 | - ” Project Files H Project TM H Project Terminology " Reports H Reference Files H Help ]

Import [ Export Options

B ae B W

Create Add  Connect  Open  Modify  Copy Import Export = Remowe Preferences

Local local ToRemote M ™ ™ ™ ™ ™
|T|'ans|ati-:|n Memory | |L-:J-CEtiC|I1 | Selected | Priority T™ Type Read-only ® Tlaw= ‘
=3 EN US -> DE

ﬁ New_TM C:\Users\Public\Wordfast4\ TM\Ne. .. o Primary LOCAL

& Local_TM_Copy C:\Users\Public\Wordfast4\projec... e Secondary LOCAL

&2 C:\Users\Public\Wordfast4\projec... v Secondary LOCAL
enus > oe A —
Translation Memory | %
’ P - - - . :

-
Create Translation Memory
MName:* Local_TM_Copy

The Translation
Memory Create dialog

Target Language:* |German |

box appears. —» Location:™ :C:\Users\Pubk\WordﬁsH\Drojects\Ut: Browse. .
Prioricy:* [Secondary v
Selected
[7] Read-only
oK Cancel

4. Enter the Translation Memory information as described in the following table.

Enter a TM name. A good practice is to enter a name that includes a client or

Name -
organization name and the TM's language.

Target Language The target language selection is limited to those declared in the project.

Location The location where the new TM is to be saved.




This relative priority determines the sequence of reference during translation
Priority where the Primary TM is first to be referenced and only one TM can be
designated as primary.

Checking Selected indicates that this TM is to be used for the current

Selected )
project.

Read Only Selecting this option prevents any write action to the TM.

5. Click OK.

The new Translation Memory is created and reflected in the project Translation Memory list.

Adding Local TMs

Adding a local Translation Mmeory is for WFP-4 format (different from WFP-3) Translation Memory only.
To add local Translation Memory to an existing project from the Project TM tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Project TM tab.

I = Wordfast 4 | - || Project Files | ProjectTM | Project Terminology | Reports | Reference Files | Help [&] [%]

Translation Memory - [+] Opening TM 28
Eq m E @ S ,j [ | « Wordfasts » projects » Uttimate » - Search Ultimate o
- i T S—
Create | Add Connect f . :
P Local | To Remot ) Organize = Nev_v fc.blder

;r Favorites MName Date modified

Bl Desktop 2 . conf 3/31/2015 1:25 PM File folder

[ -

jé‘ I::)J:CtD: N 4 Downloads . data 4/4/2016 9:03 AM File folder
™2 % Dropbox . Local_Glossary 8/6/201511:12 AM  File folder
E e — U Recent Places . LecalTML 4/1/2016 9:26 AM File falder
Fo s D s TM2 6/6/2016 4:06 PM File folder

EN-US -> DE-DE 4 Libraries
|9 Documents
J’ Music
k| Pictures
¥ videos

[ Select Folder | [ Cancel




4. Click Add Local.

The Browse For Folder dialog box appears (shown above).
5. Select a Translation Memory.
6. Click OK.

The selected local Translation Memory is added to the project and listed in the project Translation
Memory tab.

Connecting Remote TMs

While Wordfast Pro is a locally executed program, it can access remote Translation Memory (TM). The
types of remote TMs that can be connected are: GLTM/WFTM and TM Server 4.

To connect to a remote TM:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Project TM tab.



Chapter 6 - Working with Project Translation Memory Wordfast

= Wordfast4 * | Project Files | Project TM | Project Terminology = Reports | Refe ﬁs”ﬂe{p]

Translation Memory ! Connect to Remote TM (%]
B B B B | NN
LA 5
P E e A W Use this page to connect to remote TM.
Local local | To Remaote ™ ™ ™
. _ — || ™M Server ” WF Server ] —
|Tmnslat|on Memory | Location I
SJENUS-> DEDE Symbalic Name:* | | -
& Project-2 C:\Users\tdara\Wordfast- URL Settings I
E% ™2 “ Vidara e URL:™* |example: tm:f/address:port/ TMS? Test
& ultimate C:\Users\tidars\Wordfast:
S Address:” | |
EN-US -> DE-DE
Port: | |
TMS Folder:* | |
Cluster Short Code:" | |
TM Short Code:" | |
User:" | |
Password:* | |
Priority: |Pr|n'|.an.r |:|
[V] Selected
Read-only
OK Cancel

4. Click Connect To Remote on the Project TM tab as shown.

The Connect to Remote TM dialog box appears.
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Adding Translation Memory Connections
To add a remote Translation Memory using a TM or WF server:
1. Go to the Connect to Remote TM dialog box.

Connect bo Remote TH =

W Use this page to connect to remote TH.

TH Server WF Server

Syrribakc Nam: ™ Ramate Sarver]
URL Settings
LRL: ™ =
Address:”
Partz
THS Folder.™
Cluster Short Code:”
TH Shart Code:"
User”

Password: ™

Priarity: Primary =
| Selected

Read-gndy

O Cancel

2. To Add a TM Server:
a) Click the TM Server tab.

b) Enter a unique name in the Symbolic Name field.

c) Enter the remote Translation Memory URL (provided by PM) in the URL field following the
example template shown in that field.

Note:

The URL settings are populated automatically as provided within the URL string.

d) Select a Priority from the drop-down.
e) Click Selected to enable this Translation Memory.

f) Click Read Only to prevent modifications.



3. To Add a WF Server:

Connect to Remotbe TH X

W Use this page to connect to remote TM.

TH Servier WF Servier

Symbolc Harme:®

URL:" Test
Address:”

Port:”

Userflame:*

Password:*

Workgroup 10z

P and TH sdmn

Use Cleanup Passworg

Py Prirnary i

¥ Selected

Cancl

E:

a) Click the WF Server tab.
b) Enter a unique name in the Symbolic Name field.

c) Enter the remote Translation Memory URL (provided by PM) in the URL field following the
example template shown in that field.

Note:

The URL settings are populated automatically as provided within the URL string.

d) Click Use Cleanup Password if appropriate and supply the password.
e) Select a Priority from the drop-down.
f) Click Selected to enable this Translation Memory.
g) Click Read Only to prevent modifications.
4. Click OK.



Opening Local Translation Memory

Current Translation Memory can be opened and edited if and only if it is local.

To open the current projects Translation Memory from the Project TM tab:

1. Go to the Projects list tab (refer to Opening Projects).
2. Select and open the project.

3. Select a Translation Memory file.
The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking ) or 'l' to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help

Translation Memory

LE ]

Connect Open
To Remote ™

E H

Create Add
Local Local

I ENUS-> DE
& New_M
& Local_TM_Copy

Hme

EN-US -> DE

Import / Export

Export

B |

Modify  Copy Import
™ ™ ™

C:\Users\Public\WordfastH\ TM\Ne. ..
C:\Users\Public\Wordfast4\projec. .
C:\Users\Public\Wordfast4\projec...

4. Click Open TM (shown in preceding example).

Selected

Options

B [

Remove Preferences

Priority TMType |Readonly | ® Tl =
Primary
Secondary
Secondary

-



The Translation Memory dialog box appears.

[ ]
] Woedifast 4 p e
= wordfast4 - | TMbditer | belp AW
Wavagation Edit Dpition TU Opliors Tags Diprtions
3 *‘ =a ] ne -
o0 ¢ oo L1 0 e [ Bd b (3
Mext [Previos it Copy Pasie Delebe Export Frevious Copsy Hext Preferences
Update  Uipdate Finered
filters & o Source Tarpst MO Dt oooMen  Dadicaes
Saarch:
Source and tanget * Mo Results
T Tat:
TU Creation Liser:

TU Creation Date:
From:

Ta:

TU Modification User:

TU Modification Date:
From:

Ta:

Q Fnd () Cleaw
Translation Units: 0

Note:

Only local Translation Memory can be opened and edited through this function.

Modifying Local TMs

Local Translation Memory can be edited from the Project TM tab as follows:

1.
2.

Go to the Projects list tab (refer to Opening Projects).

Select and open the project.

3. Click the Project TM tab.

The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking ) or b to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is




found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

|. = Wordfast4 ~ || Project Files || Project TM || Project Terminology ” Reports || Reference Files || Help |

Translation Memory Import [ Export

Options
(1) =
[ E=> s
H B H |g e
Create Add Connect Open  Modify  Copy Import  BExport Remove  Preferences

Local local  To Remote ™ ™ ™ ™ ™ ™

Translation Memon ocation Selected | Priority T™ Type Readonly & 1L

I ENUS-> DE
E New_TM C:\Users\Public\Wordfast4\ TM\Ne. .. Primary LOCAL

E Local_TM_Copy C:\Users\Public\Wordfast4\projec... Secondary LOCAL
g ™ 2 C:\Users\Public\Wordfast4\projec... Secondary LOCAL

enus > oe S

4. Click Modify TM (shown above).

Translation Memory x
-
W Modify TM
The modify Translation Name:™ Hew_TH
Memory dialog box
appears. —=*
In this example the Read BrOWSE s
Only option was selected to Priority:* Primary -
protect the Primary TM. 7 Selected

Read-only

5. Click OK to save changes.

Copying Translation Memory

Local Translation Memory can be copied to a local file. The file copy is in the Wordfast Pro 4 format and
cannot be used with Wordfast Pro 3.



To copy a Translation Memory:

. Go to the Projects list tab (refer to Opening Projects).

1

2. Select and open the project.
3. Click the Project TM tab.

4. Select a translation memory.

The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking ) or 'l' to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

= Wordfast4 ~

E H

Create Add
Local Local

Project Files Project TM Reference Files

Import [ Export
(1] =
iz
s 2 L

cal
Connect QOpen Modify  Copy Export Remove

To Remote ™ ™ ™ ™ ™

Project Terminology Reports Help

Translation Memory QOptions

Preferences

Translation Memo Location Selected | Priority T™ Type Read-only ® N —

I ENUS-> DE

& New_M

C:\Users\Public\WordfastH\ TM\Ne. ..

C:\Users\Public\Wordfast4\projec...
C:\Users\Public\Wordfast4\projec...

& Local_TM_Copy

Fma2

EN-US -> DE

5. Click Copy TM (shown above).

Primary
Secondary
Secondary

L e

Copy Translation Memory ¥
The Copy TM dialog W Create a copy of the selected translation memory. Please enter a name for
box appears. —= the copy, location, and decide ¥ you want to fip the TM lngauges.
Source TM: Local_TM_Copy
. Marme:* Local_TM_anotherCopy
Note: IfFlip | =
. Location:® Ci\Users\Public\\Wordfastd\ projects\Uimate Browse
Languages is selected, o
the source TM and [] Fiip Languages
target TM languages
are reversed.
Copy Cancel

6. Enter a name for the copy and its destination folder.
7. Click Copy.



Importing Translation Memory

To import a translation memory profile:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Project TM tab.

The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking ) or v to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

| = Wordfast4 ~ || Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

Translation Memory Import [ Export Options

(1 =
[ B=r W ey
H B £ H | e
Creaate Add Connect Open Modify  Copy Import  Export Remove  Preferznces
Local Local To Remote ™ ™ ™ ™ ™ ™
Translation Memon Location Selected | Priority T™ Type Read-only ® T
I ENUS-> DE
Eﬁ New_TM C:\Users\Public\Wordfast4\ TM\Ne. .. Primary LOCAL
Eﬁ Local_TM_Copy C:\Users\Public\Wordfast4\projec... Secondary LOCAL
Eﬁ ™ 2 Cr\Users\Public\Wordfast4\projec... Secondary LOCAL

ex-vs > e L seme

4. Click Import TM.




Import Translation Memory

w Import Translation Memaory

Fila Type:" THX »
Irport File: C:\Users) Public\Documents\Wordfast\Das_Spoken|Wordfast-2'|  Browse...
Create New TM

The Import Translation
Memory dialog box

& Import Into Exiting T

Exsting TM: TH_ ¥
appears. —> wne 3
IF TU aready exsts:™ |Add a5 a niw TU o
O Canpe

5. Make selections.
The file formats supported for import are:

e WF Classic TM: The format supported by Wordfast Classic and Wordfast Pro 3.
e TMX: The standard format supported by all translation tools.
6. Use the Browse For Folder to identify a folder to receive the TM copy.

7. Click Browse.

a) Select the TM file.
b) Click Open.
8. Click OK.

The Create Translation Memory dialog box returns with all fields populated.
9. Click OK.

The new TM is created in the specified folder.

Exporting Local Translation Memory

To export a local Translation Memory from the Project TM tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Project TM tab.



The Translation Memory tab appears.
The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking ) or v to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

| = Wordfast4 ~ || Project Files || Project TM || Project Terminology ” Reports || Reference Files || Help |

Translation Memory Import [ Export

Options
(1] =
= W] s
H B H |« e
Creaate Add Connect Open Modify  Copy Import  Export Remove  Preferznces
Local Local To Remote ™ ™ ™ ™ ™ ™
Translation Memon ocation Selected | Priority T™ Type Read-only ® T

I ENUS -> DE
E New_TM C:\Users\Public\Wordfast4\ TM\Ne. .. Primary LOCAL
E Local_TM_Copy C:\Users\Public\Wordfast4\projec... Secondary LOCAL
g ™ 2 C:\Users\Public\Wordfast4\projec... Secondary LOCAL

enus > oe S

4. Select the Translation Memory file to export.
5. Click Export TM.

Export Translation Memory x

W Specify existing Transation Memory for export, and choose a location and
export type for the T™

Transhation Local_TM_Copy -
Mempry:*
The Export Translation Expart Typa:™ THX -
Memory dialog box Fila:™ Browse. ..

appears. —=>



6. Select a Translation Memory.

Note:

The selected Translation Memory file and export type can be changed using their respective drop-
down lists.

7. Select the export file type.
8. Browse and select the save File path.
9. Click OK.

A confirmation appears upon completion.

Removing Translation Memory

To remove Translation Memory from the current project without erasing the file:

1. Go to the Projects list tab (refer to Opening Projects).
2. Click the Project TM tab.

The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking f or 'l' to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®

= Wordfast4 ~ Project Files Project TM Project Terminology Reports Reference Files Help

Translation Memory Import [ Export Options

EB BPBHE e R @

Create Connect Open Modify  Copy Import Remove  Preferences
Local Lccal To Remote ™ ™ ™ ™ TM ™

Selected | Priority TMType | Readonly @ T =

I ENUS-> DE
E New_TM C:\Users\Public\Wordfast4\ TM\Ne. .. Primary
E Local_TM_Copy C:\Users\Public\Wordfast4\projec... Secondary
E ™ 2 C:\Users\Public\Wordfast4\projec... Secondary

3. Select the TM to delete.

4. Click Remove TM (as shown in the preceding example).



A confirmation appears. —=

5. Click Yes to complete the removal.

Remove TM

Are you sure you want to remove the salected THs?

7] Do not warm me about this anymore.

fes o



Working With Terminology

Project Terminology is used to manage the related glossary and blacklist terms. Projects utilize a
collection of terms used in previous translations to facilitate new translations. These terms consist of both
preferred (Glossary) and rejected (Blacklist) terms.

Below is a list of Terminology related activities and useful references:

e Working with o Working With Blacklists ¢ Modifying and Removing
Glossaries Glossaries, Blacklists
References:
e Configuring Terminology e Customizing Colors

Working with Glossaries

A glossary is a list of source terms and their preferred translations. For example, a list could include
information as shown in the table below.

Translation Memory mémoire de traduction

Translation Unit unité de traduction

Data Transfer Rate taux de transfert de données
International Translators Federation Fédération Internationale des Traducteurs

See the following:

e Creating Local Glossary e Adding Local Glossaries e Connecting Remote
e Opening Local Glossaries e Importing Local Glossary Glossary

e Exporting Local Glossaries

Creating Local Glossary
To create a local glossary from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.



3. Click the Project Terminology tab.

The Project Terminology tab appears.

= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help

Terminology BlacKist Options

ﬂ][@[@@ﬁ][ﬂ@%%@ﬁ%ﬁgml

Create Connect Open Import Create Connect Import Medify Remove  Preferences
Local Local ToRemote Glossary Glossary Glossary Local ana\ To Remote Blackist Glossary

Name ocatio Selected | Read-only @ hph
I ENUS -> DE
) Glossaries
[:j General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary
ET__J Custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary
3 Blacklists
@ New_Blacklist C:\Users\Public\wordfast4\projects\Project_5\de-DE\blacklist\L ..

4. Click Create Local (shown above).

Create Glossary %
W Create/Modffy Glossary
Name:*® Custom_Glossary
The Create Glossary dialog
box appears. —= Target Language:” | German -
Location:® C:\Users\Public\Documents\Wardfast

[] Read-only

O, Cancel

Enter a unique name for this new glossary.

Select the Target Language.

Optional: Select Read Only to prevent changes to the glossary.

5
6
7. Browse to a folder where the new glossary is to be saved.
8
9. Click OK.

Adding Local Glossaries

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.



The Project Terminology tab appears.

I = s
e I . o
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|' = Wordfast4 - | Project Files .| Project TM | Project Terminology | Reports = Reference Files | Help

- —— [i¢] Creating glossary E
L | [ 2

Create
Local

<o | Search glessary 2

Organize = New folder

Glossary Name

%% Dropbox i Name Date modified

I ENUS -> DEDE
=3 Glossaries
[ Project-2_Gloss
i3 Blacklists
B Thos_Blacklist2
B Local_Blackist

6/8/2016 1:35 PM

4 Recent Places )
;‘ |. Local_Glossary File falder

4 Libraries
|q Documents
@ Music
k| Pictures
B videos

EN-US -> DE-DE

4. Click Add Local.

1% Computer
&, winDows (C:
& Apple iPhone

v «|

Folder: glossary

Cancel

[ Select Folder | [

The Browse For Folder dialog box appears.

5. Select the glossary folder.
6. Click OK.

The glossary is added and the Project Terminology tab reloaded with the added glossary showing.

Connecting Remote Glossary

To connect to a remote glossary from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.



The Project Terminology tab appears.

e S i

b

= Wordfast4 - Project Files Project TM | Project Terminology = Reporis = Reference Files | Help

Terminology Blacklist

EL—! m Iﬂ @ B] [E EConnecttoTennHanager ® ”

S Ee] Ot lmot  Beot || Creq Connect To Remote Glossary
Local Local To Remote | Glossary Glossary Glossary

dime LOC2T01 | Name:* My_Remote_Glossary
I ENUS -> DEDE
=3 Glossaries
E] Project-2_Gloss C:\Users Target Language:™ German (Germany) v
=7 Baddists URL Settings
E Thos_Blacklist2 C:\Users} URL:™ example: tmar://address:port/tmg Test
E Local_Blacklist C:\Users! | | addross:*
EN-US -> DE-DE Usermame: EI
Password:
Project Short Code:™ | ewample: ABC 1, ABC 2
Selected
[ Read-only

Create Blacklist Connection

OK Cancel

4. Click Connect To Remote.

The Connect to Term Manager dialog box appears.
5. Enter a unique name in the Name field.
6. Select a target language from the drop-down list.

7. Enter the URL (provided by the PM) in the URL field following the example template shown in that
field.

Note:

The URL settings are populated automatically as provided within the URL string.

8. Click Read Only to prevent modifications.
9. Click Create Blacklist Connection to include a blacklist.
10. Click OK.



Opening Local Glossaries
To open a local glossary from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. Click the Project Terminology tab.
The Project Terminology tab appears.
The Glossary Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®

= Wordfast 4 - Project Files Project TM Project Terminology Reports Reference Files Help
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U W P EEREB RS AR L

Creats Connect Open Import Creats Connect Import Modify  Remove  Prefersnces
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Selected | Read-only | & 11

JENUS-> DE
=3 Glossaries
EI__J General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary
|;l___| Custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary
=3 Blacklists
@ New_Blacklist C:\Users\Public)) i \projects\Project_5\de-DE\blacklist\L ..

4. Click Open Glossary (shown above).



The Glossary Editor tab appears.
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Importing Local Glossary
To import a glossary or to add to an existing glossary from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. Click the Project Terminology tab.



The Project Terminology tab appears.
The Glossary Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

| = Wordfast 4 - ” Project Files ” Project TM ” Project Terminology || Reports ” Reference Files ” Help |

Terminclogy Blacklist

D]m@@m@@%%@ﬁ@mml

Creats Connect Open Import Creats Connect Import Modify  Remove  Prefersnces
Local Lu:al To Remote  Glossary  Glossary Gmsary Local Lu:al To Remaote Blacklist Glossary

lame ocation Selected | Read-only | (® 11
JENUS-> DE
=3 Glossaries
ED General_Glossary C:\Users\Public\Documents\Wordfast\General _Glossary v
EI___| Custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary v
=3 Blacklists
@ New_Blackist C:\Users\Public\Wordfast4\projects\Project_5\de-DE\blacklist\L ..

ex-vs-> oe L seee

4. Select the glossary to import.
5. Click Import Glossary (shown above).



The Import Glossary dialog box appears.

File Type:™ TBX ke
Import File:™ Browse...
@ Create a new glossary

D) Import into existing glossary

O Cancel

. Select a file type from the two options:

e Tab delimited text file (.txt)—Wordfast Classic and Wordfast Pro 3 format

File Type:™ ab delmited oo
Import Fie:” Tab delmited

e Term Base eXchange (.tbx)

File Type:™

g Fl

Impart File:™

. Enter or browse and select a glossary.

. Select one of the following options:

o Create New Glossary to import the first terminology file for the project
o Import Into Existing Glossary to add terms to the existing glossary

. Click OK to save the glossary changes.



Exporting Local Glossaries

To export a local glossary from the Project Terminology tab:

1.
2.
3.

4.
5.

Go to the Projects list tab (refer to Opening Projects).

Select and open the project.

Click the Project Terminology tab.
The Project Terminology tab appears.
The Glossary Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

| = Wordfast4 - Project Files Project TM Project Terminology = Reports Reference Files Help

Terminology

LLLHLH@HJEEIEQQ l@LHLUI

Create Connect Open Import Export Create Medify Remove Preferences
Lacal Local ToRemote Glossary Glossary | Glossary Local Local To Remots EIacHust

Selected Read-only | @ T. =
‘JENUS-> DE
=3 Glossaries
L] General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary
u Custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary
{23 Blacklists

m MNew Blackist =\l lears\Duhlic\Winardfact4\nmiert=\Prndect Slde-DF\hla
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Select a glossary.

Click Export Glossary (shown above).



The Export Glossary dialog box appears.

Export Glossary »
w Export Glossary
Glossary:* General_Glossary w
Export Type:" [TEN ]v
File:* C:\Users\Publc\Wordfastd\projects\New_Pro|  Browse...
QK Cancel

6. Re-select the Glossary name (if necessary).

7. Select one of the following export types:

e Tab delimited text file (.txt)—Wordfast Classic and Wordfast Pro 3 format

File Type:® ab delmited P
Impart File:™ Tab deimited

o Term Base eXchange (.tbx)

File Type:™

g Fl

Import File:”

8. Enter the new file name and/or browse for a location to receive the glossary.
9. Click OK.

The glossary is exported and saved at the specified location.

Working With Blacklists

A blacklist is a list of terms used in conjunction with Transcheck to ensure that unwanted terms are not
used in translation. Refer to the following tasks for adding and editing a blacklist.

e Creating Local Blacklists e Adding Blacklists e Opening Local Blacklists

e |mporting Local Blacklists e Exporting Local Blacklists

References:



e Modifying and Removing Glossaries, Blacklists

Creating Local Blacklists
To create a local blacklist from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.

