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Summary

New Features

¢ Added ability to open source files in their source application via right click options

e Added ability to verify segments to make sure they are committed to TM

¢ Added ability to quickly open the location of all project resources via right click options

e Added ability to import and export bilingual MS Word files from Quick Tools

¢ Added ability to Export Bilingual MS Word files from the Project View

¢ Added ability to open project automatically after project creation

¢ Added ability to automatically store the source file in the Wordfast project folder

e Added new TM Lookup Information dialog box with penalty breakdown, penalty indicator, and
custom attribute support

¢ Added ability to open source files from the TXLF Editor view

Improvements

e Added multiple Smart Quote Improvements

e Added support to export notes for Chained Files

e Added support of bilingual tables for Chained Files

e Added new Table filter to show all segment except auto-propagated segments

e Added indicator to show when multiple term translations exist

e The TM Lookup panel can now be maximized without limit

¢ Added ability to archive files that are removed from a project

¢ Added Hunspell dictionaries for Bosnian, Croatian, Hindi, Slovak, and many other languages
e Added support for maximum paragraph length attribute to be used in Transcheck
¢ Added ability to use the TM configuration and penalization that is sent from PD

¢ When files are Chained, only modified files are updated in the Project View

e The Transcheck report now indicates when there are multiple term translations with purple
highlight

Fixed Issues

e Fixed multiple whitespace issues

¢ Fixed issue with pasting whitespaces into other applications

¢ Fixed issue where opening quotes should be entered after braces

¢ Fixed issue where NBSP character could not be added to Find/Replace
e Fixed several TXLF editor cursor focus issues

¢ Fixed Microsoft Surface installer issues



¢ Fixed issue with Chain Files not indicating correct segment number in Notes



About Wordfast Pro

Wordfast Pro is a 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.

Key Advantages

TM compatibility: Tabular TM format allows for simple integration of Trados, SDLX or Déja Vu TM
files.

Format flexibility: Native format is TXLF, an XML-based pivot format. Filters exist for DOC, PPT,
XLS, PDF, HTML, MIF, INX, JSP, RC and TTX files. Wordfast supports only those TTX files that
are translated and segmented using tag editor.

Collaborative environment: Users can interact with TM Server and share translation memory
assets in real-time.

Automated editing: Multi-lingual spell checkers and terminology recognition improves the speed
and accuracy in the review process.

Administrative security: Managers can assign specific rights and privileges to individual translators
or linguistic teams.



Typical Wordfast Pro Workflow

The phase chart below describes a typical translation project workflow in Wordfast Pro.

Prepare

Step 1

Receive source
files in any
format

OR

Receive GLP file
from PD

se Spell Check
se Transcheck

Step 2

= Create a Project
= Connect to TMs

= Connect to Glossaries

= Add source files
OR
Open GLP file

Step 2

Preview file
(Optional)

Step 3

View TM analysis
and pre-translated
content

Step 3

Save file and
submit

OR

Upload GLP file
to PD




Getting Started

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

Wordfast Pro is a desktop application and can be installed and accessed on your computer (refer to
Installing and Activating Wordfast Pro).

Requirements

Wordfast Pro requires the following:

Java JRE. If 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

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 an unlicensed Wordfast Pro working in Demo Mode, you are limited to creating bilingual
projects and storing up to 500 translation units in your Translation Memory.

3. Activate your Wordfast Pro license through the website http://www.wordfast.com/.

An Activation Key is returned by email.

Refer to:

e Online Activation

o Offline Activation

Online Activation

When you activate Wordfast Pro online you are emailed an Activation Key.


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

To begin:
1. Open Wordfast Pro.
2. Click the Help tab.

| ] Wordfast 2

[ = Wt | et | e |

& = / [9)
About Help

Feedback Wordfast 4 License

Update Management Wordfast 4

| Projects | | Location

||Sou|‘ceLangL|age |V||Ta|'getLangL|age |V| Date Created

Project-2 C:\Users\tldara\Wordfa...
C:\Users\tldara\Wordfa...
C:\Users\Public\Wordfa. ..
C:\Users\Public\Wordfa...
C:\Users\tldara\Wordfa...
C:\Users\Public\Wordfa...
C:\Users\tldara\Wordfa...
C:\Users\Public\Wordfa...
C:\Users\Public\Wordfa. ..
C:\Users\Public\Wordfa...

3. Click License Management.

4. Click Online Registration.

English (United States)  German (Germany) 2015/03/31 12:53:21 M...

English (United States)  German (Germany) 2015/03/31 13:18:25 M.
English (United States) ~ German (Germany) 2015/05/29 11:08:06 M...
English (United States)  German (Germany) 2015/07/30 10:35:24 M.
English (United States) ~ German (Germany) 2015/07/30 12:02:48 M...
English (United States)  German (Germany) 2015/07/30 13:22:18 M...

English (United States)  German (Germany) 2015/08/03 09:32:35 M...
English Spanish (Latin America)  2015/08/26 16:08:01 M...
English (United States)  German 2015/12/04 14:59:11 M...
English (United States)  German (Germany) 2015/12/14 15:10:20 M...

License Manager

x|

Marual Registration

-

& Wl‘-‘lﬁm& enter your activation key and follow the nstructions

License Type:  Ful

Acthvation Key:™ l




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

Your Wordfast Pro installation is now activated.

Note:

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

Offline Activation

If you need to activate Wordfast Pro offline, a License file is emailed to you. Save this license file to a
known location on the computer where Wordfast Pro is installed.

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

2. Click Help.

3. Click License Management.
4

. Click Manual Registration.

License Manager b

i Regetration
e Regeiaton W Please entar your activation key and folow the instructions
Marnial Registrston

License Type:  Ful

Actiation Kay: Generate

Copy the string below this information bar and send the string to tha
folowing email address: activation@wordfast.com.

Wou will receive an emal with the license file that you can download and
gave to your computear.
Browse the fcense fie and press the QK button,

License Fie: Brovese

Ok Cancel



5. Enter the activation key in the Activation Key field.
6. Click Generate.
The text string "Copy the string below..." is returned in the text box below the instruction text.

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

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

The following tasks help manage Wordfast Pro licenses:

e Re-installing Licenses e Viewing Current License e Viewing Updates

Note:

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

Re-installing Licenses
You can reinstall your Wordfast license by re-activating Wordfast Pro as described below:

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

2. Follow the instructions for:

* Online Activation « Offline Activation



http://www.wordfast.com/

Viewing Current License

You can view the current license type and keep track of the days to expiry.
To view the current Wordfast Pro license:

1. Open Wordfast Pro.

2. Select Help.

3. Click License Management.

The License Manager dialog box appears.

| License Manager #

Qnline Registration . ; ”
e W Pleass enter your activation key and follow the instructions
Manual Registration

Licensa Type:  Full

Activation Key:” H

Licensa will expire in 254 day(s)

OK Cancel

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)

Viewing Updates

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).