The Project Terminology tab appears.

Terminology

DWW F W e FBE

Create Add Connect Open Import BExport Create
Local local ToRemote Glossary Glossary Glossary Local Blacklist

Selected Read-only | @ T =

{ZJ ENUS -> DE DE
{3 Glossaries
(L] Project-2_Gloss C:\Users\tidara\Documents\Wordfast\Project-2_Gloss v 4
{2 Blacklists
B Thos_Blacklist2 C:\Users\tldara\Documents\Wordfast\Thos_BlackList vy
E Local_Blackist C:\Users\Public\Wordfast4\projects\Project_5\de-DE\, .. Y 4

cnvs > ococ e

4. Click Create Local in the Blacklist section of the Project Terminology tab.

Create Blacklist *®
-
W Create a New Blacklist
. . Name:* MNew_Blacklist
The Create Blacklist dialog box -
appears. —* Language:” German (Germany) v
Location;* C:\Users\Public\Wordfast4\projects\Proje|  Browse...
Selected
[] Read-only
oK Cancel

5. Enter a unique name for this blacklist.

6. Select a language.




7. Browse to the destination folder.

8. Select Read Only if the list is to be locked to prevent changes to the blacklist.

9. Click OK.

Adding Blacklists

A blacklist includes words or phrases that should not be used in the target segment.

To add a blacklist from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.

The Project Terminology tab appears.

|' = wordfast4 -
Terminology
Create | Add Connect Open
Local local | To Remote Glossary

I ENUS-> DEDE
=3 Glossaries
[ Project-2_Gloss
3 BlacKlists
B Thos_Blackuistz
B Local_Blackist

EN-US -> DE-DE

Project Files Project TM Project Terminology = Reporis

4. Click Add Local.

Organize = MNew folder

%% Dropbox ; Name
"] Recent Places |

J. Local_Glossary

4 Libraries
|5 Documents
& Music
|| Pictures
B videos

1% Computer
&, winpows (C:

Reference Files Help

Date modified

6/8/2016 1:35 PM

KB Apple iPhone <

Folder: glossary

The Blacklist browse dialog box appears.

5. Browse for the blacklist to be added.

6. Select the blacklist.
7. Click OK.

The newly created or selected blacklist is listed under Blacklists.

File folder

[ Select Folder | [




Opening Local Blacklists
To open a local blacklist from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.
The Project Terminology tab appears.

[v] Wordfast 4 el e e S

|' = Wordfast4 - || Project Files | Project TM | Project Terminology | Reports | Reference Files | Help [&] [x]

Terminology

P E 80U B R FEREW

Create Add Connect f Add Connect Open Import Export Remove  Preferences
Local Local  To Remote Glossary Local Local ToRemote Blacklist Blackist Blacklist

| Selected |Readonly ® T =

I ENUS -> DE DE
=3 Glossaries
|| Project-2_Gloss C:\Users\t Doc \ ast\Project-2_Gloss
3 Blacklists
B Thos_BlackList2 C:\Users\tidara\Doc \ \Thos_BlackList
B Local_Blackist C:\Users\Public\Wordfast4\projects\Project_5\de-DE\bla...
B New_Blacklist C:\Users\Public\Wordfast<\projects\Project_S\de-DE\bla...

evus > o o [

4. Select a blacklist.
5. Click Open Blacklist (shown above).




The Blacklist Admin dialog box appears.

Suggesisd TeT
son care rouhing
moxat Sulyect
Skifl Care Meads
Cal-COomMunic ating
currenty
ip care

Forbidden and suggeshed

Tamm Text:

Note:

To resize a column, point to the right edge of the column's header with the mouse and a pair of
opposing arrows appear separated by two vertical bars. Drag to increase or decrease the column.

To modify a given blacklist's Read Only status refer to Modifying Local Blacklists.

Importing Local Blacklists
To import a local blacklist from the Project Terminology tab

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.



The Project Terminology tab appears.
The Blacklist Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

(] Wordfast 4

= Wordfast 4 - Project Files Project TM Project Terminology Reports Reference Files

Terminclogy Blacklist
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4. Click Import Blacklist (shown above).
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Browse and select the Import File.
Select to create a new blacklist or add to a blacklist.
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Select how to handle duplicate terms.



10. Select to Clear before import replace the existing blacklist.
11. Click OK.

Exporting Local Blacklists

To export a blacklist (local) from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).
2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.
The Project Terminology tab appears.
The Blacklist Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking ? or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®
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Local Local ToRemote Glossary Glossary Glossary Local Local  To Remote Blacklist Glossary
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=3 Glossaries
m General_Glossary C:\Users\Public\Documents\Wordfast\General _Glossary v
[:_l Custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary o
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4. Click Export Blacklist (shown above).

Export Blackist X
W Export a blackist
. . BRackist=" Nev_BElackist »
The Export Blacklist dialog box Exort Tros — =
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5. Browse to or enter the path and file name of the blacklist to export.
6. Click OK.

A confirmation pop-up appears at completion.

Modifying and Removing Glossaries, Blacklists

The Options section of the Project Terminology tab includes the tools to modify and remove glossaries
and blacklists. These tools are:

¢ Modifying Local Blacklists e Removing Local Glossary

¢ Modifying Local Glossary

Modifying Local Blacklists
To change the Read Only status for blacklists from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.

The Project Terminology tab appears.

Terminology
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4. Select a blacklist.
5. Click Modify.



Create Blacklist

-
W Modify a Blacklist

The Modify Blacklist dialog pew_Blacklist

box appears. —=

[¥] Selected
[ Read-only

Ok Cancel

6. Select Read Only to prevent changing the blacklist.
7. Click OK

Modifying Local Glossary
To change a local glossary's Read Only status from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.



The Project Terminology tab opens.
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. Select the glossary to modify.
. Click Modify.

¢}

The Create/Modify Glossary dialog box appears.

»

. Select Read Only to prevent further modifications.

~

. Click OK to complete the removal.

Removing Local Glossary
To remove a local glossary from the Project Terminology tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. On the Project Files tab, click the Project Terminology tab.



The Project Terminology tab appears.
The Glossary Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

T .
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4. Select the glossary to be removed.

5. Click Remove Glossary (shown above).

Remaowe Glossary(es) x

A fi Arg you sure Ehat you wank B remave the selected
remove confirmation pop- ) glossary(us]?
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Do not wam me about ths anymarg.

Tes L]

6. Select Do not warn me... to avoid this pop-up in the future.

7. Click Yes to complete the removal.



Reports

The Reports tab provides the following tools to view and manage project analysis and clean up reports.

e Opening Reports e Exporting Reports e Removing Reports

Opening Reports

To open a report from the Reports tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. On the Project Files tab, click the Reports tab.

The Reports tab appears.
The Report Name and Location columns can be ordered by typing the first letter or two of the item to
head the list then clicking ) or 'L to the far right. These columns can be searched by typing in a string

of characters that are contained in the entry of interest. When a matching, unique string is found in an

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon ® .

= Wordfast4 ~ Project Files Project TM Project Terminology Reports Reference Files Help
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4. Select a report to open.

5. Double-click the selected report file.



The report file summary appears (as shown).

| Report File %

Primary TM:

file://C:\Users\Public\Wordfast4\TM\New_TM

H Summary

Match Types Segments Words Percent  Tags

Leveraged 26 128 81 19

Repetitions 0 o] 0 0

TM Matches

Context 1 4 3 3

100% 25 124 78 16

95%-99% 0 o] 0 0
85%-94% 2 13 6 5
75%-84% 3 44 9 7
50%-74% 0 o] 0 0

No Match 1 2 3 4

Ignored 0 0 o] o]

Total 32 187 100 35

Chars/Word 6.50

Chars Total 1216

OK

Exporting Reports

The Reports tab includes an option to Export reports in a given project to a number of formats.
To export reports from the Reports tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Select the Reports tab.



The Reports tab appears listing all reports found in the selected project.
The Report Name and Location columns can be ordered by typing the first letter or two of the item to
head the list then clicking ) or v to the far right. These columns can be searched by typing in a string

of characters that are contained in the entry of interest. When a matching, unique string is found in an

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon ® .

= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help
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. Select a format from the drop-down menu (shown in the preceding example).

The export formats available are:

e Export report as CSV format
e Export report as HTML format Export report as CSV format
e Export report as XLS format Export report as HTML format

e Export report as PDF format Export report as XLS format

Export report as PDF format

B®E &

The Save As dialog box appears.

5. Provide a folder path and file name for the report.
. Click Save.

The report is saved in the identified folder under that file name provided.



Removing Reports

The Reports tab includes an option to remove unwanted reports from a given project.
To remove unwanted reports from the Reports tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Select the Reports tab.

The Reports tab opens listing any reports found in the selected project as shown.
The Blacklist Name and Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

84
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4. Select a report to delete.

5. Click Remove Report.

C:\Users\Public\Wordfast4\projects\MC_Proj-1\d...
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Project Reference Files

Reference files can be included with a project to provide context to the translation effort or to include
additional information that is not to be translated.

The Reference Files tab includes options to:

o Adding Reference Files e Showing Instructions

e Opening Reference Files e Removing Reference Files

Adding Reference Files

To add reference files from the Reference Files tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Reference Files tab.

The File Name and Location columns can be ordered by typing the first letter or two of the item to

head the list then clicking ) or v to the far right. These columns can be searched by typing in a string
of characters that are contained in the entry of interest. When a matching, unique string is found in an

®

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files
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File Name File Type Location ® 1l
F'Q Project_de-DE_notes.html reference-files C:\Users\Public\Wordfast4\projects\Submission_. ..

4. Click Add Files.




The Open file dialog box appears as shown.
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5. Select the file to add.
6. Click Open.

Opening Reference Files

Go to the Projects list tab (refer to Opening Projects).

1.

2. Select a project.

3. Click Open Project.

4. Click the Reference Files tab.
The File Name and Location columns can be ordered by typing the first letter or two of the item to
head the list then clicking ) or '1' to the far right. These columns can be searched by typing in a string

of characters that are contained in the entry of interest. When a matching, unique string is found in an

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon ® .
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| | Location

C:\Users\Public\Wordfast4\projects\Submission_...

5. Select a file.
6. Click Open File.
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The selected file opens in Microsoft Word.

EE = = ocx [Compatibility Mode icrosoft Wor E=SEE)
File Home Insert Page Layout References Mailings Review View Al 0
E 4. Cambria - 14 izv | EEiE &’ % 54
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Paste = Quick Change | Editing
J 7 - A - Aa- Styles~ Styles= | 7
Cllpboard P Font P Styles P
[ S N AN R KRN R KRN ERRN KRR R, < ]
N
Ultimate Docx file
||
. L
- Name
: Transperfect Translations :
: H
‘| [JPoints of Contact
Contact person needed
. Contact telephone number I
h L
I
| Job
. Product Manager
- i\
i Autosuggest
- The following paragraph will contain many Autosuggest candidates. My email addressis i
. transperfect/@translations.com. The website for the company [ work foris i
- http/www .translations.com. My full name is Transperfect Translations, I go by TPT. I i
. was bom in Queens, New York. I work on a MacBook Air. I paid $12350 for the Ultimate
Edition 137 I
.| Auto Propagation Test
. -
- S
Below test will test Auto-Propagation. Enabling auto-propagation by itself will update - I
N empty target segments. Test each options below Enable auto-prapagation for the 5
1 I il | 3
Page:10of6 | Words:879 | ff BEeEgs=s w0 F




Showing Instructions

When a submission is created in Project Director using Add Submission on the Submit tab, specific
instructions can be attached to the submission for the translator and reviewer. These instructions are
then available for viewing through the Reference Files tab Options section.

To show the opened project instructions from the Reference Files tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Reference Files tab.

The Reference Files tab appears.
The File Name and Location columns can be ordered by typing the first letter or two of the item to

head the list then clicking f or v to the far right. These columns can be searched by typing in a string
of characters that are contained in the entry of interest. When a matching, unique string is found in an

®

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

= Wordfast4 ~ Project Files Project TM Project Terminology Reports Reference Files

X

File Type ® N =

|y Project_de-DE_notes.html reference-files C:\Users\Public\Wordfast4\projects\Submission_..

4. Click Show Instructions.



Instructions

The instructions file list appears.
. . W Instructions
Instructions are optional

and frequently there are no Instructions Background Instructions
. . . . Pleas take great care in this translation.
instructions and No instructions

appears.

>

Note: Instructions can only
be added from within Project
Director.

5. Click OK.

Removing Reference Files

To remove files from the opened project through the Reference Files tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Reference Files tab.



The Project Reference Files tab appears.
The File Name and Location columns can be ordered by typing the first letter or two of the item to

head the list then clicking ) or v to the far right. These columns can be searched by typing in a string
of characters that are contained in the entry of interest. When a matching, unique string is found in an

®

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

| = Wordfast4 - || Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

Options

fo 2

Open Show
Files File Instructions  File(s)

File Name File Type Location ] qplk

F'Q Project_de-DE_notes.html reference-files C:\Users\Public\Wordfast4\projects\Submission_. ..

4. Select the reference file to remove.
5. Click Remove File(s).

The selected file is removed from the project and the reference file list.



Translating Files 10

After completing the initial steps of creating a project, opening Translation Memory, and importing a
glossary the project is ready for translation. The translation process includes the following tasks:

e Opening and Translating a File e Using Translation Memory

e Using Glossaries e Working with Tags

e Finding and Replacing Content e Using Table Filter

e Using Notes e Working with Segments

e Using Transcheck e Enabling Machine Translation
e Enabling Auto Propagation e Using Auto-Suggest

e Leveraging Repetitive Content e Saving Files

Opening and Translating a File

Translation involves opening the file to be translated and then submitting it to translation.

* Opening and Translating Files ¢ Pseudo Translation
References:
« Translation Preferences « Accented Characters » Configuring Transcheck

Opening and Translating Files

After a given project is opened , the various files that comprise the project are accessible from the
Project Files tab. When the project has numerous files, the files can be chained together into one
contiguous file, refer to Chaining Files.

To open a file for translation from the Project Files tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
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3. On the Project Files tab, click Translate File.

(SIS

N o

The file open progress is shown and, upon completion, the TXLF Editor tab appears. The file content
is shown in the Source column.
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. Select a Target segment.

Enter the translation for this segment.

All tags in the Source segment should be either copied or entered manually into the Target segment.

Click Next Segment (or AIt+'L) to move down one Target segment.

. To save work:

a) Click the File tab.
b) Click Save (or Ctrl+S).



When the translation is complete, the file should be saved as described in Saving Files.

Chaining Files

Multiple files can be combined and viewed as one file using Chain Files. For example, if you are
assigned ten files with ten segments each, these files can be chained into one large file of 100 segments
and opened as one file.

To chain a group of files into one file from the Project Files tab:

= Wordfast4 - Project Files Project TM Project Terminology | Reports Reference Files Help

Package

e Pzleed @ 2 B m

Add Add Translate Close  Modify Project  Analyze Project Transcheck Segment Changes Export Notes Import Export
Filas  Folders File Files Project  Project Clean Up Report Report Report Package Package

Word . Creation Date Last Saved Translation ... Complete
(ZJ ENUS-> DEDE
{gmj Replaceables_testfil .. C:\Users\Public\Wordfast4\pr... 2015/07/30 10:35... 2015/08/14 13:16...
{imj Centralization of Loc... C:\Users\Public\Wordfast4\pr... 2015/07/30 10:35... 2015/08/26 15:27...
{izmj DocxL.dooubdf C:\Users\Public\Wordfast4\pr... 2015/07/3112:29.. 2015/12/17 13:57...

EN-US -> DE-DE

1. Select the files to be chained.
2. Click Chain Files.

The chained file opens in the TXLF Editor Translation tab under the name "Chained Files 1" (in

this example). In the Source Section, the segments are numbered as they were in the source file.
The source ID for each segment from a given file is sequentially numbered and the ID is given a
unique background color. Subsequent file segments are numbered in the same manner with a unique
background color.

?‘halned File =]

Source or Target v | [£] Match Case v Flter: v Q Ct ® Sort:| Document v -@-

D English (United States) German (Germany) Score Status
segment IEEE» hitp://www.blahblah.com Replaceables in ein einzelnes Segment -
and email 4ZE €Hnttp://www.blahblah.com EZH BB 100%

blahblah@blah com IEHE 45 €28 for period IED» und Email IEE < €5
blahblah@blah.com Zeitraum
1 Centralized Localization

Tha maain ahisotiue for manct ~f e ausctomoore i

Additional Tools E
EN-US -> DE-DE Segments: 97 / 225 [P 12> |

3. Click in segment three (3).



Notice the file name changes to the name of the first file in the chain.

| *Replaceables_testfile.doc.txlf || =]
Source or Target v | [ Match Case ~ | Filter: ~ Q & @ sort: Document
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-
FS

Additional Tools ®
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4. Scan down the segments until segment ID-1 appears again and the ID background color changes.

5. Click in segment one (1).

Notice the file name changes to the name of the second file in the chain.

| *Centralization of Localization1.doc.txlf *| =

Source or Target w | [C] Match Case v Flter: v Q Ct ® Sort:| Document
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6. Scan down the segments until segment ID-1 appears again and the ID background color changes
again.

7. Click in segment one (1).

Notice the file name changes to the name of the third (last) file in the chain.

[ “Docd doxtxt 2] 5
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8. Save the chained file.



When the chained file is saved, the segments are restored to their original files and the chained
format is not retained.

Note:
Multiple of sets of chained files can be opened as well.
Chaining files is only for the editor view and they cannot saved as TXLF export documents.

The Jump To A Segment (Ctrl+G) and Last Modified Segment (Shift+F5) shortcuts are disabled on
chained files.

Translate All
To translate a project file from the Translation tab using Translate All:

1. Click in the first source segment.
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2. Click Translate All.



The translation proceeds and upon completion the screen is refreshed with the results.
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Using Translation Memory

Translation memory (TM) is designed to provide maximum content re-use and facilitate collaboration
between globally distributed localization resources. The following is a list of those tasks and associated
procedures:

¢ Leveraging Translation Memory e Using TM Lookup

Leveraging Translation Memory

Translation Memory (TM) is a collection of previously approved translations, used to increase
consistency and speed up translation. When one or more translation memory files is active, suggestions

from the TM appear as a translation is entered into the target segment or when the Leverage tool is
used.

The Leverage tool differs from the automatic leveraging that takes place during translation in that it
provides an instant TM leverage of the selected segment using the most current TM available with a
number of leverage options.

To leverage Translation Memory from the Translation tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.

3. Select the file to translate.



4. Click Translate File.

The file is leveraged against the TM assets and the results are presented under the Translation tab
in the Target Segment column.
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5. Select the segment to leverage against the most current TM when Leverage is clicked.

6. In the Segment or Automated section of the Tools ribbon on the Translation tab, click one of the
following:

Leverage (or press Alt+-) to retrieve suggestions from the active TM for the selected source

segment

Until Fuzzy (or press Ctrl+Alt+F) to retrieve suggestions from the active TM until the next Fuzzy

match

Until No Match (or press CtrI+Shift+PgDn) to retrieve suggestions that from the active TM for the
all source segments until no exact match is found



The leveraged content from the TM appears if a match is found. When MT is enabled, the MT match

is populated.
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Using TM Lookup

The Translation Memory lookup is used to view TM leverage results and concordance search results.
This search looks for specific source segment text in the translation memory. The results show source
and target segments.

Translation Memory leverage search occurs automatically, as a user navigates through the segments, to
provide the users with the best possible full segment matches from the TM. It is also the only search that
uses scoring to decide which match is the best.

To perform concordance search from the Translation tab:

1. Enter a word or phrase in the TM Lookup text box as shown in the following example.

TM Lookup Notes Segment History Context Transcheck (0)

\fendod v Find Source Find Target Clear More Options »
vendor _ Score TM Name Creation User  Creation Date =~ Modificatio...
4
No Results

Using the string "vendor" searches segments ignoring case and includes matches containing any of
the specified words.

2. Click Find Source or Find Target.



Without using a case sensitive search there are numerous hits.

vendor

# | Source

1 WORK WITH ANY
VENDOR

2 Allow access to any vendor
or internal translator for
maximum resource flexibility

3 VENDOR-NEUTRAL

| TM Lookup ” MNotes ” Segment History ” Context ” Transcheck (0) |

w Find Source Find Target Clear
Target Score TM Name
ZUSAMMENARBEIT MIT MC_DE
JEDEM ANBIETER
Maximale MC_DE
Ressourcenflexibilitat durch
Zugriff auf alle Anbieter und
internen Ubersetzer
ANBIETERNEUTRAL MC_DE

More Options =
Creation User | Creation D... | Medificatio...
ELUNA  2015/11/ ELUNA =
04 n
11:43:52
MST
ELUNA  2015/11/ ELUNA
04
11:43:53
MST
ELUNA 201511/ ELUNA .

3. To further refine the search, using the string VENDOR, select Case Sensitive under More Options.

More Options drop-
down. —=

]

Maore Qptions =
Case Sensitive
Exact {b
Automatic Leverage
Diff Highlight

Incude Private TU{GLTMS)

Case Sensitive

Filter by case.

Exact

Filter for only those terms that appear in the same order.

Automatic Leverage

Filter for TUs that are matched in the TM.

Diff Highlight

Highlight the difference between source and TM source as well as
differences between target and TM target.

Include Private TU (GLTMS)

TMs.

Include private Translation Units in the search for remote GLTMS




Rerunning the search with Case Sensitive selected returns only one hit as shown in the following
example.

TM Lookup MNotes Segment History | Context | Transcheck (0)

VEMNDOR w Find Source Find Target Clear More Options =
# | Source Target Score TM Name Creation User | Creation Date = Modificatio...
1 WORK WITH ANY ZUSAMMENARBEIT MIT MC_DE ELUNA  2015/11/ ELUNA =
VENDOR JEDEM ANBIETER 04
11:43:52 I
MST
2 VENDOR-NEUTRAL ANBIETERNEUTRAL MC_DE ELUNA 201511/ ELUNA
04
11:44:09
MST
3 VENDOR-NEUTRAL ANBIETERNEUTRALE MC_DE ELUNA 201511/ ELUNA .

Using Glossaries

Glossaries are lists of source terms and their preferred translations. To set up a glossary refer to Working
With Terminology.

When a segment, under the Terminology tab, is selected all terms within that segment that are in the
glossary are highlighted and shown with their translation word in the Terminology pane. Using the Next
Term and Previous Term buttons moves the focus through all terms within that segment that are found
in the glossary.
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Editing the glossary from the Terminology pane:

e Add a term to the glossary, refer to Adding Glossary Terms

e Edit a term in the glossary, refer to Editing Glossary Terms

¢ Remove a term from the glossary, refer to Removing Glossary Terms

¢ Insert a term into the the target segment, refer to Inserting Glossary Terms

Adding Glossary Terms
Adding terms to a glossary from the Terminology tab:
1. Do one of the following:

e Select a word in the source segment and the translation in the target segment

*Docx.docx =]
Source or Target v | [] Match Case ~ | Fiter: v| Q ¢ ® sort: Document v | 8
D English (United States} German (Germany} Score Status

4 Transperfect Translations : v =

5 Address AOresse 100% * -

TM Lockup Notes Segment History Metadata Transcheck (0) @ Terminology

> Find Source Find Target Clear . Q q @'

# | Source Target Score ™,

1 Address Adresses 100%* Ul No Results

»
EN-US -> DE-DE SC: 7 TC: 7 |Segments: 26 / 169 15.38%
| Add Term ®
|
e Click the Add W Use this page to add a term to the selected glossary.
|Con, : in the Source:* Address
Terminology pane- Target:* Adresse
Description:
The Add Term dialog box Glossary: Project-2_Gloss v

appears. —=>

OK Cancel

e Or, select a term in the source segment



e C(Click the Add Add Term

|Con, @ in the W Use this page to add a term to the selected glossary.