& | \o0ates for Wordfast 4 are available.

Choose the tems you wish to update
Please note that major updates wil require application restart

W] Item Version
= minor -
org.gsétr editor . spellcheck.hunspell. ar 1.0.0
! org.qs4tr . editor, spellcheck.hunspel.ba.ba 1.0.0
I [¥#] org.gs4tr.editor.spellcheck.hunspell.ca.es 1.0.0
[¥] org.gs4tr.editor.spelicheck.hunspel.cs.cz 1.0.0
[¥] org.gs4ir.editor.spellicheck.hunspell.da.dk 1.0.0
org.gs4ir .editor. spelichedk.hunspell.de.de 1.0.0
[¥] org.gs4tr.editor.spellicheck.hunspell.el.gr 1.0.0
[¥] org.gsdtr.editor.spelicheck.hunspel.en.ca 1.0.0
[¥] org.gsstr.editor.spellicheck.hunspel.en.gb 1.0.0
7] oro.asétr.editor.soelcheck.hunsoell.en.us 1.0.0 v
Update Cancel




Starting Wordfast Pro

After Wordfast Pro has been installed and activated on your computer it is ready to use.
To start Wordfast Pro:

o Open Wordfast Pro by double-clicking the Wordfast icon on the desktop, from the Start menu or the
installed folder.

The Projects tab appears. This view shows a list of all your projects and includes the Wordfast 4
drop-down menu.

Project List

Tools Options
Current Project o

R

Quick Preferences

TXLF Editor
TM Editor R Projec P Package Tools

Glossary Editor :||L3:3ti:m ||Sau|‘:;—' Language |V||T3r;|;—'t Language |V| Date Created
Blacklist Editor |

C:\Users\tldara\Wordfas... English (United States) German (Germany) 2015/03/31 12:53:21 MDT
Quick Tools Ci\Users\tldara\Wordfas... English (United States) German (Germany) 2015/03/31 13:18:25 MDT
T C:\Users\Public\Wordfas... English (United States) German (Germany) 2015/05/29 11:08:06 MDT
C:\Users\Public\Wordfas . English (United States) German {Garmany) 2015/07/30 10:35:24 MDT

Exit Wordfast 4

C:\Users\tldara\Werdfas... English (United States) German {Germany) 20150730 12:02:48 MDT
Project_7 C:\Users\Public\Wordfas... English (United States) German (Germany) 2015/07/30 13:22:18 MDT

Project_8 C:\Users\tldara\Werdfas... English (United States) German {Germany) 2015/08/03 09:32:35 MDT
Project_% C:\Users\Public\Wordfas... English Spanish (Latin America) 2015/08/26 16:08:01 MDT
MC_Proj-1 C:\Users\PublicWeordfas... English (United States) German 2015{12/04 14:59:11 MST
Project_4-6 C:\Users\Public\Wordfas... English (United States) German (Germany) 2015/12/14 15:10:20 M5T

New_Project C:\Users\Public\Weordfas... English (United States) Garman 20160331 14:07:08 MDT

Help

You can refer to the online help through the Help tab.



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

|
ez,
Wordfast 4
Update

Feedback

Project-2
Project-4
Project_2
Project_5
Project_6
Project_7
Project_8
Project_9
MC_Proj-1
Project_4-6

About

Management Wordfast 4

C:\Users\tldara\Wordfa...
C:\Users\tldara\Wordfa...
C:\Users\Public\Wordfa. ..
C:\Users\Public\Wordfa...
C:\Users\tldara\Wordfa...
C:\Users\Public\Wordfa...
C:\Users\tldara\Wordfa...
C:\Users\Public\Wordfa...
C:\Users\Public\Wordfa. ..
C:\Users\Public\Wordfa...

On the Help tab you can:

e Provide comments

English {United States)
English (United States)
English {United States)
English (United States)
English {United States)
English (United States)
English {United States)
English

English {United States)
English (United States)

¢ View the latest Wordfast Pro updates

e Manage your Wordfast Pro license

e Display your version of Wordfast Pro

e Access online help

Project Files Perspective

German (Germany)
German (Germany)
German (Germany)
German (Germany)
German (Germany)
German (Germany)
German (Germany)
Spanish (Latin America)
German

German (Germany)

2015/03/31 12:53:21 M.
2015/03/31 13:18:25 M.
2015/05/29 11:08:06 M...
2015/07/30 10:35:24 M.
2015/07/30 12:02:48 M...
2015/07/30 13:22:18 M.
2015/08/03 02:32:35 M.
2015/08/26 16:08:01 M...
2015/12/04 14:58:11 M.
2015/12/14 15:10:20 M.

When a project is opened from the Project List tab, Wordfast Pro displays the Project Files tab where

the TXLF files for translation are listed.

[ Wordfast4 - [u]
‘ = wordfast4 - ” Project Files || Project TM ” Project Terminology ” Reports ” Reference Files H Help | El
Files Project Package Options
] |2 = mw E = Ba 2
o B [ #» B B G » i & X 3
Add Add Translate Open Source Close  Modify Bilingual Analyze Project Transcheck Segment Changes Export Motes  Project Import Export Remove  Preferences
Files  Folders File File Project  Project Export Report Report Report Clean Up Package Package File(s)
Files Word Count || TXLF File Location Creation Date Last Saved Translation Status Complete SRR =
I EN-> DE
@Samp\ej‘dncc.txml.bdf 188 (C:\Users\Laks\Desktop\LNK\WF\W... 2016/11/13 22:07:32 ... 2016/12/06 15:27:18 ... .
) Sample_2.docxbaml.bdf 188 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/13 22:07:32 ... 2016/12/06 15:27:21 ... e 885%%
{3 sample_1.docbiml.bdf 188 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/13 22:07:32 ... 2016/12/06 15:27:23 ... e S —

{3 Sample_t.doccbdf 226 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/14 10:35:21 . 2016/12/06 15:27:25 0.00%

EN -> DE

TXLF Editor Perspective

When you open a file for translation or review, you are in the TXLF Editor. The TXLF Editor user
interface Translation tab is the main workspace for translation and review.



Tools Ribbon Table Filters

Function Tabs File Name Tab(s)

| = Wordfast4 - Terminokogy Help

Translation Revi(w

W L B

Next Previous Commit Lewerage  Copy Unconfirm /  Unccnfirm / Lock Clear Coj I'_é Until F
Segment  Segment Source Confirm  ConfirmAll  Segment Target  4ll Sou sy
' $3  until No Match
| Translations com_ProductBrief_ProjectDirector2-Word Docs-de#2TR_K#.docx.txml * ® Docx.docx "| | k} Translate All
Saurce or Target v | [] Match Case v | Filter: v Q& @®sot @ commit Al
D~ Englsh = s“'[g Concordance Search
1 Ell® EHTRANSLATION ILNEENEN. El® EBUBERSETZUNGS R,
MANAGEMENT. 18, aroee
2 SIMPLIFIED, VEREINEACHT. 1 B pw':us_rag
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTE MANAGEMENT =y B Nextfrag
A IMTCEADATOAWAATU AMY CVWVOCTCRA IMTECDATIAAM AT ICNEMM CWVCOTERL i EB Copy
| TM Lookup || Notes Segment History | MPtadata Transcheck (0) @ ray e B Copylall Tags b
v | More Options »  Fihd 5 hd Q.‘ k% Edit Tag
T Targst s, P Clea| All Tags b
1 ®TRANSLATION UBERSETZUNGSMANAG, 9 L\IO Results
MANAGEMENT. EMENT.
a4 13
EN-> DE SC:24TC:25 Segments: 32;32_|_
Source Segment Target Segment Additional Tools
Column Column .
Editor Tabs Terminology

Function Tabs

Tools Ribbon
File Name Tab(s)

Table Filters
Source Segment

Editor Tabs

This bar lists all tabs that fit in your display and are used to access
the various tools of this application.

Icons for the available tools of the active tab (that fit in your display).

This bar lists all open files or chained file. Each open file shows as a
separate tab across this bar.

Use this row of fields to provide the filter criteria and other controls
for your searches in the open file.

The collection of numbered segments (color coded) that resulted
from sectioning the source file(s).

In this work area a number of functions are available, including:
e TM Lookup

e Notes

e Segment History

e Metadata



e Transcheck

Target Segment This is the translation work area that includes:
e Target column (right column) where the translation is entered
or leveraged
e Segment Score column contains the TM match percentage
e Status column indicates the status of that segment

Terminology Use this work area for searching and adding terms to terminology
lists (glossaries), if enabled.
Additional Tools This lists additional tools that do not fit in your display area.

Context Menu

The TXLF Editor Context Menu can be accessed by right-clicking anywhere in the Source or Target
segments.

4 Undo (Ctri+Z
& Redo (Ctri+y
¥ cut(ctri+x)
[ copy(cuisc)
iy Paste (Ctr+v)

[ Last Edited Segment (Shift+F5)
|_§ Clear Target (Alt+Shift+Delete) b

Unlabeled Buttons

Translation files are TXLF files and you can edit these files using the TXLF Editor. The unlabeled
buttons used in theTXLF Editor are shown in the following table.

Transcheck error. A non-linguistic B A note has been added to the
error has occurred in the segment segment




The segment has been repeated
more than once in the file

The segment is locked and cannot be
edited

The segment is marked unconfirmed
and cannot be committed to the TM

Information is available

Apply the selected table filter

Accumulate the selected table filters

Reset the Terminology search Filter
criteria

Clear the search filters

Select the term search target for
Terminology and Table Filters

[

Expand or collapse the options ribbon

Expand or collapse the lower panel

Click to add a term to the glossary

The segment has been modified




Projects

The Projects tab is the starting point of using Wordfast Pro. Project creation is a one-time process that
allows you to add files, source and target languages, translation memories (TMs), glossaries, reference
files, and file format filters that can be used to prepare files for translation. When files for translation are
added to a project, they are automatically leveraged against the connected TMs and glossaries.

Project creation is not required if you are importing a GlobalLink Package (GLP) into Wordfast Pro. Refer
to Using GLP Files.

|' = Wordfast4 - | Projects || Help |
Package Tools Options

IE@III@}% 0%

Closs Add Meodify  Remowve Import Export Quick Freferences
Pro]ect Pro]ect Project Project  Project  Project Fackage Packags Tools

Projects Location Source Language | arget Language | | | 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 ...

The tasks related to creating and managing projects are:

e Creating Projects e Opening Projects e Removing Projects

Searching and Sorting Projects

Projects can be searched and sorted using the column heads.

Projects Location Enter a search string to view specific projects and
projects in a particular location

Source Language | Target Language | To view projects in a specific language pair, select
a source and target language from the drop-down
lists

® Click to clear the entered search filters

N Click to sort the project details in ascending or

descending order




= Click the sort menu to order the project details
based on a specific column head
® Projects
Location
Source Language
Target Language
Date Created

% Complete

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 a project is created or opened. The project includes information
such as source language, target languages, TMs, glossaries, reference files, and file format filters that
can be used to prepare files for translation. There are two methods to create projects:

° Simple Project Creation . Advanced Project Creation

Simple Project Creation
To create a project using the simple method:

1. Click the Create Project drop-down menu.

(] Wordfast 4 — O *
| = Wordfast4 ~ || Projects H telp | E3
Project Package Tools Options
T 0 5
= B R B
Create Add Import Quick Preferences
Project Project Package Tools
Use the advanced project wizard =
= r which allows you to specify project details, add source files and setup v | Date Created % Complete ® ‘N' i
Use the simple project creator 2016/11/1322:07:31 ST | sc
t

2. Click Use the simple project creator.



The Simple project creation dialog box appears.

Simple project creation X
e Project Details
Please fill out all the necessary information for the project creation
Project Name:™ Wordfast
Languages:
Source language:™ Target language:™
English (United States) v | &2 |English (United States) hd
Files
ES Add Files x Remaove
Valid MHame Size Type Fath

Translation Memory
© Add TM Browse...

Create New

©) Do not use TM for this project

Finish Cancel

3. Enter a project name in the Project Name field.
4. Select the source language from the Source language drop-down list.
5. Select the target language from the Target language drop-down list.

6. To add files:
o C(Click Add Files to browse to the files

e Or, drag the file(s) from a folder into the Files panel

The files appear in the Files panel.

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 the Translation Memory for this project using one of the following options:

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




Use Existing Connect to an existing Translation Memory from another
project.
Create New Build a new Translation Memory.
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) and displays a project summary.
| MC_Proj-2 *

| @ Here you can see the number of the files added, TMs and

| glossaries along with any errors that might have occurred.
é Bilingual (TXLF) Files

Created: 1

Faled: 0

Translation Memories

Added: 1
Glossaries

__é__gé_“

Added: 0
Reference Files

(=]

Added: 0

9. Click OK.

The project is created and ready to use. You can proceed to opening and translating the project files.
Refer to Translating Files.

Advanced Project Creation

In Advanced Project Creation you have the additional options to add remote translation memories,
glossaries, and reference files.



To create a project using the advanced project creation wizard:

1. Click the Create Project drop-down menu.

X

(] Wordfast 4 — m]

]

" = Wordfast4 ~ || Projects H Help |

Package Options

B 2 R

Quick Preferences

Toals
= he advanced proj d k. =
paethe ﬂr anee li!fDJeCt — r which allows you to specify project details, add source files and setup e e ® T'I’ -
‘ Use the simple project creator 2016/11/13 22:07:31 5T R
!
2. Select Use the advanced project wizard.
The Project Creation Wizard appears.
Project Creation Wizard =
e Project Details
Specify the project name, creation details and location where the project will be saved
Step 1 of 6
Project Name:™ |
Create a new project
(D Create a project based on a project not on the project list
Browse...
(@ Create a project based on one from the project list
Save Project To:™ C:\Users\Public\Wordfast4\projects Browse.
< Back Next = Finish Cancel

3. Enter a Project Name.

4. Select an option for this project.

Create a new project Create a project without reusing any previously created
project.
Create a project based on a Create a project reusing the profile of a previously created,

project not on the project list local project.