Terminology pane.

| Source:* candidates
The Add Term dlalog Target:* kandidaten
bOX appears' 3 Description:
| Glossary: Project-2_Gloss w
e Enter the translation
for the term in the = =
Target field
2. Click OK.
Editing Glossary Terms
Editing terms in a glossary from the Terminology tab:
1. Select the term to edit.
2. Click the Edit Icon, o L, in the Terminology pane.
Edit term
| W Use this page to edit a term in the selected glossary.
Source:
contain
The Edit Term dialog box [ et
enthalten
appears' - ‘ Description:

Madify Cancel

3. Make the editorial changes.
4. Click Modify.

Removing Glossary Terms
Deleting terms in a glossary from the Terminology tab:

1. Select the term to delete.

2. Click the Remove Icon, X L, in the Terminology pane.



‘Warning x

Do you realy want to delete selected term (source:

A Remove Confirmation pop- ) I ) 'Transperfect’, target:'random’)?
A=l
Up appears' - [F] Do not warn me about this anymore.
= Qo
3. Click Yes.
Inserting Glossary Terms
Inserting a term into the current target from the Terminology tab:
1. Click in the target segment where the insertion is to take place.
2. Click the Insert Icon, "_I. in the Terminology pane.
The selected term is inserted into the target segment at the selected point.
= Wordfast4 - File | Edit Formatting | Translation Terminology || Review || Help EJRS
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TM Lookup Notes Segment History Metadata Transcheck (0) Ty X Terminology
> Find Source Find Target Clear et Q q @
# | Source Target Score 1 Phone
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No Results umber ®
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EN-US -> DE-DE SC: 12 TC: 7 Segments: 25 [ 169h 14.79%

Working with Tags

A tag is inline text that is wrapped in a special character pair and is not translatable; for example, HTML
code tags within a sentence. Target segments should have the same tags as the source segment.




However, depending on the language, sometimes a tag is not needed. If an attempt is made to save a

target segment with missing tags, a warning message appears.

Below is a list of the tag related tasks:

e Viewing Tags e (Clearing All Tags
e Copying Tags e Deleting Tags
Viewing Tags

To view tags from the Translation tab:

Go to the Projects list tab (refer to Opening Projects).
Select and open the project.
Select a file for translation.

Click Translate File.

o 0w D=

Click the Translation tab.

e Editing Tags

The file appears under the Translation tab. If tags exist in the source segment, they appear in purple
if they are formatting tags and gray for non-formatting tags. The first tag in a selected segment

appears in red.

The tags in the source segment are highlighted. For example, the numeral one in highlighted in red to

indicate selected (II) is a tag and should be copied into the target segment.

6. Mouse over a tag to view the tool-tip information as shown in the following example.
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The text as it appears in the tag is shown in the following tool-tip snippet.

I cfEntmea’c color="2552255#255#255" highlight="0#020#0" name="Arial" size="7.5" backgroundColor="0202020" foregrour

Note:

Tags should not be edited or deleted. Refer to Configuring Tags for more information on tag
preferences such as mode, representation, and font size.

Copying Tags
Tags can be selected and copied individually (Copy).

1. Click Translate File on the Project Files tab.



*Tramslations com_ProduectBriel_ProjectDirectorddoc: =]

Saurce or Tangat w | [7] Match Case ~  Fier: » 0 C @& Sort: Domument A |
& Englih (Unbed States) [ Sesre st
1 & R TRANSLATION MANAGEMENT 4EE (BERSETZUNGSMANAGEMENT 0% =
2 SIMPLIFIED. VEREINFACHT. 100%
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100%
0l By INTEGRATE WITH ANY SYSTEM €58 K0 B INTEGRATION MIT JEDEM SYSTEM
4 <5 100%
5 T =B WORK WITH ANY VENDOR €58 =1 =B ZUSAMMENARBEIT MIT JEDEM —
ANBIETER 4EH
T By ACCELERATE TIME TO MARKET =1 =9 KURZERE BEARBEITUNGSZEITEN
6 <8 <8 100%
7 D ER CcUSTOMIZE WORKFLOWS 4EE =1 =B INDIVIDUELLE WORKFLOWS €H 100%
a BT B ACCESS REAL-TIME KP1 DATA4EE W EBZUGRIFF AUF - . .
TH Losokup Rotes Segment History Combext Transchedk (0} ’ @ # M Terminalogy
| Find Seurce Fandl Targmt 'r ~ Q& .
EW-US - DE SC:4BTC: 0 Segments: 31/ 32 L seaswe.

. To copy tags from the Translation tab, select the tag to be copied.

. Drag the selected tag into the target segment or click Copy (CtrI+AIt+'l').

& Previous

| BF5 copy

% Copy All Tags
! & Clear All Tags




The source and target segments are highlighted. Once the tag is copied, the next tag is automatically
selected.

*Tramskations com_ProdisctBriel_ProjectDirectord docx o

Source of Tanmet w | [ Match Casa ~  Fiter: » O & (& sort: Document ~ &
© Engish {Unked Stwies) Serman Score Sisus

1 & I =B TRANSLATION MANAGEMENT. BERSETZUNGSMAMNAGEMENT 0%

2 SIMPLIFIED VEREINFACHT 100%

3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100%

4 IEBFINTEGRATE WITH ANY SYSTEM €58 ElNTEGFM'HDN MIT JEDEM SYSTEM —

. EBWORK WITH ANY VENDOR 42H I B 7USAMMENARBEIT MIT JEDEM

———— —— 1 M

TH Loobup | Rotes | Segmenkt Mistory | Context Transcheck (0] lﬁ-) " ] Terminalogy

v
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The tag is highlighted in red and selected as shown in the following example.

1 ® IE1 EB TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT |
4. Click Copy All Tags in the Tags section of the Translation tab to expand the drop-down menu.

The Copy All Tags menu appears as one of the two shown.

B Segment
B Document

G2 Segment {Ij Copy All F

| ErE Document Tags

a) Select one:

e Segment to copy only the tags for the selected segment to the target
e Document to copy all tags for the entire document

b) Enter the translation between the copied tags, if necessary.

Copied tags appear at the location of the cursor. They must be reordered to appear correctly.

c) Drag and drop the translated text, or cut and paste the translation between the tags.

Editing Tags
To edit tags from the Translation tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.



3. Select a file for translation.
4. Click Translate File.

The file appears under the Translation tab.

5. Select a segment to edit.

If tags exist in the source segment they are shown.

6. Highlight the tag to be edited in the target segment as shown in the following example.

*Tramskations com_ProductBriel_ProjectDirectord.docs © o
Source or Tanget w [ Match Case w  Filter v O CF () sort: Document v | 1§
0 Engskn (Unibed Slates) GETTAn Sy e

1 o I BB TRANSLATION MANAGEMENT. 4B UBERSETZUNGSMANAGEMENT 0%

2 SIMPLIFIED VEREINFACHT. 100%

3 STREAMLINE PROJECT MAMAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100%

, I I INTEGRATE WITH ANY SYSTEM 458 Il EBMIN TEGRATION MIT JEDEM SYSTEM

4EH
10 B WORK WITH ANY VENDOR €8 51 [ £ SAMMENARBEIT MIT JEDEM
ANBIETER L
. I [EB ACCELERATE TIME TO MARKET ] ESB KURZERE BEARBEITUNGSZEITEN

TH Lookup | Rotes | Segment History | Context Transchedk (0] @ A Terminalogy
w Fond SonarCl Fand Target i bt Q. q #
[T Target Score T
1 51 EBDINTEGRATE 0 BB INTEGRATION  New” No Results
| - ]
EN-US - DE SC:25TC: 28 Segments: 27 [ 320 Beasse

7. To open the Edit Tag dialog box, right-click on the tag and select Edit Tag from the drop-down menu.

Edit Tag *

& Please make your edits here. Warning: Tag errors
introduced here can corrupt the whole file. Please

Reference: Translation Edit Drop- <fontFormat color="255725522552255" highlight="020=0=0"
down Menu name="4&nal" sze="7.5" backgroundColor="00=0=0"
foregroundColor="0#0#0#0" biName="Aral" hidden="false">

The Edit Tag dialog box
appears. —=



Note:

Tags in the source segment should not be edited.

Ensure that all tag edits are valid, otherwise the TXLF file could become corrupt.

8. Make the tag modifications.
9. Click OK.

Deleting Tags
The tag can be deleted only in the target segment.
To delete tags:

Go to the Projects list tab (refer to Opening Projects).

Select and open a project.
Select a file.

Click Translate File.
Click the Edit tab.

o 0 Dd -~

The file content appears in the Translation workspace. If tags exist in the source segment, they
appear in purple if they are paired tags and gray for non-paired tags. The first tag in a selected
segment appears in red.

= Wordfast4 - W= | Edit | Formatting Tramslstion Terminology = Review | Help
Cipbaard Souron Aciong Opborg
A 3 - ey =l 1 &
S DM 2B v b
Lirio Foesca Cut Copy Pasie Find | Edit Revert Show Whitespaoe  Preferences
Replans SHNCE  SOWCE Characiers

Translations com_ProductBoel_Projectiirectorddocs ©
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ANBIETER 4EE

¢ ' [EB ACCELERATE TIME TO MARKET €5 il Il(URZERE BEARBEITUNGSZEITEN
2]

7 D EEB CUSTOMIZE WORKFLOWS 45 1 EBINDIVIDUELLE WORKFLOWS 4EE
KPS IR 4~ E & & BEAL _TIME KBI NATA 47F P P96 71 12 BIEE A1IE

=

Sc:257C: 26 Segments 31 / 32 SRR

6. In the target segment of the Translation dialog box, select the tag for deletion.

7. Select the tag to delete with a cursor scan.



8. Delete the tag by doing one of the following:

o Press Delete
e Click Cut on the Options ribbon
o Press Ctrl+X

e Press Backspace

Reference: Translation Edit Drop-down Menu

The Undo option is available on the Options ribbon.

Clearing All Tags
Tags can be cleared only from a target and either the current segment or from the entire document.

To clear all tags from the current target segment through the Translation tab:

1. Go to the Projects list tab (refer to Opening Projects).
2. Select and open the project.
3. Select a file.
4. Click Translate File.
5. Click the Translation tab.
6. Place the cursor within the target segment.
Elw.:w:u
= Wordfast 4 - = | Cdet = Formatting Tramslation Terminology  Reveew | Help f_,', Unbl Furzy
T 15 untlo Match
| " 9 = Y =5 + . - Y X B T 7 Trarslabs Al
B B M= 8 ] M OE ee L B8 U] § o
Heat Previos  Commit  Leverage  Copy Merge Spit  Unconfim | Uncondem | Lk Cear Copy )
Segment  Segment Souroe Corfirm Confirm &1 Segmenit  Target Al Sources f Concordance
*Translations com_ProductBnel_ProjectDirector2docy © I'i )
Source or Taget || [7] Mateh Case ~ | Fites: ~| O o @ sor: Docun £ e
O Enghss (Unted States) Garman Scod (B FreviesTag
S e VYL WVILIM AN T WELPUT e M B LU DHNBENARDE ] W JEVEW 'L. Mext Tag
ANBIETER 42 1% oo
5 T [EBrACCELERATE TIME TO MARKET 42H I P9 KURZERE BEARBEITUNGSZEITEN g oA b
4ER Bft EditTag
7 ED EBcUSTOMIZE WORKFLOWS 4EE =1 EB INDIVIDUELLE WORKFLO! i secery B CewMiTam F
W iR A E RS BEAL _TIME KB NATA 7 5P P71 I RIEE AL B Dooment [ -
Additional Teols =
en-us -> D¢ SC:257C: 26 Segments: 31 / 32 SRS

7. Click Clear All Tags.

8. Select one of the following:



e Segment from the
drop-down menu to \i&

L4

clear all tags from the Clear all
segment Tags
¢ Document from the H& Segment
drop-down menu to oS Document
clear all tags from the
document
Warning
Plagse nobe that all the tags will be removed from the
I active sagment. Do you want o continue?

A warning pop-up appears. —=* e,

Do not wam me abouwt this anymare

h Fes

9. Click Yes to complete the removal.

Finding and Replacing Content

Text in translated content can be searched for and replaced using the Find / Replace option.
To find and replace text in a file from the Translation tab:

1. Go to the Projects list tab (refer to Opening Projects).

2. Select and open the project.
3. Click the Edit tab.



The Edit tab appears.

Chpboard Cource Aclors Opbiors

o 1D R 4y o

Cut Cooy  Passe | Fnd/ Edt  Revert  Show White jpace  Preferences

Sourge  Sounce Chir acter

* Tramsbations com_ProductBinie]_ProjectDinedtorddocs =
Saurca or Tangat w | [7] Match Case ~ | Fiter: » 0 C @ sort: Oowment w | 4
D0 Englsh (Unied Stales) Gesrran Soare Satus

1 & EB TRANSLATION MANAGEMENT, 4B (BERSETZUNGSMANAGEMENT 0t =
2 SIMPLIFIED VEREINFACHT. 100%

3 STREAMLINE PROJECT MAMAGEMENT EFFEKTIVES PROJEKTMAMNAGEMENT 100% .

TH Lookup | Nobes | Segment History | Context | Transcheck [0 @ & X Terminalogy
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4. Do one of the following:

» Click Find/Replace Find/Replace *
* Press Ctrl+F Q  Find what: m o
.

The Find/Replace dialog box & Reading Highlight = Find Next Close
appears. —= Cirection Opftions

) Backward [¥] Ignore Case [¥] Search Source

@ Forward [] Whobe Words Only [¥] Search Target

[7] 1gnore NBSP [#] Search Open Filas

5. Under the Find tab, enter the search text in the Find What: field.

Note:

Search arguments can include non-breaking spaces.

6. Click Find Next repeatedly to move through all occurrences of the term.
7. Select Reading Highlight to toggle the highlighted term in the submission.



Find/Replace dialog Find /Replace *

box. —= Q  Find what: fuzzy >
™,
b= Readng Highlight = Find Nexct Close
Direction | Highlight All f
D) Backward SRV R E Search Source
@ Forward [TTVWhole Words Only [¥] Search Target
[7] Ignaore NBSP [#] Search Open Fies

Replace Tab Option:
8. Select the Replace tab to replace terms.
9. Enter the find text and replacement text.
10. Click one of the following:
o Replace, to replace the found content only

o Replace All, to replace the found content and all other instances of that content
o Find Next, to move to the next instance of the term

Replacing text in Find/ Find /Replace x [
Replace dialog box. — Q' Fnd Next: T — =l
- | I
s, Replace with: |custom » F
" Replace Replace All Find Mext Close
Direction Optons
D) Backward [¥ Ignaore Case [#] Search Source
@ Forward [F] Whole Words Onlby [¥] Search Target

[ Ignore NESP [#] Search Open Fies

More Options:

Backward Search from cursor location to file beginning.
Forward Search from cursor location to file end.
Ignore Case Search for all instances of a word or phrase ignoring case.

Whole Words Only Search for all instances of only whole word matches.




Search for all instances of a word or phrase including non-breakin
Ignore Non-breaking Space P g g

spaces.
Search Source Search for all instances of a word or phrase in the source only.
Search Target Search for all instances of a word or phrase in the target only.
Search Through Open Files Search for all instances of a word or phrase in all open files.

Using Table Filter

The Table Filter option provides the means to search for specific text using a number of filter criteria.
The Translation tab is shown with the search bar bordered in red.

Segmert  Target Al Sources

* Tranalations com_Productired_Projectierector Ldocs  ©
Source of Tarpt = | [ Match Case v Fiter: » QO € @ Sort: Documant

© Erghen (Unied Sisbes; e Scere
5 A R VYRR WVTTR AN VELAUT —— e e L DANINMIEARDEN D B JEWEN

ANBIETER 428 B

" ET [EEr ACCELERATE TIME TO MARKET 488 51 EBHURZERE BEARBEITUNGSZEITEN

£
7 I EB CcUSTOMIZE WORKFLOWS 488 B BB INDIVIDUELLE WORKFLOWS 458

[ e ACCESS BEAI TIME WBi MATA 470 0 _‘?I MWIEMEE ALIE

100%

SC25TC 26 Segments: 31 / 32 NRRNN L

IiwrceurTne: v | Match Case v Fiwe » O & @ sort: Document ~

An explanation of the Table Filter toolbar (shown above) is presented in the following table.



The Source/Target filter menu options are:

|:S|:|urce |v|  Source restricts the search to the source language segments.
 Source ¢ Target restricts the search to the target language segments.
Target e Source and Target directs the search to both source and
Source and Target target.
Source or Target e Source or Target directs the search to either source or target
(default).
Match Case Directs search to be case-sensitive.

Drop-down list field Specify the text that is the object of this search.




Item

Description

100% match segments

All except 100% and
Cantext match segments
Auto-propagated segments
Committed segments
Cantext match segments
Duplicate segments

Edited source segments
Empty target segments
Fuzzy match segments
Machine transited
segments

Modified segments

Mo match segments
Segments with Transcheck
errars

Segments with history
Segments with notes
Segments with repetitions
Short segments

Unconfirmad segments

Drop-down list of all available search filter criteria:

100% match segments— segments matching completely in TM
All except 100% and In Context match segments— segments
with partial TM match, no match, or modified segments
Auto-propagated segments— all auto-propagated matches
Committed segments— segments with translated content
committed to the TM

Context match segments- all segments matching context
Duplicate segments— segments being duplicated in the file
Edited source segments— source segments that have
changed

Empty target segments— segments without a translated target
Fuzzy match segments— segments with partial TM match
Machine translated segments— segments translated by
machine—Note: requires Machine Translation be enabled in the
project.

Modified segments— segments modified through auto-
propagation

No match segments— segments with no match in the TM
Segments with transcheck errors— segments with non-
linguistic errors or repeated words

Segments with history— segments with a change list
Segments with notes— segments containing comments
Segments with repetitions— segments with repeated text
strings

Short segments— segments of fewer than {#} words,
paragraphs or other blocks

Unconfirmed segments— segments marked unconfirmed

Jo

Apply the selected filter.

Accumulate a filter selection filters to apply in order of selection

Clear all fields in Table Filter tool bar




|Dncument |v|

Document

Source (A=E)

Source (Z=A) Sort the filtered results by selected criteria where Document is
Target (A=7) selected by Default

Target (Z=4)

By score (lower first)

By score (higher first)

Configure options for the Table Filter using the dialog box (shown in
the following graphic*) to enter a maximum word count

24

& Additional table fiter options

4

Shart Sagment Fiter Settings Max Word Count: -E

* The Table Filter pop-up
dialog box. —=

Using Notes

While translating or reviewing translated content, notes specific to each segment can be added as
described here.

Wordfast Pro opens in the Projects tab. Double-clicking a project opens the Project Files tab. For
additional information refer to Opening Projects.

A project's notes are accessible through the Review tab after a project file is opened.



||| = wordfast4 - | File | Edit | Formatting | Tramslatiom | Termimology | Review | Help || x

Dpbons Mg

v & BOEn

Trangcheck  Spelchec: Fie Mk Speling Ade Edit | Delele Export

Al Errers
Translations com_ProductBriel_ProjectDirectordocs = | | g | =]
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4 &8 100%
= B WORK WITH ANY VENDOR 428  Toa1] -i_zl..l SAMMENARBEIT MIT JEDEM s
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Begin with the Review tab where the following Notes options are available:

e Viewing Notes e Editing Notes e Exporting Notes
e Adding Notes e Deleting Notes

Viewing Notes
To view notes from the Review tab:

1. Select the file where notes are to be viewed.

2. Double-click a file or click Review File.

The file appears under the Translation tab.

Translaticns com_Prodectnef_ProjectDirector2.docx. © =]
Source or Target w 7] Match Case w  Fiter ~ O Cf (® Sort- Documeant ~ 4
D Engha® (Unided Sistes) German Scora AT
£ SNV L e, ML ML lnu% i
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100% q} .
4 D B INTEGRATE WITH ANY SYSTEM €5E DD EBINTEGRATION MIT JEDEM SYSTEM .

«=H 100% J

TH Leokup | Hotes | Segment Hslory | Conlext Transcheck (0] @ P . Terminology

Adid Edit Ltz Expart ~ O, Cf &
©  CewsD Trew Cuce Cutes i
3 ftidara lranslatiunfgilzgizma This is a note = No Results

] | 13

EN-US <> DE SC:29TC: 28 Segments: 27 [ 3200 BaE

Notice the Note icon in the status column of the third segment.



3. Click the Notes tab in the lower-left portion of the screen, Editor Tabs section.

The attached notes are listed in this section as shown in the following segment of the TXLF Editor.

TM Lookup Notes segment History Metadata Transcheck (0) &
Add

o CreatorlD Type Date Details

3 Thos translation 2016/05/12 13:44:42 MDT This is the first note.

Adding Notes
To add a note from the Review tab:

1. Place the cursor in the segment where the note is to be added.

2. Use one of the following methods to open the Notes dialog box:

* Click Add in the Notes section —
of the Review tab. —= |_a

Add

« Click Add under Notes tab of )

TM Lookup Hotes Segment History Context Transcheck (0)
i —»
the Editor. Add Edit Delete Export

[+] CreatoriD - =
«

Tatals

3 tidara Add a note to the segment you are working on Iis is a note
{ Alt-+Shift-+ )



Add/Edit Notes *

W Use this page to add or edit a note.

Segment ID: 4
Source: INTEGRATE WITH ANY SYSTEM
Creator:® tdara
The Add/Edit Notes dialog box Date: 2016/04/04 15:57:38 MDT
appears. —= Type: Transtation =

Define the systems?

oK Cance!

» Right-click the segment and
click Add (or press Alt+Shift+N).

3. Select the note Type.
4. Enter the note text.
5. Click OK.

The note appears in the lower left section of the Review tab under the Notes tab and the Notes icon
appears in the Status column.

Editing Notes
To edit a note from the Review tab:
1. Place the cursor in the segment where the note is to be edited.

2. Select the note to be edited.

3. Use one of the following methods to open the Notes dialog box:

* Click Edit in the Notes section | ===

of the Review tab. —= i
Edit



. CIICk Edit under NOteS tab Of TM Lookup | Motes || Segment History Context | Transcheck (0)

the Editor Tabs section. —= Add Edit {U Delete Export

[ o] CreatoriD Type "'E":I ~ Details
, 1
3 tidara translatitﬁ Edit selected note This 5 g note. This is the added text.

{ Alt+Shift+E )

6 fldara tnamslati%_"3:35’"'1"”5‘f This is a new note.

Add/Edit Notes X

» Right-click the segment and w: Use this page to add or edit a note.
click Add (or press Alt+Shift+E).

Segment ID: 4
Source: INTEGRATE WITH ANY SYSTEM
Creator:™ tdara
The Add/Edit Notes dialog box Date: 2016/04/04 15:57:38 MDT
appears. —=» Type: Transiation -

Define the systems?

Ok Cancel

4. Edit the note.
5. Click OK.

The modified note appears in the lower left of the screen in the Editor Tabs section under the Notes
tab.

Deleting Notes
To delete notes from the Review tab:
1. Select the segment where the note is to be deleted.

2. Select the note to be deleted.

3. Use one of the following methods to delete the note:

+ Click Delete in the Notes —

section of the Review tab. —= L_ﬁ
Di=lete



* Click Delete under Notes tab TMLookup | Motes | SegmentHistory | Context | Transcheck (0)

of the Editor. —= Add Edit Delete ‘{5 Export
D CreatoriD Type Date | !