Create a project based on one Create a project with initial content from an existing project in
from the project list the project list.
Save Project To Browse to the location where the project will be saved.

5. Click Next.

The Language Selection dialog box appears.

Mew_Project »
e Language Selection
| Select the project source and target anguage(s) Step 2 of & |
|
Source Language:* E |
Target Language(s):™ || German E
< Back Mext = 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, select a different language
from the Target Language drop-down list.

c) Click Next.



The Add Source Files dialog box appears.

New_Project

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

K+ Add File l_d Add Folder v Create Filter Type x Remave

Mame Type Size Date Madified | Path
= M5 Word 2007 D, M5 ‘Word 2007 Documen,., |
) Translations ¢ M5 \Word 2007 Documen... | | 697KB  2015/02/15..  C:\Jsers\Publc)

[ Run @nalysis report on documents

< Back Mext = Firish Cancel

7. To add files:
e Click Add File to browse to the file.

e Or, drag the file(s) from a folder to the Files panel.

Note:

To copy source files into the Source File folder within the Project folder on your computer, select the
Copy Source Files into Source Folder checkbox in Preferences > General dialog box.

Preferences

General Preferences
& Change general settings
Colors

General

Fonts General Preferences

Icons Copy Source Files into Source Folder
Layout
Shortcuts
Warnings
Translation Preferences
Tags
Auto-Propagation
Text Tools
Spellchecker
Machine Translation

oK Cancel




8. Click Next.

The Translation Memory dialog box appears.

HNew_Project x
e Translation Memory
Select the TMs you would lke to add to your project Step 4 of 6
. u . [ w . JUNTENN = R | e S

'{‘._ Create 1{:—:6_‘-_. lE‘-‘ddF\c. ote  op 4 tﬁmudf, o€ remove

Name: Priority Read-only | TM Type Path

Jenls->de
=] Mew _TM Primary w 1 LOCAL C:\UsersPublciWordfa..

] Pra-transiate TXLF files

< Back Hext > Finish Cancel

9. Enter the required information.

a) Create a local TM.
e Enter a unique name for the new project.
e Select the languages.
e Browse and select the location where the TM file will be saved.
e Select TM Priority.
e Select whether TM will be Read-only.

b) Add Local TM.
e Select the TM folder.

c) Add Remote TM.
e Enter the TM Server or WF Server details
e Refer to Connecting to Remote TMs.

10. Click Next.



The Terminology dialog box appears.

New_Project ®
s Terminology
| Select the glossaries you would ke to add to your project Step S of 6
Ll‘ | create Lb Add Local LH Add Remote o 4 LH Madify x Remove
Name Languages Path Read-only
General_Glossary  en-US -deDE Ci\zers \Public\Documents Wordf., ]
< Back MNext = Finish Cancel

11. Enter the required information.

a) Create: create a new local glossary.
b) Add Local: browse and select an existing local glossary.

c) Add Remote: select an existing Term Manager connection.
12. Click Next.
The References dialog box appears.

New_Project X

e References
Add files you want to use as reference files for the project Step 6 of &

o AddFie | o Add Folder x Remave

Mame File Type Location

< Back ext Finish Cancel

13. To add files:



e Click Add File to browse to the reference file.
e Click Add Folder to select a folder and add all reference files within.

14. Click Finish.

The document files are analyzed. The Project Creation Summary appears upon completion.

New_Project X
W Here you can see the number of the files added, TMs and
glossaries along with any errors that might have occurred.
Q Bilingual (TXLF) Files

Created: 1
Falled: 0

Translation Memories

Added: 1
Glossaries

E &

Added: 1
Reference Files

(=

Added: 0

QK

Opening Projects

Projects must be opened before any files can be opened for translation.
To open a project from the Wordfast Pro Projects tab:
1. Select a project.

2. Click Open Project or double-click the project.

| = Wordfasta - || Projects | Help

Package

Project
= & -
| B =
Create Close Add Modify  Remove Import Export
Projact i Projsct Projact Projact  Project Package Package
Project L 2 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 .




The Project Files tab appears.

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

Files Project Fackage Options

de & v BE L = mJ KR X g

Add Add Translate  Chain Close  Modify  Analyze Project Transcheck Segment Changes Export Notes  Project Import Export Remove  Freferences
Files  Folders File Files Project  Project Report Report Report Clean Up Package Packags File(s)

Word C.. Creation Date Last Saved Translation ... | Complete ® 1L =

=23 ENUS -> DE
@Translaticns com_Pro.. C:\Users\Public\Wordfast4\pro... 2016/03/31 14:47:... 2016/03/31 14:47:...
@Translations com_Pro.. C:\Users\Public\Wordfast4\pro... 2016/03/31 15:15:... 2016/03/31 15:15:...

EN-US -> DE

The Wordfast Pro Current Project tabs are described in the following sections:

e Project Files e Project TM
e Project Terminology e Reports
o Reference Files e Help

Using GLP Files

A GlobalLink Package (GLP) file is downloaded from Project Director and contains all the required
information to carry out a translation project. Using this option, projects can be transferred between
different Wordfast Pro users. A GLP can contain both complete and incomplete projects. A GLP file can
include:

e All target translatable files and reference files

e Translation Memory connection

e Glossary connection

e [nstructions

e Background Information

e Reference Files

e Source Files

To use a GLP file, you need to import the package into Wordfast Pro. Once imported, Wordfast Pro
connects to the TMs and glossaries, and provides you access to all the translatable files and additional
resources. The steps to import and export are described in the following sections:

e |Importing Packages e Exporting Packages




Removing Projects

To remove a project from the projects list:

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

2. Select the project to remove.

3. Click Remove Project.

[ Wordfast 4

IEWordfast-l

| projects | Heip

I

Project
=R =A==

Create Open Close Add Modify
Project Project Project Project  Project | Project | Package Package | Tools

Tools Options

R b3

Quick Preferences

|F'|'ojects ||Location ||SDLII'EE‘ Leng|V| Target Langl|"| Date Created % Complete ® 1 =
Documentatio... C:\Users\Laks\D... English German 2016/11/13 22:... | UTOO0gE
Documentation2  C:\Users\Laks\W... English Spanish 2016/11f30 22:... . 0.00%

The Remove dialog box appears.

Remove

@ Remove from the list only

(@) Remove from the list and move the following resources to Archive folder

Resources
TXLF Files

Reference Files

OK Cancel




4. Select one of the following:
e Remove from the list only: removes the project from the Projects list but retains the project
resources in the Project folder on your computer
e Remove from the list and move the following resources to Archive folder: removes the
project from the Projects list and moves the resources listed in the table to the Archive folder
within the Project folder on your computer

5. Click OK.

The selected project is no longer in the Projects list.

Note:

After a project is removed it can be added again. Removed projects are not erased and can be
retrieved from the Project folder on your computer using Add Project option.




Project Files

When Wordfast Pro is started, the Projects tab lists all projects that can be selected and opened. Once

a project is opened, all details of the project appear in separate tabs. The Project Files tab lists the
translatable files.

[#] Wordfast 4 - m] X
|. = Wordfast 4 - H Project Files ” Project TM ” Project Terminology ” Reports H Reference Files H Help | EJNES
Files Project Package Options
i B ¢ ¥ 4 1 == I B
e @ » B DE S @ B - B ¢ 8RB X @
Add Add Translate  Cha Open Source Close  Modify  Bilingual Analyze Project  Transcheck Segment Changes  Export Notes  Project Import Export Remove  Preferences
Files  Folders File Files File Project  Project Export Feport Report Report Clean Up Fackage Package File{s)
Files Word Count || TXLF File Location Creation Date Last Saved Translation Status | Complete o e o
=IEN-> DE
@ Sample_3.dooctxml.bdf 188 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/13 22:07:32 ... 2016/12/05 16:20:10 ... ™
) Sample_2.doocbml.bdf 188 C:\Users\Laks\Desktop\LNK\WF\W._ 2016/11/13 22:07:32  201611/13 22:45:06 [T —
{m) Sample_Ldoocbmlodf 188 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/13 22:07:32 ...  2016/11/13 22:44:39 _. e
) Sample_1.doox.bdf 226 C:\Users\Laks\Desktop\LNK\WF\W_.. 2016/11/14 10:35:21 . 2016/11/14 10:35:21 0.00%
You can complete the following actions in the Project Files tab:
e Adding Files e Adding Folders
e Modifying Projects ¢ Closing Projects
e Cleaning Up Projects e Analyzing Projects
e Running Bilingual Export e Running Segment Changes Report
¢ Running Export Notes Report e Importing Packages
e Exporting Packages e Removing Files

Searching and Sorting Project Files

Project files can be searched and sorted using the column heads.

Files TXLF File Location Enter a search string to view specific project files
and project files in a particular location

® Click to clear the entered search filters

178

Click to sort the project files in ascending or
descending order




Click the sort menu to order the project file details

based on a specific column head

@ Files

Ward Count

TXLF File Location
Creation Date
Last Saved

Translation Status

Complete

Adding Files

You can add files to an existing project using the Add Files option on the Project Files tab.

To add files to a project:

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

2. Open the project.

[ = Wordfast 4 | ~ || Project Files | Project TM | Project T

Files

s 8 # B 5

Add  Translate Close  Modify  Analyze Project
Folders  File Files  Projact Project

[File word C.. [TXLF File Locatior Creation Date Last Saved

=3 ENUS -> DE
{m Translations com_Pro... C:\Users\Public\Wordfast#\pro..  2016/03/31 14:47:..  2016/03/31 14:47:...
{mj Translations com_Pro... C:\Users\Public\Wordfast4\pro... 2016/03/31 15:15:... 2016/03{31 15:15:...

EN-US -> DE

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

5. Click Open.



The file is analyzed and a Files Report appears.

Files Report b3

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

é Source Files
Created: 1

Failed: 0

Adding Folders

You can add a folder to an existing project using the Add Folders option on the Project Files tab.
To add files for translation from a folder to a project:

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

2. Open the project.

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

Fil

SlErES @ @ B @ &

Add Translate  Chain Close  Modify Analyze Projact Transcheck Segment Changes Export Notes  Project
Folders File Files Projact  Project Report Report Report Clean ackage

Word C.. || TXL L Creation Date Last Saved Translation ... Complete
I ENUS -> DE
{em Translations com_Pro... C:\Users\Public\Wordfast4\pro... 2016/03/31 14:47:..  2016/03/31 14:47:..
@ Translations com_Pro... C:\Users\Public\Wordfast<\pro... 2016/03/31 15:15:..  2016/03/31 15:15:...

EN-US -> DE

3. Click Add Folders.
4. Select a folder to add all files within.

5. Click Select Folder.



The files are added and a Files Report appears.

Files Report

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

@ Source Files

Created: 7

Failed: 0

QK

Modifying Projects

You can change a project's name, source language, and target language using the Modify Project
option.

To modify a project:

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

2. Open the project.

= Wordfast4 ~ || ProjectFiles | Project TM | Project T
l | | |

il
Add Add  Translate  Chain Close Analyze Projact
Files  Folders File Files Project ]

|||\~. Word C.. [ TXLF §

2EIENUS -> DE
{mj Translations com_Pro... C:\Users\Public\Wordfast4\pro... 2016/03/31 14:47:..  2016/03/31 14:47:...
@mrﬂaﬁm com_Pro. C:\Users\Publi \pro._. 115:15:.  2016{03/31 15:15:...

EN-US-> DE

3. Click Modify Project.



The Modify Project dialog box appears.
' Modify Project x

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

Project Name:™ HNew_Project

Target Language(s):* | German * ;
TG OEUTgE " i |
German (Austria) |
German (Belgium) [ | {
German (Germany) {}j |
German (Greaca) -
oK Canced

4. Change the Project Name if required.
5. Add or remove the Target Language(s).
6. Click OK.

Closing Projects

When you complete working on a project, you can close it using the Close Project option. You can only
open one project at a time.

To close a project:

o On the Project Files tab, click Close Project.

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

Files Project Package Options
é o & 2 B|&E m B ¢ K B X [
Add  Add

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

Word C.. Creation Date Last Saved Translation ... Complete ® N =
=3 ENUS -> DE
{zmj Translations com_Pro... C:\Users\Public\Wordfast4\pro...  2016/03/31 14:47:..  2016/03/31 14:47:..
@ Translations com_Pro... C:\Users\Public\Wordfast4\pro... 2016/03/31 15:15:..  2016/03/31 15:15:

EN-US -> DE |

The project is closed and the Projects tab appears.



Cleaning Up Projects

After files are translated, the translation project is ready for a clean up and an update to the Translation
Memory (TM). After 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:

1. Go to the Projects tab. (refer to Opening Projects)
2. Open the project.
3. Click Project Clean Up.

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 transkted files in the project folder
@ Place translkted files in the original path of source files

(@ Enter the location to put transhkted 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\Public\wWordfast4'\project...
| ™_2 LOCAL en-Us de-DE C:\Users\tidara\Wordfast4\praojec...
7] Project-2 LOCAL en-Us de-DE C:\Users\tidara\Wordfast4\projec...
[ Mew_Local TM LOCAL en-Us de-DE C:\Users\Public\wWordfast4'\project...
[ Ultimate LOCAL en-Us de-DE C:\Users\tidara\Wordfast4\praojec...