" Delete
3 fdara  transiaticf 5 1208 e ke st | added tert

6 fldara translalicﬁg:%u’rog This is a new note.

* Right-click the segment and
click Delete (or press Alt+Shift
+D).

Exporting Notes
To export notes in Microsoft Word format from the Review tab:

1. Click the Review tab.
2. Select the note(s) to export.
3. Click Export.

The Export Notes dialog box appears.

Organize - Mew folder 4= - @
* Mame Date modified Type =

7l Libraries 1 Project 5 8/26/201511:19 AM  File fol

5| Documents E| 1 Project 7 1/30/20151:22 PM File fol

Jﬁ Music 1 Project 9 11/12/2015 2241 PM  File fol

[ Pictures . Project-1 5/29/201511:01 AM  File fol

B videos 1 Project-2 4/15/201512:12 PM  File fol

1 Project-4 5/29/201511:01 AM  File fol

1% Computer | Reports 6/3/2016 1243 PM  File fol
ﬂ WINDOWS (C:) 1 Submission_021516_02_PD 5/31/2016 1:46 PM  Filefal _

i - 4| 1 | 3
File narme: Motes_File -

Save as type: [MS Word Document (*.doc) "]

(= Hide Folders | save | [ Cancel l

4. Verify or change the save folder.

5. Enter a name for the file.



6. Select the Microsoft Word file type.
7. Click Save.

The file is saved in the specified location and should be reviewed by browsing to the note file and
opening it.

Working with Segments

Segments are parts of the file that are divided by formatting or punctuation. Typically, segments are
sentences, but may be words or numbers, depending on the formatting of the source file. When a file

is converted to a translatable TXLF format, all complete sentences become separate segments. Once
these segments are translated, they are saved and committed to the Translation memory and leveraged
in future translations. Translation Memory leveraging reduces the time and expense of future translations
by automatically and consistently translating reoccurring words and phrases.

Refer to the following tasks:

¢ Viewing Segment History e Copying All Sources e Copying Source
e Committing to Translation Memory e Locking Segment e Clear All Targets
¢ Unconfirming or Confirming a Segment e Clear Target e Editing Source
Segments
References:

e | everaging Translation Memory

Viewing Segment History

The Segment History tab is used to view the segment changes in the currently open file. In the following
example, the segment was modified twice on the same day.

Translations com_ProductBrief_ProjectDirector2.docx =]
Source or Target v | [[] Match Case ~ | Filter: ~| Q C ® sort: Document
1D English (United States) German Score Status
® % B TRANSLATION
RAAKRLA ~ R AT AT Al UBERSETZUNGSN‘ANAGEN]ENT I 90% h
TM Lookup Notes Segment History Metadata Transcheck (0) “
Location | Value User Medification Date
Target EEE» UBERSETZUNGSMANAGEMENT. tidara 2016/06/30
09:40:37 MDT | *
Target UBERSETZUNGSMANAGEMENT. tidara 2016/05/19
11:22:49 MDT ~
3




Committing to Translation Memory

After translating all the source segments, Translation Memory should be updated. The changes must be
committed to the Translation Memory. The Commit All tool should be used to update all target segments
from TM. The Commit tool only updates the current target segment from TM.

To update Translation Memory use Commit All as follows:

= Wordfast 4 - Fide= Cddt Formatting = Tromslatiom Terminology = Review  Help
Segment
2 9 % 3 !" Y + % - Y [ 5 =4 i
i 8 M= @ L M ee L B8 L
Mt Previous  Commit  Leverage  Copy Menge Spit  Unconfim | Unconfiem | Lk Cear Copy
Segment  Segment SoioE Corfirm Cowfirm A1 Sepment  Target Al Soarces

*Translations com_Productbnef_ProjectDirectord.docs R
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Term Manager 10 [l madine Transiaton

27 TM Sarver T Server 11 By andyee

28 TransStudio TransStudio 1d £% Frevos Tog

20 Transiation & Rewew Fortal Translation & Feview Portal 10 =

30 Portal Portal

31 OmeLink OnaLink

g 5% Cooy Al Tags
10 Bx EditTag
Elwww ranslations.com EH S8 B Cloar s Tags
globallink@transiations, com [T

SC: 12712 Segments: 1 / 72 SRS

1. Click Commit All in the Translation Memory section (or press Ctrl+Alt+End).

The Translation Memory is updated for the current segment (Commit) or the entire document
(Commit All).

Copying Source
Source can be copied to targets from the TXLF Editor Translation tab using Copy Source.
To copy segment source text to the segment target:

1. Select a source segment.



The associated target segment is highlighted based on that color selected within Preferences >

Colors.

*Upload_1-Word Docs-de#TR_BA#.docx.txml

Source or Target v | [ Match Case ~  Filtar: ~| Q ¢ &® sort: Document ~| &
1D English German Score Status —_
1 TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT. 100%
2 SIMPLIFIED. VEREINFAGHT. AT
3 STREAMLINE EREEEEN MANAGEMENT
4 INTEGRATE WITH ANY SYSTEM INTEGRATION MIT JEDEM SYSTEM 100%
5 WORK WITH ANY VENDOR ZUSAMMENARBEIT MIT JEDEM ANBIETER 100% -
TM Lookup | Notes || Segment History | Metadata || Transcheck (0) @ ) Terminology
add it Delete > Q & &
D CreatorlD Type Date Details ~ |project o
projekte
No Results ’
EN->DE SC:29TC: 0
2. Expand Copy Source options.
» Click a Copy Source %
option: —= =
L
Copy
Source
5 Copy Source
= Copy Source Text
=5 Copy Source, Tags and Term translations
‘5 Copy Source and Term Translations
a'és Copy Source, Tags, Source and Target Terms
|3_;| Copy Source with Source and Target Terms
The source segment is copied to the target.
*upload_1-Word Docs-de#TR_BA#.docx.txml =]
Source or Targst ~ | [0 Match Case ~ | Filtar: v Q C ® sort: Document ~ | &8
D Englsh German Score Status |
1 TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT. 100%
2 SIMPLIFIED VEREINFACHT. 100%
3 STREAMLINE MANAGEMENT STREAMLINE PROJECT MANAGEMENT
4 INTEGRATE WITH ANY SYSTEM INTEGRATION MIT JEDEM SYSTEM 100%
5 WORK WITH ANY VENDOR ZUSAMMENARBEIT MIT JEDEM ANBIETER 100% -
TM Lookup | Motes | Segment History | Metadata | Transcheck (D) @ — Terminology
Add Edit Delets x| Q Qﬁ'
D CrestorlD Type Date Detais ] pro!ect ‘®|
projekte

No Results

EN-> DE

SC: 29 TC: 29



Copying All Sources

All source content can be copied into all targets from the TXLF Editor Translation tab (as shown) using

Copy All Sources.

To copy all source segments to the all target segments:

1. Click Copy All Sources.

*Upload_1-Word Docs-de#TR_BA#.docx.txml

Source or Targat ~ | [[] Match Case ~  Filter: v Q Ct @ Sort:| Document b @
1D English German Score Status
1 TRANSLATION MANAGEMENT. TRANSLATION MANAGEMENT.
2 SIMPLIFIED. SIMPLIFIED.
3 STREAMLINE PROJECT MANAGEMENT STREAMLINE PROJECT MANAGEMENT
4 INTEGRATE WITH ANY SYSTEM INTEGRATE WITH ANY SYSTEM
5 WORK WITH ANY VENDOR WORK WITH ANY VENDOR
6 ACCELLERATE TIME TO MARKET ACCELLERATE TIME TO MARKET .
TM Lookup Notes Segment History Metadata Transcheck (0) i @ Terminology
v | Find Source Find Target Clear e Q q '@}
# | Source Target Score TM Name A
1 TRANSLATION UBERSETZUNGSMANAG 100%  MC_DE No Results
MANAGEMENT EMENT.
3
EN-> DE SC: 23 TC: 23

Locking Segment

Confirmed, proofed, and tra

nslated segments can be locked to ensure that they are not changed.




To lock a segment:

1. Open the TXLF Editor Translation tab as shown.

= wordfastd = File | Edit | For I T logy | Review | Help

Segemerit
: -~ o & = — - ! g
PR = N O = R e B e 1 - S
Mt Frevious Commit  Leverapgs i Umoonfrm /| Uncondim | Liosck: (=" Copy
Segment  Segment Confrm Confrm Al Segment | Tarpet Al Eouroes

Translations coem_ProductBriel_Prajecilrectoridocs
Source or Target w [ ] Match Case w  Flvar =| 0 & & som: Docurment
& Englan (Jnied Sales; Sarman Sooe

1 @I BB TRANSLATION MANAGEMENT. B8 UBERSETZUNGSMANAGEMENT —

2 SIMPLIFIED. VEREINFACHT.
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT
4 T B INTEGRATE WITH ANY SYSTEM 4EE 1 B INTEGRATION MIT JEDEM SYSTEM

4=
TH Lookup | Mobtes  Segment History | Attributes | Tramscheck (0] ’ [ P
~  FrdSource P Targat Clear « O Gf &
Tanget Soore ™

UBERSETZUNGSMANAG  90% N": Mo Results
EMENT

S€: 24 1C: 22 Segment=: 71 / 32 I M.

2. Select the segment to lock.
3. Click Lock Segment.

The Locked Segment icon appears in the Status column of the selected segment.

*Upload_1-Word Docs-de#TR_BA#.docx.txml | =
Sorceortane v [eencoe | - e B —r

ID English German Score Status

1 TRANSLATION MANAGEMENT. TRANSLATION MANAGEMENT. -
2 SIMPLIFIED. SIMPLIFIED. &

3 STREAMLINE PROJECT MANAGEMENT STREAMLINE PROJECT MANAGEMENT

4 INTEGRATE WITH ANY SYSTEM INTEGRATE WITH ANY SYSTEM

5 WORK WITH ANY VENDOR WORK WITH ANY VENDOR v
U TM Lookup | Notes | Scgment History | Metadata | Transcheck (0) ’ ® Terminology
| |v| Find Sourca.| |- FindTargat Clear [Search Glossaries (Source) v Q B

T — — — rame || Simplified ®

41 QIMDI ICIEN \/EDEIMEAMHT 41nnNo. M NE , Vereinfacht

EN-> DE SC:11TC: 11

Clear Target

The selected target content can be cleared using Clear Target.



Fide= Lddt Formatting = Tromslation  Terminclogy = Review | Help

UjblﬁH_lEDdlu-_cq 2 8. b

Mt Previous  Commit  Leverage Enp'r Menge Split  Unconfiom | melm.l'
Segment  Segment Corfirm Cowfirm A1 w'rmpet .ﬂlmn:u

*Transkations com_ProductBnef

Saurce or Target w | ] Makeh Case ~ | Fitgs:
German

Term Manager

TM Server

TransStudio
29 Translation & Review Portal Translation & Review Portal
30 Portal Portal
31 OneLink OneLink

BT vwww translations. com EE 28
globallink@transkations. com EI

SC:127TC: 12 segments: 31 / 32 LRSI L

1. Select the target segment.
2. Click Clear Target.

Clear Current Segment Target @

A confirmation Warning appears. —=» ;'! g:aggju sure you want to remove all the content from the

Do not warn me ahout this anymore.

3. Click Yes to complete the target clearing.

Clear All Targets

All target content in a file can be cleared from the TXLF Editor Translation tab using Clear all Targets.



= Wordfast 4 - Fide= Lddt Formatting = Tromslation  Terminclogy = Review | Help

i
R U TS =~ [ R -
Mt Previous  Commit  Leverage  Copy Menge Spit  Unconfiem | Unconfiem J Lk Cear kum
Segment  Segment SoioE Corfirm Cowfirm A1 Sepment  Target

{ 1% unbiro Maich

*Translations com_Productiinef | \-...1 Tronsate Al
Source or Target w | [7] Mateh Case ~ | Fiter - | ﬂ;@m:nmqﬁ =
. &ﬂ & Conoordanoe
Term Manager 10 [l madine Transiaton
T Server 11 By andyee

TransStudio od [ PrevousTag

20 Translation & Review Portal Translation & Review Portal 1 HextTog
30 Portal Portal ol

31 OmeLink OnaLink
BT vwww translations. com EE 28
globallink@transkations. com EI

Audditional Tools

EM-US -> DE

Target

% Clear Target
B Clear Al Targets

1. Click Clear All Targets. —=

= x

Please note that all the @get content will be remnoved
A Conﬁrmation Warning | I fimam the active dooument. Do you want  continue?

appears. —» ] Do nat warn m about this arymons

2. Click Yes to complete the clearing.

Unconfirming and Confirming Segments

The Unconfirm/Confirm Segment option allows the translator to mark a segment for future reference. For
example, if the translator wants to check and confirm a segment after referring to some resources, the
segment can be marked unconfirmed.

Unconfirmed segments cannot be committed to the TM.



Individual segments can be unconfirmed or confirmed in separate actions through the TXLF Editor
Translation tab (refer to Opening Projects). All segments can be confirmed in one action. See the
following:

e Unconfirming or Confirming a Segment

e Unconfirming or Confirming All Segments

Unconfirming or Confirming a Segment
To unconfirm or confirm a segment from the Translation tab:

1. Select and open the project.

2. From the Project Files tab, double-click the file.

3. Click the Translation tab.

4. Enter a translation, or leverage the target segment from the Translation Memory by clicking the TM

Lookup tab in the lower left portion of the screen.

The target segment appears.

= Wordfast4 - Fil=  Edit | Formatting  Tromslstion Terminology = Review | Help
Sagment
~ ) T y (=5 o om " \ 4 "
Bl % [ 8 U] M = e UL B [ U]
Hext Previous  Commit  Leverage  Copy Merge =213 Uncoeifirss | Uncondem Lk Chear Copy
Segment  Segment Source Comfirm Confirm &1 Segment  Target Al Sources

“Transkations com_ProductBnel_ProjectDirectorddocs ©
Source of Target v | [7] Mateh Case | Fiter ~ O O (& sor: Document
© Englah (Unisd Siabes) Gearman

26 Term Manager Term Manager
27 TM Server TM Server
TH Looksp =~ Motes | Segment Hstory | Attributes | Transcheck {0) ’ {4} P e
¥ | Firdd Source Fnd Taigat Clag | NETEQMTE - O CF

FRET ) Target Seone
1 Temn Manager Term Manager 100% No Results

L] I

EN-US -> DE SC:127C: 12 Segments: 31 / 32 [ SaRaN Ll

5. Click Unconfirm / Confirm on the tab (or press Alt+Enter).

The Unconfirmed icon appears next to the segment in the Status column (shown above).

6. To confirm the segment, click Unconfirm/Confirm on the tab.

The Unconfirm icon is removed from the Status column.



Unconfirming or Confirming All Segments

To unconfirm or confirm all segments from the Translation tab:

1. Select and open the project.
2. From the Project Files tab, double-click the file.
3. Click the Translation tab.

The file appears in the Translation workspace. The first translatable segment appears in a blue
background and the cursor is placed in the target segment.

= Wordiast 4 - File | [dit Formattmg Translatsn Termanology Rewwew | Help
Senment

P T T 5 == B e R 1 T 1 M-S e

Mt Frevious Commit  Leverapgs Umoonfrm /| Uncondim | (= Copy

Lok
Segment  Segment Confrm Confirm & |&ﬂl‘t Target Al Souroes

Trunshations com,_Productioie_PrajectDirectoridoss ™
Source or Target w Match Case w  Filar =| 0 & & som: Docurment

L Erglan (nes Sales; Qarman Scee
9 @I EB TRANSLATION MANAGEMENT. 4B UBERSETZUNGSMANAGEMENT

2 SIMPLIFIED. VEREINFACHT.
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT
4 =T iEE INTEGRATE WITH ANY SYSTEM4EEH 51 IEBINTEGRATION MIT JEDEM SYSTEM
4EH
TH Lookep | BMotes = Segment History = Attributes | Tramscheck (0] ' ® 5 XK
v FrdSosce  Fnd Targat Cl - 0 G &
® | Source Target Soore ™
1 @TRANSLATION UBERSETZUNGSMANAG  90% N Mo Results
MANAGEMENT EMENT

:
S€: 24 1C: 22 Segment=: 71 / 32 I M.

4. Enter a translation for each segment, or leverage the target segments from the Translation Memory.
5. Click the Unconfirm / Confirm All drop-down menu.
6. Click one of the following:

o Unconfirm All (or press Alt+Shift+Enter)
o Confirm All (or press Ctrl+Shift+Enter)




The Unconfirm icon appears next to the segments in the Status column when Unconfirm All is
selected in the previous step, as shown in the following example.

Formatting Translation Terminology Review

Segment

T T T T = fiml T T ~ T .
= =
g 5 H B = 8
Mext Previous Commit Leverage  Copy Merge Split Unconfirm /  Unconfirm / Lock Clear Copy
Segment Segment Source Confirm Confirm All Segment Target All Sources

*Translations com_ProductBrief_ProjectDirector2.docx

Source or Target ~ | [ Match Case ~ | Fitter: ~| O ¢ ® sort: Document

I English (United States) German Score

25 Project Director Project Director 100%
26 Term Manager Term Manager 100%
27 TM Server TM Server 100%

28 TransStudio TransStudio 100%
29 Translation & Review Portal Translation & Review Portal 100%
30 Portal Portal 10n%A
Additional Tools

EN-US -> DE SC:127C: 12 Segments: 31/ 32 (96889 L |

S

7. Click Confirm All to reverse the Unconfirm All.

Editing Source Segments

The Edit Source option allows you to modify the source content of the file being translated. The original
source content is stored in the TXLF file and can be restored at any time.

To edit the source segment from the Edit tab:
1. Double-click the file.
The file appears on the TXLF Editor Translation tab.

2. Select a segment.
3. Click the Edit tab.



The TXLF Editor Edit tab appears.

= wordfast4 =  Fle | Edt | Formatting | Tramslatiom = Terminclogy =~ Review | Help ||
Chpboard Source Actions Opftions
o D A 2B [0 B
Cust Copy  Paste  Fnd/ Edit | Revert  Show White Space  Preferences
Replace | Socurce | Source Character
Translations com_ProdsctBried. _ {’j =
Source or Tanget w [ Match Case | Fiten ~| @ Cf (® som: Document -~ 4
D Englsh |Lated Suates b Scong Sulus
1 ® I B TRANSLATION MANAGEMENT. €25 UBERSETZUNGSMANAGEMENT 0%
2 SIMPLIFIED. VEREINFACHT. 100%
3 STREAMLINE PROJECT MAMAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 1007 =
I =B INTEGRATE WITH ANY SYSTEM 458 0 EZB+INTEGRATION MIT JEDEM SYSTEM
4 <8 1003
: EBWORK WITH ANY VENDOR €58 [ 11} WLILI SAMMEMARBEIT MIT JEDEM -
THilsokup  Moles | Segment History  Comlext Transcheck () @ & K Terminclogy
Wl Liar Modification Cade || |0 OF 48
L] ] . — ‘. *

SC: 247622 segments: 27 / 32 aaaa L

Place the cursor within the segment source.
Click Edit Source in the Source Actions section.

Edit the source content as needed.

N o o &

Click off the edited segment.

Score Status
The screen segment highlights the

90% Jr} i
symbol used to indicate an edit took — |
place. —=> 100% | Edit Source |

100% =]

An Edited Source icon appears in the

100%
Status column.

To revert to original source, click Revert Source in the Source Actions section.



Using Transcheck

The Transcheck option verifies certain elements in the target segments and warns about missing or

incorrect text or variables. For example, if a tag or type text is incorrectly entered, a warning icon ( ® )
appears before the target segment. When you mouse over the warning, details appear.

The following are the related tasks:

e Enabling Transcheck e Viewing Transcheck Warnings

e Running Transcheck All

Enabling Transcheck

Transcheck options are tied to a specific project. To enable Transcheck and customize the options for a
project refer to Configuring Transcheck.

Running Transcheck All

The Transcheck All Segments scans all segments of a file for non-linguistic errors in the target
segments and warns about missing and/or incorrect text. This should be done before completing a file.

To check all segments of a file from the TXLF Editor Review tab:

1. Select the file to be checked.
2. Click the Review tab.



The Review tab of the TXLF Editor appears.

= Wordfast4 - File Edit Formatting = Tromslation = Terminology — Review | Help
Cpbors Hotes
I+ i 4 [ [
Transcheok | Spelchedk Fle  Mark Speling Agd Ekt Dielete  Export
al Errors

*Tramslations com_ProductBref_ProjectDirectord.doct  ©

Saurce or Taner w | [ Match Case ~ | Fiter; »| 0 ¢ () Som: Document
D Englah (Laked Suales GRTTTAN Scong Zalus
1 o B TRANSLATION MANAGEMENT. 4B UBERSETZUNGESMANAGEMENT 9%

2 SIMPLIFIED. VEREINFACHT. 100%
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT
IZ1 B INTEGRATE WITH ANY SYSTEM €= 3] EZBYINTEGRATION MIT JEDEM SYSTEM
<8
. I B WORK WITH ANY VENDOR &8 K ) ZUSAMMENARBEIT MIT JEDEM

TH Lookup  Noles | Segment History = Comtext | Transcheck (0] ® F X
Wkt Lsar Modification Date |,

-

E (] [ ia

SC: 117C: 12 Segments: 27 / 32 NSISIR LI

3. Click Transcheck All.

All segments of the file are checked and a Transcheck report is generated.

Transcheck All Reports

After Transcheck is run on all segments, two reports are generated. The detailed Transcheck report
opens in a separate Web page and a summary is shown in a Transcheck Report pop-up.

The detailed Web report opens as shown in the following example, as long as pop-ups are not blocked
by the browser.



Detailed Transcheck Report (page 1)

Project TransCheck Report - C:\Users\Public\Wordfast4\Source »
Files\Translations com_ProductBrief ProjectDirector2.docx -
English (United States) - German

Report Summary (1 file)

TransCheck ran successfully on 1 file and found 16 errors.

File Name Total Number of Errors

Translations com ProductBrief ProjectDirector?.docx 16
Translations com ProductBrief ProjectDirector2.docx
S TransCheck 16 Errors
Capitalization Check 0
¥ Edited Exact Check 1
& Edited Source Check 1
b Empty Target Check 1
Repeated Words Check 0
R Tag Check 6
Terminology Check 0
b Unedited Fuzzy Check 5
B Whitespace Check 2
Edited Exact Check
Seq | Block Source Target Comment
4 1.4 {(1}(2}{3}INTEGRATE WITH ANY  {1){2}{3}INTEGRATION MIT JEDEM f::g‘i:t";aaf“ n
SYSTEM{4}{5} SYSTEM{4}{5} modified.

Seq | Block Source Target Comment
i {12 TRANSLATION - Source text has
1 1-1-1 MANAGEMENT. {3} UBERSETZUNGSMANAGEMENT been modified.
- il
ﬁﬂ_tﬂ_lﬂﬂml:t_ﬁummﬂﬂ

Empty Target Check
Seqg | Block Source Target Comment



Detailed Transcheck Report (page 2)

Seq  Block Source Target Comment
. Target of segment
32 3-2-1 {1}www.translations.com{2}{3} contains no
globallink@translations.com{4} content

Seq Block Source Target Comment
Source contains
1 11 S8 AGEMENT"%“C'” (BERSETZUNGSMANAGEMENT "1, 2, 3" which is
' missing In target.
2l sl e I"TEGBAHDN GlobalLink Connect funktioniert mit  Source contains
fi¥use GlobalLink Connect with any s
10 1-10-1 CMS. PIM. CCMS. or e-commerce jeder CMS-, PIM-, CCMS- oder 1, 2" which is
ol al:f'nrm- 7 E-Commerce-Plattform missing in target.