Clean Up Cancel

4. Select the languages to clean up by selecting one of the following:
e All Language Pairs

e Specific Language Pairs

e Single Language Pair



5. Select where the translated files are placed:
o Place translated files in the project folder

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

Select Create subfolders by language.

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

Select the TM(s) to Update.

©c © ©» N o

Click Clean Up.

Analyzing Projects

In Analyzing Projects, files for translation are analyzed against a Translation Memory to leverage
reusable content and pre-translate files.

To analyze files:

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

2. Select the project and click Open Project.

The Project Files tab appears listing the files for translation.

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

Files Project Package

SR E 2 BE L = md KRB X

Translate  Chain Clozse  Modify Analyze Project Transcheck Segment Changes Export Notes  Project Import Export Remove  Prefersnces
Files  Folders File Files Project  Project Report Report Report Clean Up Package Package File(s)

Word C.. Creation Date Last Saved Translation ...  Complete @ il —

S ENUS-> DE
@Trﬁnﬁslaticnﬁ com_Pro.. C:\Users\Public\Wordfast4\pro... 2016f03/31 14:47:... 2016/03/31 14:47:...

@Tran&latien& com_Pro. C:\Users\Public\Wordfast4\pro...  2016/03/31 15:15: 2016/03/31 15:15:

EN-US-> DE

3. Click Analyze Project.



The Project Analyze dialog box appears.

Project Analyze
Analysis Options

Project Files (1)
Word Count Configure options to analyze project files, TXLF files wil be recreated.

Project Languages Files
BEIENUS > DE Pretransiate (100 % % matches
~

gy Translations com_ProductBrief_ProjectDirect... 137

@ Copy al tags on segments when there is no TM match
(©) 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 Mame: MC_Proj-2 analysis report
Report Type: html

Report Location:

w

Browse. ..

Translation Memory (1)

TM Name Location

SHIENUS <> DE
B new_m

C:\Users\Publiciordfast4projects),

Analyze Cancel

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

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

¢ % matches: select the percentage of matches to pre-translate
Copy all tags on segments when there is no TM match

[ ]
Copy segment source to target when there is no TM match

¢ Do nothing

Note:
Selecting Pretranslate is an optional step. The percentage defines the minimum leverage required

to pretranslate a specific segment.

b) Select the format for the output report under Report Settings:

Show only analysis report summary MC_Proj-2 analysis report
html v

¢ Export Report: Enter the Report Name,
Report Type, Report Location Browse .

c) Translation Memory: select one or more TMs to use during this analysis.



6. Click Analyze.

The analysis completes and the Report File appears.
Report File ®

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

H Summary

Match Types Segments Words Percent  Tags
Leveraged 26 128 81 19
Repetitions 0 0 0 0
TM Matches
Context 1 4 3 3
100% 25 124 78 16
95%-99% 0 0 0 0
85%-54% 2 13 6 5
75%-84% 3 44 9 7
50%-74% 0 0 0 1}
No Match 1 2 3 4
Ignored 0 0 0 0
Total 32 187 100 35
Chars/Word 6.50
Chars Total 1216

QK

Running Bilingual Export

The Bilingual export option allows you to export the TXLF file with highlighted glossary terms into a DOC
format and edit using Microsoft Word. Bilingual export can also be own outside the Projects dashboard
by using the Quick Tools. Refer to Bilingual Export.

To complete bilingual export of TXLF files from a project:

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

2. Select a file from the current project. To select multiple files, press the Ctrl key and select the files.

Note:

Files that are open in the TXLF Editor cannot be selected for Bilingual Export. The glossaries and
TMs associated with the project will be leveraged. The Bilingual Export Options must be selected
in Preferences > General Preferences > General.

3. Click Bilingual Export.



EN-> DE

Wordfast 4 — [m] X
= wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help &| %
Files Project Package
— = 5 2 e S omm g2
Add Add Translate Open Source Close  Modify | Bilingual | Analyze Project Transcheck Segment Changes Export Motes  Project Import Export Remove  Preferences
Files  Folders File File Project  Project Export Report Report Report Clean Up Package Package File(s)
‘Word Count Creation Date Last Saved Translation Status ~ Complete @ L=
=4I EN-> DE
Sample_3.docebaml.bdf 188 C:\Users'\Laks\Desktop\LNK\WF\W._ 2016/11/13 22:07:32 2016/12/05 16:20:10
Sample_2.docctml.bdf 188 C:\Users\Laks\Desktop\LMK\WF\W...  2016/11/13 22:07:32 .. 2016/11/13 22:45:06 .. [ROST——— 1 - V——
ample_1.docebml.bdf 188 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/13 22:07:32 .. 2016/11/13 22:44:39 .. [RO— S —
{3 Sample_1.doccbdf 226 C:\Users\Laks\Desktop\LNK\WF\W.__.  2016/11/14 10:35:21 _  2016/11/14 10:35:21 0.00%

o e

4. Select the folder to save the bilingual exported Word documents.

The log appears. This log and the exported documents are saved in the selected folder.

Log session start time Thu Dec 08 21:02:43 EST 2018

Level Message

INFO | ToReviewhultiT=f v1.2.0_RC1
INFO Bilingual Review Export
INFO The EM / DE glossary was searched.
INFO Processing CiUsersil aks\Deskiopll MEWVEWE testing'DocumentationldelbdfSample 1. docs fxl
INFO Processing C:\Users\Laks\DesktoplL MEWVFWE testing'Documentation\de\bdfiSample 2 docs txmltdf
INFO T8 tus written.
A sample of the bilingual export is given below.
<F le 3.docx.txml.txlf
m Source (en) Target {de] Score
1 TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT. g9
2 SIMPLIFIED. VEREINFACHT. 100
3 STREAMLINE PROJECT] MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100 ?m"l;" [OFRT:Glo1]:
4 [INTEGRATE WITH ANY SYSTEM TNTEGRATION MIT JEDEMSYSTEM W00 | [eeme
5 WORK WITH ANY [VENDOR] ZUSAMMENARBEIT MIT JEDEM ANBIETER 100 : =
I _be- t [OFRT:Glo2]
6 ACCELLERATE TIME TO MARKET KURZERE BEARBEITUNGSZEITEN 87 From: Glossary <
7 CUSTOMIZE WOREFLOWS INDIVIDUELLE WORKFLOWS 100 anbieter
8 ACCESS REAL-TIME KPI DATA ZUGRIFF AUF LEISTUNGSKENNZAHILEN IN ECHTZEIT | 100
9 GlobalLink [Project Directord saves Mit GlobalLink Project Director sparen Organisationen 100 Comment [OFRT:Glo3]:
_ ; N SR _ From: Glossa
organizations millions of dollars by automatmg aufgn_n:gd derautomatischen Vﬁwa]mrrgvm?- . Project Diecor
the management of localization processes and Lokalisienmmgsprozessen und -ressourcen Millionen.
TESOUICEs.
10 SEAMLESS [D.—\T.—\B:\'SE I?\TEGR.—\TIO?\:] NAHTLOSE DATENBANKINTEGRATION 100 _.-{Com Vll;ﬂ [OFRT:Gla4]:
11" Use [GlobalLint] Connect with any CMS, PIN. | GlobalLink Connect Turikiomert il jedes CMS-, PIVE, 00— | SRS R esramon
CCMS, or e-comiierce plaform - CEMS--oder E-Commerce-Plattformy ------------ - . o
12 | WORK WITH ANY FILE FORMAT FUR JEDES DATEIFORMAT 100 From: Glossary
13 | Next-generation parsing engines extract Parsing-Engines der nachsten Generation extralieren Inhalte | 100 Slabalink
content and prepare it for translation und bereiten sie fir die Ubersetzung vor
14 [VENDOR-NEUTRAL] PLATFORM ANBIETERNEUTRALE PLATTFORM 100 ‘Comment [OFRT:Glo&]:
- Glo
15" [ Aliow access to any endad or Nazimale Ressourcenflexibilitat durch Zagriff auf alle 100 ==
translator for maximum resourc i R . £ [OFRT:Gla7]:
16 CONFIGURABLE WORKFLOW KONFIGURIERBARER WORKFLOW 100 From: Glossary
17 Streamlme your translation process through Optimierung des Ubersetzungsprozesses durch 100 anbieter
automation of manual tasks Automatisisrung manueller Aufgaben
18 TRANSLATION MEMORY INTEGRATION | INTEGRATION VON TRANSLATION MEMORY 100




Running Segment Changes Report

The segment changes report can be run on all project files or a specific project file to view the history of
changes to a segment. The report includes the segment ID, TM score, source and target content with the
highlighted changes, username, timestamp, translator notes, and reviewer comments.

To run a segment changes report:

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

2. Select and open the project.

3. Click Segment Changes Report.

Wordfast 4 - o X
= Wordfast 4 ~ || ProjectFiles | Project TM || Project Terminology || Reports | Reference Files | Help EIRES
Files Project Package
o [F # B E = B § & =&
el & = ol = =
Add Add  Translate Close  Modify Analyze Project Transcheck [Segment Changes| Export Motes  Project Import  Export
Files  Folders File Project  Project Report Report Report CleanUp = Package Package
Word C.. Creation Date Last Saved Translation ... Complete @ 13N =
GEIEn-> DE
{zm Sample_3.docx.txm... 188 C:\Users\Laks\Desktop\LNK\WF... 2016/11/13 22:07:... 2016/11/13 22:07:... [R— TR —
sample_2.docctamlt.. 188 C:\Users\Laks\Desktop\LNK\WF... 2016/11/1322:07:... 2016/11/13 22 [R— TR —
{zm Sample_1.docx.txm... 188 C:\Users\Laks\Desktop\LNK\WF... 2016/11/13 22:07:... 2016/11/13 22:44:... [R— TR —
EN > 0E E—— . S—
The Segment Changes Report dialog box appears.
Segment Changes Report %
Project Files (1) Export Options
[¥] | Project Languages/Files Word Count
V| Add Notes column for export
[¥] =3I EN->DE
[w] (g Translations com_ProductBrief_ProjectDirect... 187
Report Settings
Report Location:™ C:\Users\Public\Wordfast4\projects\Repor
Export Cancel

. Select the project files.

4
5. Select Add Notes column for export, if required.
6. Browse and select the Report Location.

7

. Click Export.



The Segment Changes Summary and Segment Changes Report appears.

segment Changes Summary *

Filename Segments Segments with changes

Translations com_ProductBrief_ProjectDir... 6

()
ra

OK

Total Source Target
Segments  Segments
ZE Changed Cha nged

Sample 2.docx.txml.txIf

Sample 2.docx.txml.txIf

H Target Revisions

Scorg Source Target Translator
Notes

TRANSLATION MANMAGEMENT. Laks UBERSEIZ
(unknown) |UNGS-MANAGEMENT.

Sun Nov 13
22:45:01
EST 2016

unknown |UBERSETZUNGSMANAGEMENT.
(unknown)
Sun Nov 13
22:45:01
EST 2016

3 | 100 |[STREAMLINE PROJECT Laks EFFEKTIVES

MANAGEMENT (unknown) |EREEEINIINEEERE DR OJEKTE-MANAG
Sun Nov 13 ([EMENT

22:45:05
EST 2016
unknown  |EFFEKTIVES PROJEKTMANAGEMENT
(unknown)
Sun Nov 13
22:45:05
EST 2016

Running Export Notes Report

You can determine how many notes are attached to a project's files and view them in a report by running
an Export Notes Report.

To export notes:

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

2. Select and open the project.

3. Click Export Notes Report.



ESEIMBII @ =

Translate hon Close  Modify Analyze Project  Transcheck  Segment Changes tm@

Fﬂn Fdders File Files Project Project Report Report Report
[Fles || Word... [ TXLF File Locatior Creation Date  Last Saved Translatio... Complete

=EIEN-> DE
@‘I’unshtinns c.. 187 C:\Users\Public\Wordfast. .. 2016/05/31 13:... 2016/05/31 14:...

|El|—>II

The Export Notes Report dialog box appears.

Export Notes Report @
Project Files (2) Report Settings
e e Word Count Report Location:™ | C:\Users\Public\Wordfast4\projects\Rep |
SIENUS-> DE
g} Translations com_ProductBrief_ProjectDirecto.. 187
g} Translations com_ProductBrief_ProjectDirecto.. 187

4. Browse and select the Report Location.
5. Click Export.
The Export Notes Summary appears.

Export Notes Summary [E]
Filename Segments Segments with Notes
Translations com_ProductBrief_Projec... 32 i
Translations com_ProductBrief _Projec. . 32 0

0K
6. Click OK.

The Notes export file is created in the folder you selected.




Importing Packages

Using the Import Package option, a GlobalLink Package (GLP) file can be imported into Wordfast Pro.
These GLP files are either exported from another Wordfast Pro installation or Project Director. When a
GLP file is imported, Wordfast Pro connects to the TMs and glossaries, and provides you access to all
the translatable files and additional resources. Refer to Using GLP Files for more information on GLP file

contents.

To import a package:

1. Click Import Package or drag and drop a GLP file into the white space in the Projects tab.

| = Wordfast4 -

Project Tools Options

i ; rnln i ] % v 93
Add Quick Praferences
Project Tools

v Date Created

C:\Users\tidara\Word... English (United States) German (Germany) 2015/03/31 12:53:21...