VENDOR-NEUTRAL PLATFORM I3
11 1-11-1 Allow access to any vendor or internal
translator for maximum resource

Maximale Ressourcenflexibilitit durch Source contains
Zugriff auf alle Anbieter und internen "1, 2" which is

flexibility§38 Ubersetzer missing in target.
EUHHG}J RABLE WORKFLOW (i} Optimierung des Source contains
Streamline your translation process " "
14 1-14-1 throuah autornation of manual tasks Ubersetzungsprozesses durch 1, 2" which is
2y 9 Automatisierung manueller Aufgaben missing in target.
T Z¥FLEXIBLE DEPLOYMENT P ) Source contains
21 2-6-1 MODELS ESKMEInstall on-premise or Ez:e?gtél?j;a"raﬁllf :nﬁi: cloud ‘1, 2,3, 4, 5°
deploy in the coud without sacrificing Funk‘tlunsum%a which is missing
functionality 5§ ng in target.
Source contains
33 3.2-1 Ei¥www.translations.com "1, 2, 3, 4" which
globallink@translations.com is missing in
target.
~Go to File Summary

Unedited Fuzzy Check

Seqg Block Source Target Score Comment

Target contains a
Q0% match that

E{1H{ 2 TRANSLATION

1 111 i NAGEMENT. {3} UBERSETZUNGSMANAGEMENT 90 | -« ot been
modified.
=l el GlobalLink Connect funktioniert mit Pelirzzizz il -
10 1-10-1 {1}Use Globallink jeder CMS-, PIM-, CCMS- oder gp B0% match that
Connect with any CMS, PIM, CCMS, E-Commerée-PJat'tfunn has not been
or e-commerce platform{2} modified.

WVENDOR-MEUTRAL PLATFORM
11 1-11-1 L1rAllow access to any vendor or
internal translator for maximum
resource flexibility {2}
CRALET AR D

Target contains a
84% match that
has not been
modified.

Maximale Ressourcenflexibilitit
durch Zugriff auf alle Anbieter und = 84
internan Ubersetzer




Detailed Transcheck Report (page 3)

CONFIGURABLE WORKFLOW Optimierung des Target contains a

14 1-14-1 {1}Streamline your translation Ubersetzungsprozesses durch g5 85% match that
process through automation of Automatisierung manueller has not been
manual tasks{2} Aufgaben modified.

{1}{2}FLEXIBLE DEPLOYMENT
MODELS {3}{4}Install on-premise
or deploy in the cloud without
sacrificing functionality{5}

~Go to File Summary

Tt T I

. Target contains a
Vior-Ort-Installation oder Cloud-
Bereitstellung mit vollem 83% match that

83
Funktionsumfang :f;d;:dbeen

21 | 2-6-1

Whitespace Check

L Ml e Target Comment
Target contains
{1}{2}{3}INTEGRATE WITH ANY  {1}{2}{3}INTEGRATION MIT JEDEM 2" &Xtra

4 | 1-4-1 whitespace at the
SYSTEM{4}{5} SYSTEM{4}{5} beginning of the
segment.
Target contains
{1}{2}FLEXIBLE DEPLOYMENT Vor-Ort-Installation oder Cloud- an extra
MODELS {3}{4}Install on-premise or
21  2-6-1 deoloy In the doud without sacrificin Bereitstellung mit vollem whitespace at the
h.lerlpl:tolr;nalitv{ﬁ} 9 Funktionsumfang beginning of the
segment.
2Go to File Summary
Created by Wordfast Pro 4.6.0.RC1 on Thu Dec 10 09:55:15 MST 2015 =

Summary Transcheck Report

Transcheck Summary *
W Transcheck Summany
Ci\Users) Public\Wordfast4\Source Files\T 14 Wamings Total
Warning Explanation Total
Capitalization Chedk Lists capitalization problems. 0 =
Edited ExactMatch C...  Lists edited exact matches. 1
Edited Source Chack Lists edited source segments. 0
Empty Target Check Lists segments with empty translation. 1
Repeated Ward Check  Lists segments with repeated words, 0
Tag Check Lists tag problems, 6
Terminology Chedk Lists terminology problems. a
5

Unedited Fuzzy Chedk  Lists unedited fuzzy matches.




Viewing Transcheck Warnings

Warnings generated when running Transcheck can be viewed under the Transcheck (0) tab in the
lower-left area if Transcheck during translation is selected in Transcheck Preferences (refer to

Configuring Transcheck).

To view Transcheck warnings from the TXLF Editor Files tab:

1. Select afile.
2. Click Translate File.

The file is validated and displayed in a TXLF Editor Files tab.

3. Click the Review tab.
4. Click Transcheck All.

5. Click in the first target segment.

= Wordfast4 -~ | File | [dt | Formattieg | Translation | Terminology = Review | Help ||
Sagrment
: 5 = : =
| [# B L] &N = ee Ll B & L] »
Mt Privicug Comemif  Liverage Cogry L -] Spht Unconfirm [ Lingonfrs | Lk e Copy
Gegrars  Segrent [T Corfrs Cionfirrn Al Segmend  Tarpet Al fourien
"Translations com_ProductBrs!_ProjectiDarector Ldecs a
Source or Target - Match Case =~  Fipar: - Q I: @ Sari:| Docurmant w g
D Englah (Laded Stales ) Carmgn Sozie Saus
1 5 B TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT R ®
@
2 SIMP1IFIFD WFRFINFACHT e (8 -
TH Lookup Motes Segrent History Attributes Transcheck (2] @ # Termanokegy
¥ Find Source Find Target Clea | TtEgRTE > O Cf &
Source Targat Soahe ™
1 ®TRANSLATION UBERSETZUNGSMANAG 00% N No Results
EN-US - > DE SC: 34 TC: 23 Segments: 31 3!“

6. Click the Transcheck (2) tab in the lower left area of the screen, referred to as the Editor.

The "(2)" indicates the number of errors in this segment.

The Transcheck warnings are shown there as the segments are stepped through.

7. Navigate to next segment by clicking Next error under the Transcheck (x) tab (or press AIt+'L)

As each segment is clicked, a warning appears if and when errors are encountered.




= wordiast 4 - File [dit  Fosmatting Translation Tesmaology Review  Help M.
Fir Ciprtiong S Ot
1 I (]
lx s [* & ==
Chorse GelBlingusl  Preview Save Fle Az TaiE Save As
Table Fle Trarslabed

*Tranzlations com_ProductBrel_ProjectDirectord.docs -~ =]
Source or Target " Mabch Cage w | Fltan =~ O O (& sort: Docurnent w | 48
IC  Eaglsh (Unded Siales TS Soore Emalus

q & T EEBF TRANSLATION MANAGEMENT. 458 UBERSETZUNGSMANAGEMENT. - ®

- i3]

A SRR IFIET 1.J'|:D|:|hll_:-ﬂ.l"l-lT ..... W —
TH Loakisp Hotes Segment Hstory Abtribubes Transcheeck [2) o
Previous emo Heut emor Refresn

= Warming Explanston Caise

1 Tag Check Source contains formatting missing in- Source contains "1, 2, 3" which is I

the: target missing in target
2  Umnedited Fuzzy Check Target comtains a fuzzy match that has  Tanget contains a 90% match that has
not been modified not been modified
EM-U5 -> DE SC:24TC: 23 Segments: 31/ 32 [
8. Click:

e Go back to fix error to return to the segment and correct the error
o Continue to return to the translation

If the error is not corrected, the Transcheck error icon remains in the Status column and under the
Transcheck tab in the Editor tabs area.

Enabling Machine Translation

Wordfast Pro includes an automated machine translation feature that populates translations whenever
a file is open or when there are no Translation Memory segment matches. To enable specific Machine
Translation options, refer to Configuring Machine Translation.

Enabling Auto Propagation

Translations for segments can be set to propagate in the document automatically when a segment
is committed to Translation Memory. Enabling the Auto Propagation option permits the leveraging
of repetitive content from previous translations. For more information, refer to Configuring Auto
Propagation.




Using Auto-Suggest

The Auto-Suggest option populates suggestions based on source content, such as numbers, URLs and
proper names. It can also suggest terms for the glossary, Translation Memory (TM) matches, and sub-

segment TM matches. To enable this option see Configuring Text Tools.

Leveraging Repetitive Content

Leveraging repetitive content re-uses segments that are repeated in a file. For example, if there are
multiple instances of the phrase Our Process, then the translator needs to type the translation only
once. The remaining segments are leveraged, updated automatically when Auto Propagation is enabled

(see Configuring Auto Propagation).

To leverage repetitive content from the TXLF Editor Translation tab:

1. Select a file.
2. Click Translate File.

The file appears in the Translation workspace of the Translation tab.

= wordfast 4 - File Edit Farmatting Transkytiom T Fanine gy Riewiew Help
SeEgmens
: ' = :
e & ™ M ] ™M = e Ld g |8 LE]
Hext Previous  Comet  Leverage  Copy Mg Spiit Unconfiem /| Unconfiom | Lock Clear Copy
Segrent  Sapmend Source Confrm Confirm Al Segment  Target Al Sources

*Translations com_ProductBriel_ProjectDirector2.docx

Sourca o Taget v [7] Match Case | Fiter: » O O (@ sort: Doument « | 48
& Esglsh (Unded Sistes) Garma Status
4 @Sl EB TRANSLATION MANAGEMENT BB UBERSETZUNGSMANAGEMENT | &
O
2 SIMPLIFIED VEREINFACHT. ®
3 STREAMLINE PROJECT MAMAGEMENT EFFEKTIVES PROJEKTMANAGEMENT &
Additional Tooks -
EN-US -> DE SC: 24 TC: 23 Segments: 31 [ 32000 R

3. Select the first translatable segment. It changes to a blue background with the cursor in the target

segment.

4. Enter the text in the target segment for the first instance.




Suggestions from the TM appear as the translation is entered. The target segment appears in a pink
background.

*HoFarlameBowl 0101200 S5.doce ©

Source or Tanget w ] Match Case ~  Filter: - Q q @ Sart: Docurnment e ﬂ

i Englak Spanh | Lath Amedica) Seois Stalui
Summary Uescnplion. B 1 SKiguide (Snowcat)

caught, carried, and injured 4 :

7 Primary Activity: B =Mechanised Guide € Pri )
8 Primary Travel Mode: * Snowcat 4 B O friva 8%
I neatinn Sattinn B Arceseed BC fram Ski . & -
TH Lookup  Rotes Segment Hstory | Context Transcheck {0} @ Pl | Terrmnolagy
w | Find Source Find Target M v O o &
= SoaEre Tamet Soone. | -
hitps/qa-tptl 2 translations.com TS0V request Tusemame s ThomasStargetTickets B 2Fmp %2 FPropect_9_GLPAT502801 10622076222 glpficommandld s lnadktmiP agefid 3

5. Select a suggestion, or continue entering the translation.

6. Commit the term by using one of the following methods:

o Click Commit (or press A+End)
Click Next (or press AIt+'L)

The entered target segment is saved to the TM and automatically propagates this target segment
for all repeats of the source segment throughout the file. When the term is committed to TM, the
translation is automatically propagated throughout the file.

*HicFarlameBowl 0001200 5.doce. =
Source o Tarpet > ] Match Case ~  Filter: ~ O & & som Docurent v &
o Eeglan Spanakh | Latn America) Scote Salus

Summary Description: B 1 ski guide (snowcat) -
caught, carried, and injured €

7 Primary Activity: BFeMechanised Guide € Primary]

= P T T R - . | oo P— i

TH Lookup Hotes Segneent History Context Transcheck (0] % — o

£ Find Soure Find Tang B ey Hore Options =

= Sourte Target Score | TM Kame Creation Liser  Creation Date  Modification...

1 Primary Activity: Primary 100 44TMLatin @ Thomas 2015121 Thomas

Mechanised Guide 4@ +% 012:33 -
EN -> E5-LA SC:34TC: T




Saving Files

To save one's work and prevent a loss before completion, use one the options below.
1. In the Save Options section of the TXLF Editor File tab, click one of the following:

Save to save the active i
file to a local drive tl
manually. —= Save

Save to save the active

1
file to a local drive M

manually under a different Save As
name. —=

Save File As Translated to

save the translated file to a |_Ei
local drive. —= Save File As

Translated

A pop-up progress bar appears and upon completion, the file is on a local drive.



Quick Tools

Quick Tools provides a collection of tools for users to create and work with files outside of projects.
These tools are primarily used by Project Managers before sending the files to translators.

1. Open Wordfast Pro.

= Wordfast4 - Projects | Help
Project List Project Package Tools

Current Project |ﬁ} @ & ﬁ%
Add

TALF Editor Import Quick Prafarences
TM Editor F Project Packags Tools

Location Source Langu |35 | | | Target Langu: || | Date Created % Complete @ "R ——

C:\Users\Public\w... English (United St... German (Germany) 2015/07/30 13:22.. 0.00%
Quick Tools C:\Users\tidara\W... English (United St.. German (Germany) 2015/08/03 09:32.. |INAINGERNN
Tfoeres C:\Users\Public\W... English Spanish (Latin Am... 2015/08/26 156:08... 2.065%G

Exit Wordfast 4 C:\Users\Public\w... English (United 5t... German 2015/12/04 14:59.. |

Froject_F6 C:\Users\Public\W... English (United 5t... German (Germany) 2015/12/14 15:10... 0005

O ¥ BUHhE MM

Note:

The Projects, Location, Source Language, and Target Language columns can be ordered by

typing the first letter or two of the item to head the list then clicking ? or 'L to the far right. These
columns can be searched by typing in a string of characters that are contained in the entry of interest.
When a matching, unique string is found in an entry, only that entry is presented in the list. To restore

®

the list, click the Clear Filters icon

2. Click the Wordfast 4 tab to expand the drop-down menu.

Refer to Quick Tools for more information.
3. Click Quick Tools.



_E Wordfast 4~ | Analysis | Clean Psemdo Translation  Help E,

Fig Actng TranlaSor Moy Optiora
-
i ] i g
o fo & HY B R E
A Agd Ao Analyie Creake Ak Connect add [ Preder enoes
e Fodder Fles Local Local ToRemobe Progect Ths ™
Source Files Translation Memory
Fils Mame File Typa Gigm Thlbiame  Prggect Sounce Lang Target Lang Locasar
Laptons
Fugzzy Match Threshold % Matches
Copy All Tags

Copy Source On No Match
Create TXLF Files
TALF Fils Location:
Regort Setungs
Calizulate anabysis report percantaga by:
& Words
Segments

Calculate Internal Fuzzy Matches % Matches

repOrt SUMTTAr | >

Refer to the following sections for more information on Quick Tools:

e To run a project file analysis, refer to Analyzing Project Files

e To clean up and update the Translation Memory, refer to Cleanup

e To preview what is translatable and the complexity of formatting in the target, refer to Pseudo
Translation

Analyzing Project Files

In analyzing a project's files for translation, the source files are analyzed against Translation Memory
and generates a report listing matches, non-matches, word count, and character count as well as the

total number of segments. This process can greatly improve efficiency while reducing the time and effort
spent by the translator.

The file Analysis can also create TXLF files from the source files that can then be sent to linguists for
translation.

Another use of the file Analysis is in generating quotes based on the word and character count.

Analysis can be accomplished in either of the following ways:




¢ Analyzing an entire project from the Project Files tab, refer to Analyzing Projects

¢ Analyzing individual files of a project from the Quick Tools tab, refer to Analyzing Files

Analyzing Files

In Analyzing files for translation, the selected file(s) are analyzed against a Translation Memory to
leverage reusable content and execute a pre-translation (refer to Analysis Tab).

To analyze files from the Quick Tools tab:

1. Click the Analysis tab.

= Wordfast4 - Analysis || Cleanup Pseudo Translation Help EIRES
File Actions Translation Memory Options
o & [ X s
Lt =
8 (o EHE B B
Add Add Remaove Analyze Create Add Connect Add Remave Preferences
File Folder Files Files Local Local  ToRemote Project TMs ™
Source Files Translation Memory
File Name File Type Size TM Mam... | Project .. | Source Lang... | Targetlang... | Location -
Translations com_Produc... - WF TXLF Document (*.txf) = 26KB Project-2  MC_Pro.. English (Unit... German (Ge... C:\Users\tidara\Wor...
Options
[7] Fuzzy match threshold % Matches

Copy all tags

Copy source on no match

[7] Create TXLF files

TXLF files location: Browse. ..
Report Settings

Calculate analysis report percentage by:

®@ words
© Segments

[7] calculate internal fuzzy matches % Matches

report summa| ¥ Browse...

2. Add the file(s) to be analyzed.

3. Select the appropriate settings and provide export report information (refer to Configuring Translation
Memory).

a) Select the Translation Memory to use.
b) Select the Options:
e Fuzzy match threshold with the percent match

e Copy all tags
e Copy source on no match



e Create TXLF files
e Enter a TXLF file location

4. Select the Report Settings:
a) Calculate analysis report percentage by:
e Words

e Segments

b) Select to Calculate internal fuzzy matches with the percent match.
e Select Include internal fuzzy matches as TM matches
c) Select the report format from the drop-down list, in this case report summary.
5. Click Analyze Files.
A pop-up appears showing the report percentage progress.
The analysis completes and the Report File summary appears (shown below).
Report File ®

Primary TM:
file://C:\Users\tldara\Wordfast4'projects\Project-2\de-
DE\tm\Project-2

Secondary TM: none

H Summary

Match Types Segments Words Percent  Tags
Leveraged 0 o] o] o]
Repetitions 0 0 0 0
TM Matches
Context 0 0 0 0
100% 0 0 0 0
95%-99% 0 0 0 0
85%-94% 0 0 0 0
75%-84% 0 0 0 0
50%-74% 0 0 0 0
No Match 32 187 100 51
Ignored 0 o] o] o]
Total 32 187 100 51
Chars/Word 6.50
Chars Total 1216
oK
Cleanup

The Project Manager is responsible for the cleaning up of translated files and selecting the TM update
options. The file cleanup process requires a manual initiation.



Cleanup processes bilingual files (TXML files containing source and target). The source files are returned
to their original format and the bilingual files are converted to files in the target language using the
original format. (Refer to Working with Segments.)

Optionally, the TM can be updated during cleanup.

As a final step, a report is generated indicating the number of segments processed, errors encountered,
and TM update results.

To clean up and update the Translation Memory using Quick Tools:

1. Select Quick Tools from the Wordfast 4 drop-down menu.

2. Click the Cleanup tab.

]
COTTR . T
= Wordfast4 - Analysis | Cleanup | Pseudo Translation Help &%
File Actions Transation Memory

Add Add Remove Clean Up Create Remaove Preferences

File Folder Files Local LDEI To Remote Pm]ectTMs ™
TXLF Files Translation Memory
File Name Source Language Target Language Size ] TMMam.- Project.. Sourcelang..  Targetlang..  Location
Translations com...  English (United 5t..  German 2B

TM Update Options
Update Option: Overwrite existing TU

O] Add atiribute
Add file name as an atiribute
Write unedited fuzzy matches to the TM

Write 100% matches to the TM

Translated File Settings
[Tl Create transiated files

report sumi|»

3. Click Add File.



Crganize = Mew folder B= W @
] RecentPlaces  *  Mame : Date madified Type

= Librari - | Translations com_ProductBrief_ProjectDi...  3/31/2016 207 PM TXLF File
-4 Libraries -

i Docurnents
o' Music

The file Open dialog & Pictures
box appears. —> B videos

1M Computer
£, WINDOWS (C5)

ﬁ Metwork - 4 [

File name: Translstions com_ProductBrief Project » | WF TXLF Document (") = |

[ oeen J [come ]

4. Select afile.
5. Click Open.

The Cleanup tab reappears with the selected files.

6. Optionally, select an Update Option for updating files to a Translation Memory.

The TM Update
Options pull-down list
is shown to the

Overwrite existing TU W
Append
Do not add to TM

right. —=
Do not overarite TU
e Select the Overwrite existing TU
Translation Overwrite if attributes are identical

Memory to use.

Note:

At least one Translation Memory is needed before file clean up can be initiated (refer to Working with
Project Translation Memory). To add a local or remote Translation Memory, refer to Creating Local
Translation Memory for more information.

7. Click Clean Up.
A pop-up appears showing the percentage progress.

Upon completion, the CleanUp Report summary appears.



CleanUp Report x

W

SUMMARY
Total segments 32
Cleaned segments 32
Updated segments 0
Not updated segments 0

Ignored segments

=

Errors

Tar: il (1]

REPORT /
" . - . /

Total segments 32
Cleaned segments 32
Updated segments [u]
Not updated segments 4]
Ignored segments 1]
Errors o
Taraet too lona 1]

Pseudo Translation

Pseudo translation copies the source content to a target where the content has accented characters and
the text is expanded by twenty percent. The pseudo translation provides a preview of what content will
be selected as translatable and how complex formatting appears in the target. Both source files or TXLF
files can be pseudo translated.

To pseudo translate files:
1. Click Quick Tools in the Wordfast 4 drop-down menu.

The Quick Tools tab appears.
2. Click the Pseudo Translation tab.



. Select the file format for pseudo translation, to pseudo:

e Translate a TXLF file, select and add a TXLF file
e Translate a source file, select Source, and select the Pseudo translation Options

4. To browse and select files from a folder, click Add File under File.

5. To browse and select a folder click Add Folder under File.

6. Select the files to be pseudo translated.

Note:

Only one format can be selected at a time.

. Click Pseudo Translate.



A confirmation pop-up appears upon Pseudo Translate [x]
completion. —=

Note: Up to 20 files can be processed o
at a time using Wordfast Pro in Demo
mode. To pseudo translate more than
20 files, a Wordfast Pro license is
required.

Pseudo transktion is finished.

OK

The pseudo translated files are placed in the same folder as the source file. An example of a pseudo
translated TXLF file is shown below.

= wordfasta - Wil Edet Fonmestting Tramsbstion Terminalogy L E Helgp
s L]
v & MOEN
¥ B o 2 ei
Transched:  Spelbdheck Fle  Mark Speling [Expart
al Emors
_‘mmm ] = Transzlations com_ProdectBrief_ProjectDirectorddocs

Source of Target w7 Mateh Case w  Fiter ~ 0 Cf & Sort: Docusmant
0 Englah (Unisd States) Garman Soore

; S EB TRANSLATION MANAGEMENT. 4BB  UBERSETZUNGSMANAGEMENT.

20%

2 SIMPLIFIED. VEREINFACHT 100%
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT

SC: 24 TC: 23 Segments: O f 32




Appendix

This appendix includes reference material for:

o Accented Characters e TXLF Editor Unlabeled Icons
e Application Tabs e WorldLingo Languages

e Preferences

Accented Characters

The table below lists the letters with supported accents.

Acute 06 Ctrl+', vV '= apostrophe key

V= any vowel

Circumflex 0o Shift+Ctrl+A, V

Grave 0o Ctrl+, vV

Tilde N f Shift+Ctrl+~, V Only works with "n, N, o, O, a, A"
Umlaut 06 Shift+Ctrl+:, V := colon key

Some examples follow:

1. To enter the character "¢", (Ctrl+',0) hold down the Control key and press the apostrophe key.
Release both keys and press "o0". The accented letter appears.

2. To enter the character "O", (Ctrl+',0) hold down the Control key and press the apostrophe key.
Release both keys and press "O". The accented letter appears.

3. To enter character "i", (Shift+Ctrl+~,n) hold down the Shift key and press the Control key, then
press the tilde (~) key. Release all three keys and press "n".

The following table lists other supported foreign characters.

i Upside-down exclamation Alt+Shift+Ctrl+! Press and hold Alt+Shift+Ctrl+!
point

¢ Upside-down question mark Alt+Shift+Ctrl+?




Character Name Key Combination Notes

C.¢c French C cedille (caps/ Ctrl+, ,c For ¢, press Control, then the comma

lowercase) Cirl+. C key. Release then press c.

CE, ce OE ligature (caps/ Shift+Ctrl+&,0 Press and hold Shift+Ctri+&, release
lowercase) Shift+Ctrl+8. 0 the keys and press o

K German Sharp/Double S Shift+Ctrl+&,S

J, 9 Nordic O slash (caps/ Ctrl+/,0
lowercase) Ctrl+/.0

A a Nordic A-ring, Angstrom Shift+Ctrl+@,a A with ring/Angstrom Sign
sign (caps/lowercase) Shift+Ctri+@,A

A, = Old English AE ligature Shift+Ctrl+&,a
(caps/lowercase) Shift+Ciri+& A

b, 6 Old English eth (caps/ Ctrl+'d Icelandic/Old English eth
lowercase) Ctrl+'.D ' = apostrophe key

Application Tabs

The following is a list of application tabs for this product:

e Project Files Tab e TXLF Editor—Translation Tab
e Project Terminology Tab e Reports Tab

e Project Reference Files Tab e Quick Tools

e Project Help Tab e TXLF Editor—Formatting Tab
e TXLF Editor—File Tab e TXLF Editor—Terminology Tab
e TXLF Editor—Edit Tab e TXLF Editor—Review Tab

e Project Translation Memory Tab

Project Files Tab

The following is the Project Files tab and its options.



Note:

The Files and TXLF File Location columns can be ordered by typing the first letter or two of the

item to head the list then clicking t or v to the far right. These columns can be searched by typing in
a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®

LI e e

|' = Wordfast 4 ~ || Project Files || Project TM || Project Terminology || Reports || Reference Files || Help ‘

Files
Add Add Translate  Chain
Files  Folders File Files

Package Options

Project
B E I o = O ® 2B X

Close  Modify Project  Analyze Project Transcheck Segment Changes  Export Notes Import Export Remove  Prefersnces
Project Project  CleanUp Report Report Report Fackage Package File{s)

| Files Word C..

3 ENUS-> DEDE

TXLF Fle Location Creation Date Last Saved Translation . | Complete ® 1l

@ Replaceables_testfils..

C:\Users\Public\Wordfast\pro...  2015/07/30 10:35:...  2015/08/14 13:16:.. [— .

) Centralization of Loca...

C:\Users\Public\Wordfast4\pro... 2015/07/30 10:35:... 2015/08/26 15:27:..

i Docxl.doo.bdf

C:\Users\Public\Wordfast4\pre... 2015/07/31 12:29:... 2015/12{17 13:57:..

EN-US -> DE-DE

File Section

B No Shortcut E No Shortcut

Add Add a file or files for translation to Add Add a folder containing files for
Files the project. Folders translation to the project.
Ctrl+0 @ Combine all selected files to
Translate Open selected file for translation. | ©hain open as one.
File Files




Project Section

No Shortcut No Shortcut

Close an existing project. Modify project name or languages.

No Shortcut
@ No Shortcut Analyze project's files for
Clean up the file and update the translation against a TM to
Project TM after translation is complete. leverage reusable content and pre-
Cleanup ) .
Refer to Cleanup. translate files. Refer to Analyzing
Projects.
No Shortcut
@ % No Shortcut
Check for non-linguistic errors in ili Create a report of chanaes to
Transcheck the project's translated content. | Segment Changes P g
Repart Feport segments.

Refer to Using Transcheck.

E-—..m No Shortcut
=11
Export Notes Export notes added to the
i lll) segment as a separate report.

Package Section

@ No Shortcut No Shortcut

Import Import a package (.glp) into the
Package tool.

Prepare a package (.glp) for
export.




Options Section

x No Shortcut o F9

ue
~ Remove selected file(s) from the Preferences View or change the current
File(s) project. preferences.

Project Translation Memory Tab
The following is the Project Translation Memory (TM) tab.

Note:

The Translation Memory and Location columns can be ordered by typing the first letter or two of

the item to head the list then clicking t or v to the far right. These columns can be searched by typing
in a string of characters that are contained in the entry of interest. When a matching, unique string is
found in an entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®

([ Wordfast4 Lo o e S

|' = Wordfast4 - || Project Files || Project TM || Project Terminology || Reports || Reference Files || Help | [#][%]

Translation Memory Import [ Export Options

£ B IR Ee B

Create Add Connect Open  Modify  Copy Import  BExport Remove  Preferences
Local local  To Remote ™ ™ ™ ™ ™ ™

“Translatian Memory | |L3:Eti3l1 | Selected | Priority T™ Type Read-only ® 11 E‘

3 EN US -> DE
& New_TM C:\Users\Public\Wordfast4\TM\Ne. .. i LOCAL
& Local_TM_Copy C:\Users\Public\Wordfast4\projec... LOCAL
L) C:\Users\Public\Wordfast4\projec... LOCAL

enus > oe L seee

The following tables describe the various options of the Project TM tab.




Translation Memory Section

@ Ctrl+Shift+N m Ctrl+N
Create Create a new local local TM. Add Add local TM.
Local Local
Ctri+Shift+G
@ No Shortcut d !
Open the TM in the TM Admin
Connect Connect to remote TM. Open .p ! !
To Remote ™ view.
m Ctrl+Shift+T @ Ctrl+Shift+C
Mf#qﬁf Modify selected TM. C_I?ﬁ‘f Copy selected TM.

Import/Export Section

@ Ctri+Shift+l

II'I'_IPMW’E Import existing TM.

&)

Ctrl+Shift+E
Export selected TM.

.

Options Section

F9

m Ctrl+Shift+R 0

Remove Remove selected TM(s) from the View or change the current
™ project. preferences.

@4f

o
i
j

Note:

Refer to Configuring Translation Memory for usage details.




Project Terminology Tab

The following is the Project Terminology tab.

Note:

The Glossary Name or Blacklist Name and Location columns can be ordered by typing the first

letter or two of the item to head the list then clicking t or 'l' to the far right. These columns can
be searched by typing in a string of characters that are contained in the entry of interest. When a
matching, unique string is found in an entry, only that entry is presented in the list. To restore the list,

®

click the Clear Filters icon

|. = Wordfast4 ~ ” Project Files ” Project TM ” Project Terminology ” Reports ” Reference Files ” Help |

Terminclogy Blacklist

YR CUOERER R & B R WMH

Creats Add Connect Open Import Export Modify  Remove  Prefersnces
Local ToRemote Glossary Glossary Glossary Local Local  To Remote Blacklist Glossary

Location Selected | Read-only | (® T1

C:\Users\Public\Documents\Wordfast\General _Glossary v
E]:_| Custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary Y .
=3 Blacklists
E New_Blacklist C:\Users\Public\Wordfast4\projects\Project_5\de-DE\blacklist\L...

encus > oe T S

The following tables describe the various elements of the Project Terminology tab.

Terminology Section

m Alt+N m Alt+O

Create Create a local glossary or Add Add a local glossary or
Local terminology. Local terminology.

N h
E o Shortcut @ Alt+G

Connect to a remote glossary or
Connect } g Y Open Open the selected glossary.
To Remote terminology. Glossary




Bl aw (] ame

Import Import a glossary. Export Export the selected glossary.
Glossary Glossary

Blacklist Section

@ Alt+B ﬁ Alt+C
Create Create a local blacklist. Add Add a local blacklist.
Local Local

No Shortcut @ Alt+H
Open

Connect to a remote blacklist. Open a blacklist.

Alt+J m Alt+K

Import a blacklist. Export Export a blacklist.

B i
§

Options Section

l!] Alt+M m Alt+R
Modify Modify the selected glossary. SELE Remove the selected glossary.
Glossary
= F9
i
Prefer View or change current
preferences.

Reports Tab
The following is the Reports tab.



Note:

The Report Name and Location columns can be ordered by typing the first letter or two of the item to

head the list then clicking t or v to the far right. These columns can be searched by typing in a string
of characters that are contained in the entry of interest. When a matching, unique string is found in an

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

®

I ENUS-> DE
=3 Analysis

Creation Date

22| Analysis Report.ipt C:\Users\Public\Wordfast4\projects\MC_Proj-1d...

2016/03/31 14:07:14 MDT

Analysis Report1.npt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d...
28] Analysis Report2.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d...

=5 Cleanup

{&#] Clean Up Report.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d...

2016/03/31 16:39:39 MDT
2016/04/11 14:57:40 MDT

2016/05/18 12:25:21 MDT

EN-US -> DE

The following table describes the various options of the Reports tab.

Options Section

x Alt+Z

Remove
Report

Remove the selected report(s).

Alt+U

Export a report in the following
formats:

+ PDF + HTML

* XLS + CSV

Project Reference Files Tab

The following is the Reference Files tab.



Note:

The File Name and Location columns can be ordered by typing the first letter or two of the item to

head the list then clicking t or v to the far right. These columns can be searched by typing in a string
of characters that are contained in the entry of interest. When a matching, unique string is found in an

®

entry, only that entry is presented in the list. To restore the list, click the Clear Filters icon

|' = Wordfast 4 | ~ || Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

File Type Location GRS

reference-files C:\Users\Public\Wordfast4\projects\Submission_. ..

The following table describes the options available through the Reference Files tab.

Options

@ No Shortcut @ No Shortcut

Add Add a reference file to the . Open a reference file in the
Files project. File project.
No Shortcut
x Alt+0
Show instructions for the project Remove the selected file(s) from
from the Project Manager, if Remove .
File(s) the project.

added.

Project Help Tab
The following is the Help tab.



[ = Wordfast 4 ~ H Project Files H Project TM ” Project Terminology H Reports H Reference Files H Help ]

Options

o @
About Help

Wordfast 4 License
Update Management Wordfast 4

[Files | [ Word... |[TXLF File Location || Creation Date | Last Saved Translation.. | Complete

I ENUS->DE
{zmj Translations co... 187 C:\Users\Public\Wordfast4... 2016/03/31 14:0... 2016/05/18 12:2... [ 7 . - —

e > oe L e

Note:

The options on this tab are identical to those on the TXLF Editor tabs.

The following table describes the various options of the Help tab.

Help Options
——— No Shortcut
<y No Shortcut
Register and check
e View and select the available g )
Wordfast 4 expiration of the product
Update updates to the product. .
Zoeee= license.
No Shortcut Ctri+Alt+H
W &
About View the product name, Help Access online help for
Wordfast 4 version, build, and copyright. the product.




Quick Tools Tab

The Quick Tools tab is accessed through the = wordfast 4 ~
Wordfast 4 drop-down menu. —
When Quick Tools is selected from the (=] Projectlist
Wordfast 4 drop-down menu the Analysis [B CurentProject
tab opens. T TYLF Editor
Refer to the following for Quick Tools
options:

e Analysis Tab §0 Blackist Editor

I T

e Clean Tab R Quick Tooks

e Pseudo Translation Tab

e Project Help Tab eferences

G} Exit Wordfast 4

Analysis Tab

The following is the Analysis tab that is accessed through Quick Tools.



[ () Wordfast 4

| = Wordfast4 - || Analysis | Cleanup | Pseudo Translation || Help |

Translation Memory

EH BB B

Create Add Connect Add Remove Preferences
Local Local To Remote  Project TMs ™

Source Files Translation Memory

Filz Name TMMName | Project ... Source Lan... | Target Lang.. | Location

— Options
Fuzzy match threshold = % Matches
Copy all tags
Copy source on no match
Create TXLF files
TXLF files location:

— Report Settings
Calculate analysis report percentage by:
@ words

© Segments
Calculate internal fuzzy matches ° % Matches

report wmm.

The following tables describe the options of the Analysis tab.

File Section

B No Shortcut E No Shortcut

Add Add a file or files for analysis. Add Add a folder of files for analysis.

]E No Shortcut

Remove files from those selected
Files for analysis.




Actions Section

No Shortcut

Begin the analysis.

Translation Memory Section

E No Shortcut m No Shortcut
A
Create Create a local Translation Add Add a local Translation Memory
Local Memory file. Local file.

E No Shortcut m Ctir+Shift+B

c ; Connects to remote Translation Add Adds a project Translation
To Remote Memories. Praoject TMs Memory.

x No Shortcut
Rﬁ‘"ﬂ Remove a Translation Memory.

Options Section

F9
e
v < Customize the General,
Preferences Translation, and Project
preferences.
Clean Tab

The following is the Clean tab that is accessed through Quick Tools.




| 7] Wordfast 4 L

[EWDrdfast-l“""”l" |Psendn

@%ﬁ@ﬁﬂﬁﬁxl

TXLF Files Translation Memory

File Name Source | TMMam..« Project.. Sourcelang.. Targetlang...
 Translations com...  English (United St

—TM Update Options
Update Option: Overwrite existing TU

O] Add atiribute

[Tl Add file name as an attribute

IF] Write unedited fuzzy matches to the TM
O] Write 100% matches to the TM

— lated File Settings
| Create transizted files

Browise...

report sumi|» Browise...

The following tables describe the options of the Clean tab.

File Section

B No Shortcut E No Shortcut

Add Add a file or files for analysis. Add Add a folder of files for analysis.
File Folder

]E No Shortcut

Remove files from those selected
Files for analysis.




Actions Section

No Shortcut

Clean Up Initiate a cleanup process on the
open file.

He

Translation Memory Section

@ No Shortcut E No Shortcut
A
Create Create a local Translation Add Add a local Translation Memory
Local Memory file. Local file.
E No Shortcut E Ctir+Shift+B
c Connects to remote Translation Add Adds a project Translation
To Remote Memories. Project TMs Memory.
x No Shortcut
Rﬁ"e Remove a Translation Memory.

Options Section

F9
g_
v < Customize the General,
Preferences Translation, and Project
preferences.

Pseudo Translation Tab

Pseudo translation copies the source content to a target where the content has accented characters and
the text is expanded by twenty percent. Pseudo translation provides a preview of what content will be
selected as translatable and how complex formatting appears in the target.



The following is the Pseudo Translation tab that is accessed through Quick Tools.

The following tables describe the options of the Pseudo Translation tab.

File Section

B No Shortcut % No Shortcut

Add Add a file or files for analysis. Add Add a folder of files for analysis.
File Folder

]E No Shortcut

Remove files from those selected
Files for analysis.

Actions Section

Ctri+Shift+Y

Pseud Initiate a pseudo translation
Translate process.




Options Section

F9
e
v < Customize the General,
Preferences Translation, and Project
preferences.

Quick Tools Help Tab

The following is the Help tab that is accessed through Quick Tools.

| = wordfast4 - | Anabysis | Clean | Pseudo Tramslation | Help |

vty
c £ WO
Wordfast 4 License: About Help
Update  Maragement  Wordfast 4

Files

N

[¥] Fibe haere: Scurce Langusge  Target Language | Sire
Translatons com..  Erghsh fUnfed 5. German 2l

Refer to Project Help Tab for more information on the options of this tab.

TXLF Editor—Edit Tab
The following is the TXLF Editor view of the Edit tab.

Source of Target | 7] Mateh Case . . » QO Cf (& Sort: Docusnent
|0 Englah (Unied States)
, ®EE B TRANSLATION MANAGEMENT 4B  UBERSETZUNGSMANAGEMENT

| 2 SIMPLIFIED. VEREINFACHT.




The options on the TXLF Editor Edit tab are shown in the following tables.

Clipboard Section

S Ctri+Z A~ Ctrl+Y
T Undo most recently entered text A Redo most recently deleted text

@ Ctrl+F, Ctrl+H

Search target segments for text
Replacs and replace with specified text.

Insert copied text at the location
of the cursor in the target
segment.

or performed function. or re-perform undone function.

7 Ctri+X —
3 g ' ID Ctrl+C
Remove selected text from target
L Copy the selected text to the
Cut segment (only) retaining it for Copy .
clipboard.
e later use. ——
ﬁ Cti+Vv
Paste

Source Actions Section

No Shortcut
No Shortcut

Revert the edited source to the

Edit the source segment. .
original state.

Options Section

Ctrl+Shift+8 F9

v—
@ Show white space in the ue Customize the General,
Show White Space document as a middle dot | Freferences Translation, and Project

Character

() preferences.




TXLF Editor—File Tab
The following is the TXLF Editor view of the File tab.

_rh_:m_rm_rm_rm_mn_n:ﬁ_

LﬁLéLl& LHHH

Taicle Fig 1 Traralated
Translations com_| =
Source of Target v 7] Mateh Case | Filer: ~ O o & Som: Document
I© Enghsh (Unisd Sisbex) Garman
1 @ T EEB TRANSLATION MANAGEMENT 4EE  (BERSETZUNGSMAMAGEMENT

2 SIMPLIFIED. WVEREINFACHT.

sc:247: 22 seqments: 31/ 32 ARSI

The options of the File tab are shown in the following tables.

File Section

& Ctri+w

Close Close the active file.

Save Options Section

F12
g Ctri+S @ Save the file to a different
Save Save the file. Save As location and/or save with a

different name.

@ Ctri+Alt+S

Sve Fle As Save the translated file in its
Translated original format.




Options Section

Ctri+Alt+P
I} No Shortcut
Show the translation as a Show instructions for the project
et Bilingual preview in a Microsoft Word , _ ProJ
Table provided by the project manager.
document.
No Shortcut
View the translated project file.

TXLF Editor—Formatting Tab
The following is the TXLF Editor view of the TXLF Formatting tab.

Source of Target ] Mateh Case
D Englsh (Unied States)
q & S EB TRANSLATION MANAGEMENT 4EE  UBERSETZUNGSMANAGEMENT

2 SIMPLIFIED. VEREINFACHT.

SC: 24TC: 22 Segments: 31 / 32 RSN

The options on the TXLF Editor Formatting tab are shown in the following tables.

Note:

These options are only available when formatting is supported by the file type.




Format Section

B Ctri+B I Ctrl+l
Bold Format the selected text as bold. Italic Format the selected text as italic.
Ctri+U Ctrl+=
U Xs
el Format the selected text as . it Format the selected text as
underlined. subscript.
Ctrl+Shift+= Ctri+K
4 =
X Format the selected text as ABE Format the selected text with
Superscript _ Strike strike-through indicating deleted,
superscript.

without deleting it.

Tags Section

No Shortcut No Shortcut

Show actual tag content for
active segment (if supported).

Show the formatting tags content
for active segment.

Options Section

’qll No Shortcut Ctrl+Shift+Space
. 0 H . .
Left To Right Used to insert a left-to-to-right Non-Breaking Used to insert a non-breaking
Marksr marker in the segment. Space space in the segment.
q-l- p No Shortcut
Right To Left Used to insert a right-to-to-left
Marksr marker in the segment.




Other Section

Ctri+D
& Attach and detach (make floating toolbar) these Segment options.
Attach /
Detach H® o T 2

TXLF Editor—Review Tab
The following is the Wordfast TXLF Editor Review tab.

[= Wordtast |- || e || £t || Formatting || Transiation || Teminology | Review || ice |

Options

5 BEEE3

Transcheck  Spellcheck File  Mark Spelling Add Edit Delete  Export
All Errors

*Translations com_ProductBrief_ProjectDirector2.docx * |
[Sourc or Target ] Flach Cae | o] ] v Q & @ sotjvoamen |
ID English (United States) German Seors Status
® I EEB TRANSLATION UBERSETZUNGSMANAGEMENT. EEE -
MANAGEMENT. EEESIMPLIFIED. VEREINFACHTJ
2 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT

Yy

Sc:357C:35  Segments 20 / 21 [SGTA L

The options on the TXLF Editor Review tab are shown in the following tables.

Check Section

Ctrl+Shift+Q a@ F7

Transched Check for non-linguistic errors in cpell File Run spell-check over the entire
all the translation. translation.

ﬂbﬂg No Shortcut

Mark Speli Highlight the spelling errors in the
Errors completed translation.




Notes Section

Alt+Shift+N
% ' % Alt+Shift+E
Add a note to the segment bein
Add g g Edit Edit the selected note.
worked on.
% Alt+Shift+D % No Shortcut
Delete Delete the selected note. Export Export notes.

TXLF Editor—Translation Tab
The following is the TXLF Editor Translation tab.

Wi [ﬂ I"nn'rultﬂm Tramslstion

Segment :
D o = IE S
Hext  Prevos  Commit  Leverage . s 4 * & a
Segment  Segment & Concordarce
Translations B Machine Transisbon
Source or Target = | [ Maich Case * | Fites:
L Ergiat (Unied Rates)
1 o IET I TRANSLATION MANAGEMENT 4EE  (BERSETZUNGSMANAGEMENT

2 SIMPLIFIED. VEREINFACHT.

The following tables present the TXLF Editor Translation tab options.

Segment Section

Alt+ Alt+ !
% i % Commit current segment to the
Next

Segment

Commit current segment to the
TM and leverage next translatable TM and leverage the previous
segment. translatable segment.




Alt+Q

Commit the current segment to the
TM remaining in place.

Alt+ -

Leverage the TM for the current
source segment.

is not saved into the TM.

Alt+S EE-E Ctrl+Alt+Insert
. i Copies the source segment content . Copies all source segments into
Source into the target segment. All Sources the target segments.
f Alt+PgDn Alt+PgU
= g gup
Merge Combine two or more segments Split Separate the selected segment
from a single paragraph. into two segments.
@ Ctrl+Alt+Y, Alt+Shift+Delete % No Shortcut
Oear | Clear the selected target or clear all Lock Lock the selected segment to
Target targets in document. Segment prevent changes.
Alt+Shift+Enter, Ctrl+Shift
Alt+Enter :
@ li'a +Enter
Mark the selected segment as - Mark all seaments as
Unconfim /| unconfirmed so that the translation | Hneenfirm / , g _
Confirm Confirm Al unconfirmed to prevent their

being saved into the TM.

Automated Actions Section

Ctri+Alt+F

Translation proceeds until the
first TM fuzzy-match encounter.

Ctri+Shift+PgDn

Translation proceeds from the
TM until the first TM no-match
encounter.

Translats
All

Ctrl+Shift+End

Translation proceeds ignoring
TM fuzzy-match and no- match.




Translation Memory

Ctri+Alt+End

Save translated segments to
TM without closing files after the
translation is complete.

Analyze

Ctrl+SpaceBar

Analyze the selected Translation
Memory.

F8

Search the TM for the selected
text with the results in the TM
Lookup Editor Tabs section.

=

Machins
Translation

Ctrl+Shift+M

The active segment (only) is
machine translated.

Tags Section

Previous

Ctri+Alt+=—

Select the previous tag.

Mext
Tag

Ctrl+Alt+—

Select the next tag.

Ctrl+Shift+V, No Shortcut

Delete all tags in the target.
Options:

e C(Clear all tags in the
segment, click Segment

e Clear all tags in document,
click Document

Ctrl+Alt+¥

Copy the currently selected tag or
term from the source to the target
at the location of the cursor.

Tags

Alt+Shift+P, Alt+A

Copy tags or terms from source
document to the target, or All Tags
from segment.

Edit
Tag

No Shortcut

Enable editing of the selected tag.




Translation Edit Drop-down Menu

Undo (Ctrl+Z)
Redo (Cirl+Y)
Cut (Ctrl+X)

Copy (Ctrl+C)
Paste (Ctrl+V)

Edit Source
Revert Source

Merge (Alt+Page_Down)

Spiit (Alt+Page_Up)

Last Edited Segment (Shift+F5)
Clear Target (Alt+Shift+Delete) b

The TXLF Editor Translation
Edit drop-down menu. —=

Concordance (F8)
Machine Translation (Ctrl+Shift-+M)

«
e
¥
EES
o
B
+
&2
©
&
]
k2

Edit Tag

Add (Alt+Shift+N)

Edit (Alt-+Shift-+£)

ol €1 &l

Delete (Alt+Shift+D)

= Export

TXLF Editor—Terminology Tab
The following is the TXLF Editor Terminology tab.

Formatting ~ Tramslation

Tranzlations com_|
Source of Target w | 7] Match Case | Fiter; « O Cf (& Sort: Docusment
© Enghsh (Unied Sistes} German Soare

1 @IS EB TRANSLATION MANAGEMENT. 48 (BERSETZUNGSMANAGEMENT

2 SIMPLIFIED. VEREINFACHT.

SC: 24 TC: 22 segments: 31 / 32 LRSI L

The following tables present the TXLF Editor Terminology tab options.



Term Section

Ctrl+0

Copy the selected term.

Ctrl+F5

Toggle Run and Stop highlighting
terms.

sl e

Ctrl+9

Select the next term.

Ctrl+8

Select the previous term.

TXLF Editor Unlabeled Icons

Translation files are TXLF files and users can edit these files using the TXLF Editor tool. The unlabeled
icons used throughout TXLF Editor are shown in the following table.

Transcheck error. A non-linguistic

A note has been added to the

® error has occurred in the segment. = segment.
The segment is locked and cannot be
5| The segment has been repeated. & . g
edited.
The segment is not confirmed in the
® g Information is available.
TM.
Q Apply the selected table filter. Accumulate the selected table filters.

Reset the Terminology search Filter
criteria.

® | K| ©

Clear the filters in a search.

Select the term search target for
Terminology and Table Filters.

Y

Expand or collapse the options
ribbon.

Expand or collapse the lower panel.

Click to add a term to the
Terminology list.




Preferences

The Wordfast Pro preference options are accessible through Preferences and by pressing F9.

Wordfast
= Wordfsst4 ~ Projects | Help
Project Fadape
— — p—
== 3 " w
:l . S i b L
i Create Add gt
Praject Pagiage
Projects Lecation Source Language
Froject-2 Cr\Usersidarativiordfast4), . English (Linibed Stabes)
Propect-4 O eers SdaraTondfest, . Englsh (United States)
Froject_2 1 iUers Publc Wordfast4), English (Linited| Stakes)
l Project_§ S mers\Public UWordfast4l . English (United Stabes)
Project_6 Co\UsersBdsrativordfasst4, . English (Linibed Stabes)
Froject_7 o Wmers Publc Wordfast#l, . English: (Linited) States)
Froject_B CriUsersBdarativiordfast+. .  English (Unibed Stabes)
| — =
 —

German IGamany)

Dusvte Craased 8 Complate

150331 1353 - 14.20%
H15/03731 1%18 [ 1. ( 17/} S
Z015/05/25 11208 0.53%
150750 10:38 - 5.56%
L5070 13202 0.00%
H15/0770 1322 O00%
01508030932 R

The preferences categories and sub-categories are listed below.

1. General Preferences:

e Customizing Colors

e Customizing Icon Appearance

e Customizing Shortcuts

2. Translation Preferences:

e Configuring Tags

e Configuring Text Tools

e Configuring Machine Translation

3. Current/New Project Preferences:

e Configuring Translation Memory

o Configuring Penalties

e Configuring Segmentation

Customizing Fonts

Customizing Application Layout

Customizing Warnings

Configuring Auto Propagation

Configuring Spell Check

Configuring Terminology

Configuring Transcheck

Configuring Filters

4. User Preferences are the Advanced Settings as follows:

« Default Preferences Settings

General Preferences

General preferences cover the following topics:

¢ Export/Import Preferences Settings




e Customizing Colors e Customizing Application Layout

e Customizing Fonts e Customizing Shortcuts

e Customizing Icon Appearance e Customizing Warnings

Customizing Colors

Varying colors are used to differentiate between types of content in the TXLF editor. This color usage
can be customized through Preferences—General Preferences.

To customize the color usage for translation from Preferences:
1. Click Colors in the General Preferences section.

The current translation color settings appear.
2. To change the color for any Item Name, click the colored image in the Color column.

For example, click the colored image Blenie ol
in the Color column for item No Match el itk § B |
and the color palette appears. — BT mErPEEE
HEENENEENNEN -
= elect
+ Select purple. HTE. EI- o> Purple |
Click OK EEEEEEENE
' 3 1 0 B o OB
T | de for th lected iterm | Cuztomn colars:
e color code for the selected item is
changed to purple. : : : : : : : :
[ Define Custorn Colors > ]I

[ OF. H Cancel ]




Preferences b3

General Preferences =
C - Cusiomize the colors used in the ransiation table
Cokors:
Fonts
leor Colors
Byl
[iem Name = View il
Srartouts Furzy Term Haitch Ednor View -
e o Mabch Eine e
Translation Prafarences
Hachine Translaied Exiior Ve
Tage
i Masich Ecifor Wiew -
Autn Fropagaton
Seleched Term Color Editor View -
Teut Tooks
Tanget Changed Ecdiior Vi
Spelichecer
. Term Mo Blaich Exifor Ve
achne Traralasen
Current Project Praferences
Translabon Memory
Terminaios
Senplbes
Trardchink
Segmen bt
=, =]

3. Click OK to save the change(s) and close the Preferences.

Customizing Fonts

The fonts for the various application tools can be customized in the Preferences—Fonts section.



Preferences

General Preferences

W Customize the fonts used throughout the application

Colors
I Fonts
I' . Fonts
Icons
Layout Item Name Font Size Change
Shortcuts THLF Editor Font Arial 13 —
Warnings TM Lookup Font Arial 12 |:|
Term Lookup Font Arial 12
Translation Preferences Blacklist Editor Font Arial 13 -
Tags Freview:
Auto Propagation The quick brown fox jumps over the lazy dog.
Text Tools
Spellchecker
Machine Translation
— Language Specific Font
Current Project Preferences
. Item Name Font Size Add
Translation Memory
Chinese SimSun 13 — Remove
Terminology || Japanese M5 Mincho 13 |:| m—
Penalties Korean Batang 13 -
Transcheck
ceamentation — Disclaimer
e - Font Styles (Typeface on OSX) are not supported by the editor
CK Cancel
The following tables list the standard fonts and associated sizes.
Application Specific Fonts
TXLF (TXML) Editor Font Arial 13
TM Lookup Font Arial 12
Glossary Lookup Font Arial 12
Blacklist Editor Font Arial 13
Translation Memory Editor Font Arial 13
Terminology Editor Font Arial 13
Notes View Font Arial 12
Segment History Font Arial 12




Transcheck Font Arial 12

Adding Language Specific Fonts

Bengali Bangla
Malayalam Kartika
Telugu Gautami
Tamil Latha
Kannada Tunga
Afrikaans Arial
Afrikaans (South Africa) Arial
Chinese SimSun
Chinese (Taiwan) PMingLiU
Chinese (China) SimSun
Hebrew Arial

Hebrew (Israel) Arial
Japanese MS Gothic Ul
Japanese (Japan) MS Gothic Ul
Korean Batang

Thai Tahoma
Thai (Thailand) Tahoma




Vietnamese: Arial

Arial

Vietnamese (Vietnam): Arial Arial

Customizing lcon Appearance

The icons appearance on the various tabs can be modified to the extent of relative size and the inclusion
or exclusion of the icon title by navigating to Preferences then Icons as described below.

To customize the icon appearance from Preferences:

1. Click Icons.

The two icon appearance options (relative size and title) appear.

Freferendes

General Prederentss
Cosrs:
Fenty
_
Layout
Srariouts

Translation Prafarancas

Currgnd Project Prafarences
Traralaton Memory
Temminsogy
Penalbes
Traruchedck
Segmanbabion

Wtuﬂmemmedmbmme appc ation ribbon

lcons

Sl joong Sipe:
& Large ioons
D Medium ieons

2 Small icons

[ musplary et

2. Select a preferred icon size.

3. Select Display text to enable or disable the inclusion of description text with the icons.



Customizing Application Layout

The layout preferences provide some control of the Editor view. Customize the general layout options by
navigating to Preferences then:

1. Click Layout.

The layout preferences appear.

Prederemies »
e ™
General Prefenentes - -
. ‘Wthmmﬂhm
¥
Foniz
Leom Editor
_ Tiatbe: Viewe
Srariouts [ vt WD Ciosbuarmen
Vearngs [£] vste Scare Cokumn
Translalion Prafadences [T visdke Table ander
Ti Scors Colume Postion
Aagto Bropagabon ) pafore Targe
Tt Tk & i Targst
Bostchacher S e Oapaerg:
Hachne Transsion [ Auinmatonlly Ml Bgs e B gt
Crimgn] Froject Prefsrances I Aaomatchlly Gpen T S sdted SEgrment vl Gpenag & fle
Tr areilancn Mermary | et Frevaous Segment [T Cormemal) S kverdges nénd) prévious. segment
Termriogy -
Penaites [ Meep the Inst lyout open
Termiralogy Current H‘M
P E Dﬂ:pln' Languengs Codes in Current Progect Ve
Trarsched E s n the Project View
Segmentabion
Shatis Bar Representaton
Piters s e
LEnguage
Liser Preferences & Full Name
Adtvanont Serire
o Canzel
2. Modify the layout options in the following criteria table.
Table View
Hide ID Column Hide the segment ID column.
Hide Score Column Hide the Translation Memory score column.

Hide Table Header Hide the editor table header.




Score Column Position

Before Target Place the Translation Memory score column before the target
segment column.

After Target Place the Translation Memory score column after the target
segment column.

Segment

Automatically leverage first segment View the Translation Memory leverage of the first open
segment when you open a TXLF file for translation.

Automatically open last edited Go to the last segment edited when a file is opened.
segment when opening a file

Next/Previous Segment (TM Enable or disable the writing and leveraging action of the
Commit) action leverages next/ Next/Previous Segment command.
previous segment

Skip Unedited 100% Matches Enable or disable skipping over those segments with perfect
matchs.

Skip Unedited Context Matches Enable or disable skipping over those segments with context
matching.

Layout

Keep the last layout open Always keep the previous edit view open.

Layout—Current Project

Display Locale Codes in Current Always include locale information in the view for current
Project View projects.




Display Full Language Name in the

Always include the complete language name in the view for
Current Project View

current projects.

Status Bar—Current Project

Language Codes Include the language codes on the Status Bar.

Full Language Name Include the complete language name on the Status Bar.

Customizing Shortcuts

To select keyboard shortcuts, navigate to Preferences and then:

1. Click Shortcuts in the General Preferences section.

The options list to customize keyboard shortcuts appears for the Application scheme.
2. Select a scheme from the Scheme drop-down list.

v
Wordfast Classic style
SDLX style

Trados style

Wordfast Pro style

3. Select a Command from the command list.

In the example below, the Terminology Highlight shortcut is selected.



Preferences X

Icons -

Lavout W Customize and define your keyboard shortcuts for the application
Shortcuts

Warnings Keys

Translation Preferences

Scheme: Wordfast Pro style hd
Tags

[¥] include Unbound Commands
Auto Propagation

Search:
Text Tools X o .
Select command by single clicking to assign new key combination
Spellchecker
Commands = Shortcut View
Machine Translation about Choose Binding Blacklist Editor, TM
Current Project Preferences Add Blacklist Alt+C Project
Translation Memary Add Blacklist Term Choose Binding Blacklist Editor
Add Files Choose Binding Quick Tools
Terminology Add Files Choose Binding Project
Penalties Add Folder Choose Binding Project
Transcheck Add Folder Choose Binding Quick Tools
Add Glossary Alt+0 Project -
Segmentation
Description:
Filters
User Preferences
Advanced Settings
Ok Cancel

4. Select that command to access edit mode.

5. Press the new sequence of keys, beginning with Ctrl or Alt, Ctrl+Shift+F7 in the Shortcut column.

Warning *

[P This binding is already in use by another action. Applying
In the event that the shortcut key sequence is in I _ this binding to the specified action will remove the binding
use a warning pop-up appears. —» £

from the previous action. Do you want to continue?
[ Do not wam me about this anymors

The shortcut key is modified to that specified.

Note:

A new shortcut key sequence must begin with a Ctrl or Alt, or must be a Function key (F1).

6. Click OK.

Customizing Warnings

The messages that are presented to the user can be limited to some extent. Most of the messages
—referred to here as warnings—are selected by default. To modify the warning inclusion list, select



or deselect the check box for a given warning to enable or disable that warning. To customize the

messages presented, navigate to Preferences.

To select warnings:

1. Click Warnings.

The Warnings dialog box appears.

Preferences

General Preferences
Colers
Fonis
Tcons
LEpmat
Shartats
W

Translation Preferences
Tags
durto Propsdgacbon
Text Tooks
Cpalchevion
achine Trarslasion

Currérd! Progect Preférences
Trenslabion Memary
Termnokogy
Denaltey
Transcheck
Conihchinclont

Haching Traralases

Cuirenl Project Prefecences
Trarslation Mamory
Termraag;
Pavial e
Trarschesd
Segmentation
Pitars

User Preferances

Advinaid Tt

2. Select the warnings to be displayed in the application.

wcurﬁ;u'e whch warming messages you want to see in the applcation

WWarniniges
 WEkinTe edihie
+ Mo TM mvailshle waming
¥ Trangchech wamings
¥ Dvenerie trgel waing
¥ Copy all Sourtes wiifng
+ End of doturnent wisming
¥ Femove segment tags wWaming
< Regmowg all s warming
¥ Remove Tarpet mdiming
¥ Rernove al st wrmesy
+ Remove Term wismng
¥ Show duphcate shortouts warmang

#| Show target with tags wamang

¥ Termanciogy highlightng info message

| Remene TM dialog

o | Resmowe glossary velrming
| Reemore bilackdet warmng
| Segment unlock waming

4| Ligence exparption message

Translation Preferences

The Translation Preference categories are:



e Configuring Tags e Configuring Auto Propagation
e Configuring Text Tools e Configuring Machine Translation
e Configuring Spell Check

Configuring Tags

Configure the tag mode, representation, and font size by navigating to Preferences then Tags as
described below.

Note:

The project as configured in Project Director (PD) may not support formatting tags.

To modify tag settings from the Preferences option:
1. Click Tags under Translation Preferences.

The Tags options list appears.

ot WCﬂnfi;ure how tags and farmatting are viewed and worked with in the editor

Tags and Formaiting

Previaw
Text Fomatting
Tom & Show Text Forrattng This is the Formatting mode.
(¥ supportesd)
Fotts Progaganan Shaw Formatting &
o Tags
Speborecier Tag Narnng
& Ful Hams
Machine Transbbion
Sheet Hame
Curent Prajgct Freferences Humbesng
Trirvilit by I
_ Autormatically remcve incomplete tag pairs
Errnakagy
¥ Autormaticaly apply source segment fommatting to targat
P
& Capkalpe the frst letter of tha @rpet automaticaly
Transched

Automatic capEakation of the first letwer does not affect CIK Bnguapas

White Space Characters

Digplay spaces and NESFS in the aditor

2. The tag options are listed in the following tables, modify the options as required.

Text Formatting



Show Text Formatting Show actual formatting associated with formatting tags (when
supported). When selected, a preview appears.

Show Formatting as Tags Show the content of the formatting tags. When selected, a preview
appears, as shown in the example above.

Tag Naming

Full Name View full name of the tag. For example, Font.
Short Name View short name of the tag. For example, F.
Numbering View the tag as a number.

Automatically remove Delete incomplete or incorrect tags.

incomplete tag pairs

Automatically apply Automatically apply formatting to the entire segment.
segment formatting

Capitalize First Letter Capitalize the first letter of the first word in the segment.

White Space Character

Display spaces and NBSPs Show all spaces including non-breaking white spaces as a middle
in the editor dot ().

Configuring Auto Propagation

Auto Propagation allows repetitive content in the file to be translated consistently, by propagating
translated segments. The Auto Propagation options control which segments are candidates for auto
propagation.

To edit the Auto Propagation preferences, navigate to Preferences and then:

1. Click Auto Propagation.



The Auto Propagation preferences options list appears.

Preferences o

Wu:mmmw auto propagaton options will populate segments

Lo
Shaw

|| Translalion Prefarences

|
Layout
]
Warnegs I Auto Propagation
|
| [#] Enable Auto-Fropagation
|

Tags
i - i Embing auto-propagation will autermaticaly update al emply Tanget seoments.
Auibo Fropagaton _
| Enable auto-propagation across all open files
| Teat Tooks
Use auto-propagation 1o ovensTite:
| Spelchedes #| 100% matches
tmctme Trarmlasor ¥ Fuzzy matchas
Cuirgn] Project Prafarences It sgty-propagated matches
Traralanen Memary | Edited segments
Termiraiogs [¥] Machine transiated segments
Penalties [#] Committed segments
Trarachecd:
| Segmentation

Fiters
|| User Preferences

Advanoed Selangs

Note:

Auto Propagation is enabled by default and must be enabled to use the Auto Propagation options
listed below.

2. Deselect Enable Auto-Propagation to disable Auto Propagation.
3. Select Enable auto-propagation across all open files to apply Auto Propagation to all open files.

4. Review the Auto Propagation options to ensure that those required are the only ones selected. The
options are described in the following table.

100% Matches Overwrites 100% leveraged Translation Memory (TM) matches.

Fuzzy Matches Overwrites partial Translation Memory matches.

Autopropagated Overwrites all auto-propagated matches. This means that if there are
Matches multiple segments that have the same content, then editing one segment

auto-propagates the change in all matching segments.




Option Descripton

Edited Segments Overwrites edited segments. This allows segments that have been edited
to be overwritten by Auto Propagation.

Machine Translated Overwrites machine translated content.
Segments

Committed Segments Overwrites translated content which is committed to the Translation
Memory (TM).

Configuring Text Tools
The Text Tools preferences offer the following configuration options for the text editor:

e The Auto-Suggest option populates suggestions based on source content, such as numbers,
URLSs, and proper names. It can also suggest terms for the glossary, Translation Memory (TM)
matches, and Sub-segment TM matches.

e The Smart Quote option automatically changes the quotation marks to smart quotes when the
user presses the quotation mark keys on the keyboard, depending on the target language.

To configure the text editor options, navigate to Preferences and then:

1. Click Text Tools.



The options for the text editor appear.

Preferences ]
-
Wﬂnlﬂlguw b features will work in the texd editor
fiarmings Ao Suggest
Translation Prafarence

¥ Enable sutc-Suggest

Enable suggestions for
A Propsg b o | Source
Teut Todks | Glossary
Spelchecker ™

T Sub-Segment
rrand Project Praferences Smart Quotes

Enable Smart Quobtes

2. Select Enable Auto-Suggest checkbox, to enable Auto-Suggest.
With Auto-Suggest enabled, there are four options under Enable suggestions for:

a) Click Source to enable suggestions for sources of the segment: numbers and capitalized words
only.

b) Click Glossary to enable suggestions for terms from the glossary.
c) Click TM to enable suggestions for translations from the TM.
d) Click TM Sub-Segment to enable suggestions for parts of segments from the TM.
3. Select Enable Smart Quotes checkbox to enable automatic conversion of standard quotes to smart

quotes (quotation marks).

Depending on the target language, the quotation marks used when the user presses the quotation
mark keys on the keyboard are changed.

Configuring Spell Check

Enabling the spell check option is a good practice to ensure high quality. Spell check is supported in
Microsoft Windows and Hunspell.

To enable or disable spell check navigate to Preferences and then:

1. Click Spellchecker.



The Translation Preferences for Spellchecker options appear. If this is a new project, the default,
Enable Spell Checking, is enabled.

Preferences x

W Caonfigure how spelichecking will work in the edior

Spallchecking

| Eriable Spelcheckng

Check for speling erors 35 you bype

2. Select or deselect Enable Spell Checking.
Enabling spell checking adds the option to enable spell checking while text is being entered.
3. If Check Spelling as you Type is enabled, select one of the following:

o Microsoft Office as the spell checking service
e Hunspell as the spell checking service

4. Click OK to save the settings.

Note:

If spell checking is disabled, all spelling preferences are cleared. To select spelling preferences,
select Enable Spell Checking.

Configuring Machine Translation

The automated Machine Translation (MT) feature populates translations whenever a file is open or when
there are no Translation Memory segment matches.

To enable Machine Translation and select options, navigate to Preferences and then:

1. Click Machine Translation.



The Machine Translation options appear.

Preleremies X
Lot WCnnﬂgm& how machine translation engines work while you are translating
T Machine Tramiation
Tranaiabion Prefefances

o ® Parform when there is no TH match
Fropegaton Alvways perform Maching Translation
| Tt Tk Allgw 3l unedited sagmants in active document to be leveraged with MT
Spelchedoer Remove MT soore from scone column when & segment i edied
Hachane Trarslsmon
Cuimenl Project Praférences Enabls Google Transiztor
Trisalation Messcry Enable Microsoft Translator

Enabie WarldLingo

Panaities Cescinmer for publc providers
o Source sagmants are submitied 1o Machine Trarslaton providens, Make sure this is compatible
Trarached: with your confidenbality requirements. Note that target segmants (your transiation) are rot fad

inta MT prowidiérs, they remain confidential.

Liser Prefsrancas

Select one of the following:

e Perform when there is no TM match, to show machine translated content when there are no
match segments.

e Always perform Machine Translation, to show machine translated content when a segment is
leveraged. TM matches appear in TM Lookup with the MT matches.

Select check boxes to allow all unedited segments in active document to be leveraged with MT, and
to remove MT score from score column when segment is edited.

Select Google Translate, Microsoft Translate, or WorldLingo as primary machine translator. Google
Translate, Microsoft Translate, and WorldLingo can all be enabled at one time, but only one can be
selected as primary machine translator.

Select the options for each machine translator, and perform any additional tasks as required by the
machine translator.



[¥] Enable Google Translator

Google Transitor s a paid service, you nead to buy an ID and enter the key below { F left blank
Googhe Transite wil be disabled ).
Enable Google APL: Test

Translator [¥] Use Google Translator as primary
Google key can be shared by 3 group or an organization. Please find more information on Google
St

2,
You can also ok at the video How To abtain 3 Google Transhte APT key
Available enguagas for Gooagle Transizte

[¥] Enable Microsoft Translator

In order to use Microsaft Transiator you must have an API Key provided by Microsoft, Enter the API
kay below ( If laft blank Micrasoft Translator will be disabled ).

Client ID :
Enable Microsoft ...
Translator fest
|7 category Search
Category Name :

[#] Use Microsoft Translator as primary
i { 1l
Available Bnguagas for Microsaft Transiator

[¥] Enable WorldLingo

Enable | Use WorldLingo as primary Test
WorldLingo
Languages are limited. Refer to WorldLingo Languages.

6. Read the disclaimer carefully.
7. Click OK.

Current/New Project Preferences

If this is being accessed for a new project, the preferences are all set as defaults. For current projects,
the preferences reflect whatever has been set up for this project by the Project Manager. These
preferences cover the following topics:

e Configuring Translation Memory e Configuring Transcheck
e Configuring Terminology e Configuring Segmentation
e Configuring Penalties e Configuring Filters

Configuring Translation Memory
To configure Translation Memory settings for a project from Preferences:

1. Click Translation Memory.



The Translation Memory options list for the current project appears.

Preferences X
leons -
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gl Translation Memony
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WUser Freferencss TH Lookaus Setbngs
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EAdvarand SHItngd lookup: - -
Replaceables

| Enable replacement of detected Texd in TM results for mghe- T matches
| Humber replacament

| VAL replacermnent

| Punchuation replacemsent

| Emad pddress replagemant

O Cancal

The following steps apply to the Translation Memory section.
Select Write unedited fuzzy..., to commit unedited fuzzy and exact matches to a TM.

Select Copy source when..., to copy the source to the target segment when there is no match and
the TM is leveraged.

Select the Fuzzy Match Threshold percentage.

Note:

This value specifies the TM leverage percentage limit for a fuzzy match. For example, if a value of
75% is entered, the tool marks all the translations which are leveraged below 75% match as a 'No
match' segment.




5. Select the analysis Report Settings:

e Calculate analysis report Percentage by: Words or Segments

e Calculate Internal Fuzzy Matches in: Percentage and Include Internal Fuzzy Matches in TM
Matches

6. Select only one condition to be followed when editing an existing Translation Unit. The options are as

follows:

e Add to TM by overwriting the existing TU (default): Overwrite the existing Translation Unit

o Add to TM; overwrite the existing TU if attributes are identical: Overwrite the existing
Translation Unit if the attributes match

e Only add to TM the new TU; do not overwrite the existing TU: No overwrite, just add new TUs
to the existing Translation Unit

e Add to TM; do not overwrite the existing TU: No overwrite, just add TUs to the existing
Translation Unit

e Do not add to TM: No addition to be made to the existing Translation Unit
7. Select the Number of TM lookup hits.
The following steps apply to the Replaceables section.
8. Select Enable replaceables for higher TM matches to replace the selected segments in the

translation with segments from the selected TM.

Selecting this option selects all sub-options by default. Select or deselect the terms to be replaced or
not to be replaced from the Translation Memory as listed below:

a) De-select Number replacement if not wanted
b) De-select URL replacement if not wanted
c) De-select Punctuation replacement if not wanted
d) De-select Email address if not wanted
9. Click OK.

The Translation Memory properties for the project are set up.

Configuring Terminology

Terminology lists (glossary) are used to leverage previously translated text, resulting in lower costs and
greater consistency.

To select Terminology options for a project from Preferences:

1. Click Terminology in the Current Project Preferences section.



The Terminology (Glossary) preferences appear.

Preferences o

wc:nrgure how glossanes ane used in your project

Terminology

+ Enable sutomatic fuzzy termiralogy recognibon

Humber of berma you can See in the Term (| £
Looiop: — '
< Enable term highlighting a5 you type

. lgnore case for term highlighting

Cument Project Preferences

N

. Select Enable Fuzzy Terminology, to view fuzzy matches.

w

. Select the number of hits (matches) to be viewed.

N

. Select Enable term highlighting as you type, indicate terminology matches by highlight when
entered in the translation.

[$)]

. Select Ignore case for term highlights, to ignore case difference in terminology matches.
. Click OK.

»

Configuring Penalties

Penalties are defined to maintain a high quality of content leveraged from Translation Memory. A relative
value is assigned to each of the penalties, which are then taken into account when calculating the
translation score. This score is used to differentiate between golden or 100 %, fuzzy, and no match.

To define penalties for a project from Preferences:

1. Click Penalties.



The Penalties preferences for the current project appear.

Preferences x
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- chﬁmm transiation memary matches are penalized
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2. Select the categories desired and supply their thresholds. The following table shows a list of penalties
with their descriptions.

Case Differences in case is considered.

Non Literal Differences in special characters, including punctuation, space,
apostrophe, dash, quote, etc.

Tag Differences in tagging.
Whitespace Differences in blank spacing.
Align Differences in Translation Units with alignment attributes.

Machine Translation Differences in Translation Units based on Machine Translation.




Penalty

Description

Multiple Translation

Differences in Translation Units based on duplicates within the TM with
different translations.

Local TM Differences in Translation Unit from local desktop copy (Not Supported).

Remote TM Differences in Translation Unit from remote TM.

Private TU Differences in work-group Translation Unit from remote TM.

Public TU Differences in non-work-group Translation Unit from remote TM.

Secondary TM Indicates more than one TM is permitted and includes the maximum as
selected.

Attribute Differences in attributes.

If Attribute is Not

When custom attribute in the Translation Unit does not match the text box
attribute.

If Filename Attribute
Does Not Match

When the file name attribute in the Translation Unit does not match the
TXLF file name.

3. Click OK.

Configuring Transcheck

Transcheck is specific to a given project and it verifies certain elements in the target segments and

warns of missing or incorrect text or variables. For example, if a tag is missing or incorrect text was
entered, a warning symbol appears before the target segment. The warning is shown when one hovers

the mouse over the text.

To customize the Transcheck settings from Preferences:

1. Click Transcheck under Current Project Preferences.



The Transcheck settings appear.

Preferences r
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2. Select Transcheck segments while translating to enable Transcheck for this project.

3. To check for specific errors in the target segments, select the different configuration settings as
described in the following table.

Transcheck segments Check to enable Transcheck during translation.
while translating

Select/Deselect All Check to enable all of the following options.




Setting Description

Blacklist Check Check if the target segment includes blacklisted terms.

Note: The blacklisted term list must be a tab-delimited file. This check is
available depending on the TMGR configuration for the project. Refer to
Configuring Blacklist Check

Capitalization Check  Check differences in capitalization. To configure this option, refer to
Configuring Capitalization Check.

Edited Context Match Check if context matches from the TM were edited.
Check

Edited Exact Match Check if exact matches from the TM were edited.
Check

Edited Source Check Check if the source of a segment was edited.

Empty Target Check  Check for empty target segments.

Forbidden Characters Check if the target segment includes forbidden characters. Refer to

Check Configuring Forbidden Characters Check.
Number Difference Check if the numerals in the source segment match the target segment.
Check Refer to Configuring Number Difference Check.

Punctuation Check Check for consistency in punctuation between source and target
segments. Refer to Configuring Punctuation Check.

Repeated Word Check Check for repeated words in the translation.

Segment Length Check if the translation complies with preset limits on characters and
Check words. Refer to Configuring Segment Length Check.

Extended Punctuation Check for consistency in extended punctuation between source and target
Check segments.

Copied Source Check Check for copied source text in the target.




Setting

Description

Spelling Check

Run spell check as the translation is entered.

Note: The translator must still download a preview file, and run spell check
on the final translation.

Tag Check

Check for missing tags in the target segments. Refer to Configuring Tag
Check.

Terminology Check

Check if the terms in the source segment are translated correctly based on
the glossary. Refer to Configuring Terminology Check.

Unconfirmed
Segment Check

Allow skipping of unconfirmed segments when there is an exact match
and/or context match.

Unedited Fuzzy Check

Check if fuzzy matches were not edited. Information for Unconfirmed
Segment Check and Unedited MT Check missing.

Unedited MT Check

Enable or disable unedited MT checking..

Untranslatable Text
Check

Check if the untranslatable content in source and target segments is
consistent. Refer to Configuring Untranslatable Text Check.

Untranslated Text
Check

Check if any segments are not translated; for example, if Copy Source was
used.

Whitespace Check

Check for white space in the translation.

4. Click OK.

The Transcheck configuration is complete and active for the current project.

Configuring Blacklist Check

To configure the checking for blacklisted words for a given project from the Preferences option:

1. Click Transcheck.
2. Select Blacklist Check.



The related options appear.

Blacklist Check

[[] Skip exact matches
[ skip context matches

3. Select the appropriate options.

Skip exact matches Do not check the blacklist when there is an exact match.

Skip context matches Do not check the blacklist when there is a context match.

Configuring Capitalization Check
To configure the checking for capitalization differences for a given project from the Preferences option:

1. Click Transcheck.

2. Locate and select Capitalization Check.

The related options appear.

Capitalization Check

All Caps Mismatch

First Word Case Difference Check
Target Capitalization Mismatch Check
Source Capitalization Mismatch Check
Skip exact matches

Skip context matches

3. Select the appropriate options.

All Caps Mismatch Check text in the target that is all in upper case, when the
source is not all in upper case

First Word Case Difference Check Check the first letter of the first word is capitalized consistently
in source and in target.




Target Capitalization Mismatch Check upper case text in the target that is in lower case in the
Check source.

Source Capitalization Mismatch Check upper case text in the source that is in lower case in
Check the target.

Skip exact matches Disable or enable checking for capitalization on exact
matches.

Skip context matches Disable or enable checking for capitalization on context
matches.

Configuring Forbidden Characters Check
To configure the checking for forbidden characters from the Preferences option:

1. Click Transcheck.
2. Select Forbidden Character Check.

The forbidden characters check is enabled.

Forbidden Character Check

Add

column 1

[ skip exact matches
[ skip context matches

3. Click Add to add or edit a forbidden character.




Add a character to be forbidden over the NEW character string.

| Forbidden Character Check

Add Remowe

codumn 1
wewl

Update Cancel

4. Click Update.

To remove a forbidden character from Forbidden Character checking, highlight the character and
click Remove.

Configuring Punctuation Check
Punctuation Check ensures consistency in punctuation between source and target segments.
To configure punctuation checking from the Preferences dialog box:

1. Click Transcheck.

2. Select Punctuation Check.



A list of current punctuation characters expands as shown.

Preferences

General Freferances | Empty Tanget Check
Colors Forbidden Character Check
Kons | Numbser Difference Check
Layout o] Treat rumbers separated by Fryphens and dashes as single number
Shortcuts hﬁ.mctuar.im Check
Wamings

| Add
Tramskation Preferances
column 1 colus 2

Tags
Autn Propagation i
Teat Toals ! !

Maching Transiation
Cumrent Project Preferences

Terminology

Fanalties

Transchack | Double Punctuation Check

Repeated Wiord Check
Segment Length Check
Extended Pumctustion Check
Copied Source Chick

|

Click Add to add a new character to the default list of punctuation characters.

An example is shown.

Shoncut ¥ Puncruarion Chick
Wamings
Transiation Preferences
= a2
Tags
Auto Propagation
Teat Taals
Machine Transiaton
Cument Project Preferences . o

Terminology

Upoaste
Panalties {3

Click Update.

To remove a punctuation character from checking, highlight the character in the list and click
Remove.

Select Double Punctuation Check to check for repeated punctuation.

Click OK.



Configuring Number Difference Check
To configure the number difference check for this session from the Preferences option:

1. Click Transcheck.

2. Locate and select Number Difference Check.

The related option appears.

| Humber Differance Check

[#] Trest numbers separated by hyphens and dashes as single number

Configuring Segment Length Check
Check if the translation complies with preset limits on character and word count.
To customize the segment-length checking function from the Preferences option:

1. Click Transcheck.
2. Locate and select Segment Length Check.

Segment Length Chack

[ Strict Character Length Check (Zero means unlimited)
[[] Character Expansion Check

[] Word Expansion Check

[¥] Attribute Character Max Length Check

[ skip exact matches

[ skip context matches

3. Select those options that apply.

The options are explained in the following table.

Strict Character Length Check (Zero means Check minimum and maximum character length.

unlimited)

Character Expansion Check Check minimum and maximum character
expansion, as a percentage.

Word Expansion Check Check minimum and maximum word expansion,

as a percentage.




Option Description

Attribute Character Max Length Check Check attribute text that exceeds the maximum
character length set in Project Director.

Skip exact matches Disable or enable checking for capitalization on
exact matches.

Skip context matches Disable or enable checking for capitalization on
context matches.

Configuring Tag Check
To customize the Tag checking operation from the Preferences option:

1. Click Transcheck.

2. Locate and select Tag Check.

The related options appear as shown.

V| Tag Check
| Check for non-formatting tags
v| Check for source formatting missing in target
V| Check for formatting that exists in target but not in source
Skip exact matches

Skip context matches

Note:

‘ ‘ The project may not be configured in Project Director (PD) to permit formatting tags.

3. Select Tag Check and select any options that apply from the following list:

e Check for non-formatting tags

e Check for Source formatting missing in target

¢ Check for formatting that exists in target but not in source
¢ Skip exact matches when checking for capitalization

e Skip context matches when checking for capitalization



Configuring Terminology Check
To configure the Terminology checking criteria from the Preferences option:
1. Click Transcheck.
2. Locate and select Terminology Check.
The options appear.
¥| Terminology Check

Enforce Term Case
Fuzzy Term Check
Skip exact matches

Skip context matches

3. Select Terminology Check check box and any of the following options that apply.

o Enforce Term Case: Check based on exact case matching.
e Fuzzy Term Check: Include terms that approximately match.
e Skip exact matches when checking for capitalization.

e Skip context matches when checking for capitalization.

Configuring Untranslatable Text Check
To configure the handling of untranslatable text checking from the Preferences option:

1. Click Transcheck.

2. Locate and select Untranslatable Text Check.



The Untranslatable Text Check expands to a dialog box.
W] Untranslatable Text Check

add

column 1

Custom Regular
Expression:

Skip exact matches

Skip context matches

. To retain the untranslatable text in the target segment, click Add.

. Enter the untranslatable text to be retained.

3

4

5. Enter a custom regular expression as necessary.

6. To remove untranslatable text from the check, highlight the text in the list and click Remove.
7

. Select Untranslatable Text Check check box then those options that apply.

e Skip exact matches when checking for capitalization.
e Skip context matches when checking for capitalization.

Configuring Whitespace Check
To configure white-space for this session from the Preferences option:

1. Click the Transcheck button.
2. Select Whitespace Check.

| Whitespace Check

Skip exact matches

Skip context matches



Configuring Segmentation
These preferences specify how files should be segmented by the TXLF editor for a given project.
1. Open Wordfast Pro and select a project from the project list.

2. Click Open Project.

3. Click Preferences under Options.

The overall preferences setup panel appears.

4. Click Segmentation in the Current Project Preferences section.



The Segmentation options appear.

Preferences

Icons - . - .
& Configure how bilingual files are segmented
Layout
Shortruts
Warnings Segmentation
Translation Preferences
Note

Tags Please note that the current segmentation changes will apply only to the newly created TXLF

files, and NOT to the already created ones.
Auto Propagation

Text Tools

Spelichecker [F] Segmentation on break

Select Segmentation Type | APPLICATION v
Machine Translation

Current Project Preferences
Define the characters that end a segment (ESM)

Translation Memory

B [[1space [C] Tab [C] Mon Breaking Space [ Line Feed  [C] Carrizge Return
Terminology
Penalties Define rules for the markers
Transcheck A number followed by an end of a segment marker
Segmentation [] segment ends in @ segment marker without a traiing space character
Fiters [7] Segment ends in a seament marker, followed by a space character and a lower-case letter

UserPreferences

) Abbreviations: Select abbreviations that should not be segmented on
Advanced Settings

Select 3 Rnauane: Enalish (United States) v
oK Cancel
The balance of the Segmentation options are shown below.
Tags Select a language: English (United States) @~ L
Auto Propagataon Adj., Adm., Adv., Apr., Art., Asst., Aug., Ave.,Bart.,Bldg., Bivd.,Brig.,Bros., Capt.,Cmdr., Co.,Col., Comdr., Can.,
Corp.,Cpl.,Crt.,DR.,Dec.,Dr.,Drs., Ens.,Feb.,Fig.,Gen.,Gov. Hon. Hosp. Hr. Hwy., Inc., Insp., Intl. Jan., Jr. Ju
Text Tools l.,Jun.,Ln., Lt M.D. MM., MR, MRS., M5, M3].,Mar.,May., Messrs., Minneapolis/ 5t Mlle., Mme. Mpls/St. Mr. Mr

s.,Ms.,Msar., Mt Ma.,Mas. Maov. Nr.,Oct.,Op., Ord.,Pfc..Ph., Prof.,Pvt. ,Rd..Rep..Reps. Res. Rev..RL. Sen., 5 7
Spellchecker

Machine Translation Segmentation Preview
Current Project Preferences Sample Text:
Translation Memory
Terminology
Penalties Check it out
Transcheck Segmented
Segmentation
Filters
User Preferences

Advanced Settings

oK Cancel

5. Select the required segmentation options. These options are:

e Select Segmentation on break to enable segmentation on line breaks.
e Select APPLICATION or SRX for where to apply this from the drop-down list.



6. Define the characters that end a segment (ESM):

e Enter specific characters into the input field to specify custom segment end characters

e Select Space to enable white-spaces as a segment end character

e Select Tab to enable tabs as a segment end character

e Select Non Breaking Space to enable non-breaking white-spaces as a segment end character
e Select Line Feed to enable line-feed ASCII codes as a segment end character

e Select Carriage Return to enable carriage return ASCII codes as a segment end character

7. Define the rules for the markers, select those that apply:

e A number followed by an end of a segment marker.
e Segment ends in a segment marker without a trailing space character.
e Segment ends in a segment marker, followed by a space character and a lower-case letter.

8. Select abbreviations that should not be used in segmenting, see the following dialog box segment.

Abbreviations: Select abbreviations that should not be segmented on

Select 3 language: Garman R

V.o Al Rl d. Fl d. 9. F. L v.nkl jun. k. 0.k.0,m. E.m. E.n. v.,0. B.,0. A.,0. 3.,0. B.pp.5. 3.5
(5 00,50 Pu 30,5 34,5, 5 0.,500.,500€0.,500.A. E. U U U AU, 4.0, 3,40, d. 0. 3., Us0, usw.,v. R,

w.v. R w.verh. verw., val,vs. . B.,z. E..Z. H.,z. Hd.,z. T.,z. Z.,2. -

Segmentation Praview
Sample Text:

Check it out ﬁ{}_":l

Configuring Filters

There are common file filters that can be enabled for a given project by navigating to Preferences then
Filters as described below.

1. Open Wordfast Pro and select a project from the project list.

2. Click Open Project.

3. Click Preferences under Options.

The overall preferences setup panel appears.
4. Click Filters.



The Current (New) Project filter options appear. If filter preferences are being set for a new project
this display indicates New Project Preferences and the default filter settings are active. When filter
preferences are being reviewed or changed for an existing and currently open project the active filter
settings are shown and the display indicates Current Project Preferences.

5. To select the file filter settings for the open project, click a filter to list the current settings in the
Format Settings box.

Preferences *®
Icons -
Layout w Configure how translatable content is parsed from source files
Shortcuts
Warnings Filters

Translation Preferences )
Configuration

Tags .
Extract numbers:* time_date_measure ¥
Auto Propagation
Text Tools
Available filters Default

Spellchecker

i - . Add
& Active Server Page (*.asp)
Machine Translation N ‘ —
ctive Server Page (*.asp) @ ;
i Active Server Page (* @ :
Remove
Current Project Preferences

i ! = Adobe InDesign Interchange (*.inx)
! Translation Memory Adobe InDesign Interchange {*.inx) @

Terminology = Flat OPC XML Word Document Format (*.cml)

Penalties Flat OPC XML Word Document Format (*.xml) @

Transcheck = Hypertext Markup Language (*.htm)

Segmentation Hypertext Markup Language (*.htm) @

E Fite = Hypertext Markup Language (*.html) w7
ilters
User Preferences Format Settings
Advanced Settings
-
OK Cancel

To add custom file filters, see Adding New File Filters.

Adding New File Filters

If the default settings of the filter of your choice is not sufficient, a new filter can be created based on one
of the supported filters.

Note:

Only file filters that appear in the list of filters can be modified into additional file filters with a new
Symbolic Name.

To add a new file filter:

1. Open Wordfast Pro and select a project.

2. Click Open Project on the Project List.



3. Click Preferences under Options.

The overall preferences setup panel appears.
4. Click Filters.

The Configure source file filters appears listing Available filters.

Preferences

Icons -
Lvout W Configure how translatable content is parsed from source files
¥
Shortouts
‘Warnings Filters
Translation Preferences § .
Configuration
Tags -
Extract numbers:* time_date_measure v

Auto Propagation
Text Tools

Available filters Default
Spellchecksr dd

& Active Server Page (*.asp) i
Machine Translaticn =

Active Server Page (*.asp) @

Current Project Preferences
= Adobe InDesign Interchange (*.inx)

Translation Memory Adobe InDesign Interchange (*.inx) @
Terminology = Flat OPC XML Word Document Format (*xml)
Penalties Flat OPC XML Word Document Format (*.xml) @
Transcheck = Hypertext Markup Language (*.htm)

Hypertext Markup Language (*.htm) @

Segmentation

— & Hypertext Markup Language (*.html)
User Preferences Format Settings
Advanced Sattings Encoding:* UTF-8 -

oK Cancel

5. Click Add.



The New Filter dialog box appears.

Mew Filter *

W Choose a file format and enter the filter name to
display.

Chooss file format:®

Active Server Page (*.asp)

Filter Name:*
Adobe InDesign Interchange

Format Sattings (*.imx)
Extensible Markup Language

(*.xml) \IF_n} v

¥ML Extraction Ruls

QK Cancel

6. Select the desired filter to use as a template for a new filter.
7. Supply the information and make appropriate selections.

8. Click OK to save the modified filter as a new filter.

User Preferences—Advanced Settings
The User Preferences comprise the Advanced Settings as follows:

o Restore a Wordfast Pro installation to Default Preferences Settings

e Export/Import Wordfast Pro Export/Import Preferences Settings

Default Preferences Settings

This Preferences option provides the means to restore the current preferences of a Wordfast Pro
installation to factory or default settings.

To restore Wordfast Pro to factory settings, navigate to Preferences then Advanced Settings as
described below.

1. Open Wordfast Pro.

2. Click Preferences under Options.



The overall preferences setup panel appears.
3. Click Advanced Settings.

The dialog box to restore, export, or import the current settings of a Wordfast Pro installation appears.
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4. In the Default Settings section, click:

e Restore Factory to revert this Wordfast Pro installation preferences to those of a new installation.
o Restore Defaults to revert this Wordfast Pro installation preferences to default preferences.

5. Click OK to complete the restore process.

Export/Import Preferences Settings

This Preferences option provides the means to Import and Export the current preferences of the
Wordfast Pro installation.

1. Open Wordfast Pro.

2. Click Preferences under Options.

The overall preferences setup panel appears.
3. Click Advanced Settings.



The options to restore, export, or import the current settings of a Wordfast Pro installation appears.
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4. In the Export/Import Preferences Settings section, click:

o Import to apply saved preferences.
o Export to save the current preferences for a given Wordfast Pro installation.

5. Click OK to complete the Export/Import process.

Translation Memory Color Representations

The following table lists the default colors and their representations for source and target segments in the

submission.
Auto Term
. Segment was auto-propagated. 100% match of terms.
Propagation Match
Committed Segment was committed (modified and Context Matched context from preceding

™ updated) to translation memory. Match and following segments.




Fuzz
Fuzzy J Fuzzy, less than 100% term
Fuzzy, less than 100% match. Term
Match match of terms.
Match

Machine Segment was populated by

Gold Match Exact TM match, 100%.
° Trans Machine Translation.

No Match No match or N/A. Active Source segment

Target Target segment was modified since the Term No

No match found for the term.
Changed original file was created. Match !

These default colors can be customized as explained in Customizing Colors.

WorldLingo Languages

WorldLingo Machine Translation (MT) is limited to the language set listed below:

e Arabic e French e Korean

e Chinese Simplified e German e Portuguese
e Chinese Traditional e Greek e Russian

e Dutch e [talian e Spanish

e English e Japanese e Swedish
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