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

The Import Package dialog box appears.

Import Package x|
e 1Mport Package
Select options to import a GLP fike to the project Ist
Select a GLP file:™ C:\Users\Public\Wordfast4\MC_Proi_GLP.glp Browse
Source Language: en-Us
Target Language(s): de

(2 Update A Current Project

@ Create New Project
Project Hame:*® New_Proj-2

Location:* C:\Usars) PublelWordfastd\projects Browse

[#] Open Project After Import

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



3. Click one of the following options:
e Update A Current Project: select an existing project to update with the imported GLP file. Select
one of the update current project options:

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

e Create New Project: select to create a new project. Enter the new project details:
o Project Name: enter the new project name

o Location: click browse and select the location to save the new project

4. (Optional) Select Open Project After Import to open the updated or new project when the import

completes.

5. Click Import.
If Open Project After Import is selected, the current project view opens listing the files for
translation.

= Wordfast 4 ~ Project Files Project TM Project Terminology Reports Reference Files
Files Project Package

oo B & BE L = mJ KRB X ©E

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

Word C.. Creation Date Last Saved Translation ... | Complete ® 1t =

23 ENUS -> DE
@Translatlons com_Pro... 187 C:\Users\Public\Wordfast4\pro... 2016/03/31 14:47:... 2016/03/31 14:47:...
@Translations com_Pro... 187 C:\Users\Public\Wordfast4\pro... 2016/03/31 15:15:... 2016/03/31 15:15:...

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 users. A
GLP file can be directly imported and opened in Wordfast Pro without requiring a manual project setup.
If the GLP file originated from Project Director, then once the translation work is completed in Wordfast
Pro, the GLP file can be exported and uploaded into Project Director. Refer to Using GLP Files for more
information on GLP file contents.




Chapter 6 - Project Files

To export a package:

1. On the Project Files tab, select the project.

[ = Wordfast 4 ~ H Project Files H Project TM | Project Terminology '|' Reports | Reference Files | u:h]

Wordfast

@ﬁ.tﬁ@.@.@ﬁ &’ ¢

Chain Close  Modify Project  Analyze Project Transcheck Segment Changes Eﬂu‘lm Import
Files Project Project CleanUp Report Report

Translate

Hlu Fddan

File

|}|Iv!, |.w0I'f.|."
CIENUS-> DE

@ Translations com_...

[TXLF File Locatior Creation Date | Last Saved

Translation.. Complete

187

C:\Users\Public\Wordfast4\... 2016/03/31 14:4... 2016/03/31 14:4..

2. Click Export Package.

The Export Package dialog box appears.

Export Package

.
Export Package
Selact options to prepare a project export for distribution or archiving

Project Info

Project Narme: Mew_Proj-2

Project Location: C:\Users\Public\\Wordfast4\projects\New_Proj-2

Source Language: English (United States)

Export
@ Entire Project
(O Specific target enguages and resources

Resources To Include In Export
ource Files

TALF File 25 Bla
GLP Name
Select Naming GLP MName v
Convention: I
Previaw Mew_Praj-2
Select Location to Save
C:\Users\Public\Waordfastd\projects Browse
Export Cancel

Report  Package

Export
Package

®

Copyright © Wordfast, LLC 2016.
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3. Select the export type:
e Entire Project: select to export the complete project

e Specific target languages and resources: select the Target Language(s) and resources to be
included in the export.
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 select a

default name Custom Mamel L
e Custom Name to GLP Mame

enter a name of your Custom Mame

choice

5. Select a location where the GLP file will be saved.
6. Click Export.

The exported GLP is built and saved to the selected folder location. This GLP file can be shared with
other Wordfast Pro users.

Removing Files

Files can be removed from a project through the Project Files tab.
To remove a file or files:

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

2. Select and open the project.

3. Select the file to be removed.



Wordfast 4 - ] X

= wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help &| %
Files Project Package Options
= - T B = = =5 =T & =
o Fo s B B 5 < 5 [ ] b2
Add Add Translate Open Source Close  Modify Bilingual Analyze Project Transcheck Segment Changes Export Motes  Project Import Export Remove [ Preferences
Files  Folders File File Project  Project Export Report Report Report Clean Up Package Package File(s)
‘Word Count Creation Date Last Saved Translation Status ~ Complete @ L=
SEIEN->DE
Sample_3.docebaml.bdf 188 C:\Users'\Laks\Desktop\LNK\WF\W._ 2016/11/13 22:07:32 2016/12/05 16:20:10
ample_2.doccbml. bdf 188 C:\Users\Laks\Desktop\LMK\WF\W...  2016/11/13 22:07:32 .. 2016/11/13 22:45:06 .. [ROST——— 1 - V——
sample_1.doccbml bdf 188 C:\Users\Laks\Desktop\LNK\WF\W...  2016/11/13 22:07:32 .. 2016/11/13 22:44:39 .. [RO— S —
{3 Sample_1.doccbdf 226 C:\Users\Laks\Desktop\LNK\WF\W.__.  2016/11/14 10:35:21 _  2016/11/14 10:35:21 0.00%
EN-> DE —rr"aas

4. Click Remove File(s).
The Remove dialog box appears.
Remove *

@ Remove from the list only

©) Remove from the list and move the following resources to Archive folder

Resources z
TXLF Files 1
OK Cancel

5. Select one of the following:
e Remove from the list only: removes the file from the Files list but retains the file in the Project
folder on your computer
e Remove from the list and move the following resources to Archive folder: removes the
file from the Files list and moves the resources listed in the table to the Archive folder within the
Project folder on your computer

6. Click OK.

The file is removed from the current project.

Note:

After a file is removed it can be added again. Removed files are not erased and can be retrieved
from the Project folder on your computer using Add Files option.




Project TM

Translation memory (TM) is designed to provide maximum content re-use to and facilitate collaboration
between globally distributed localization resources. Translators can leverage reusable content in two
ways:
¢ Local TM: The local TM is located in your system and can only be accessed and updated by you.
¢ Remote TM: The remote TM is located on a server that can be accessed by several translators

at the same time. The translators can leverage the available content and also update the TM with
new reusable content.

TMs can be managed both by project managers and translators from the Project TM tab.

(S e || Project Files || Project TM || Project Terminology || Reports || Reference Files || Help |

Translation Memory Import [ Export

EEBEFEED e B 6

Copy Import  Export Remove Preferences
Local local  To Remote ™ ™ ™ ™ ™ ™

I ENUS-> DE
C:\Users\Public\WordfastH\ TM\Ne. .. v 4
C:\Users\Public\Wordfast4\projec... Y Secondary
C:\Users\Public\Wordfast4\projec... o

Primary

Secondary

‘T"a".s'a:':n". Memory cation Selected | Priority T™ Type Read-only ® i E‘

You can use the Project TM tab to complete the following tasks:

e Creating Local TMs e Adding Local TMs

e Connecting to Remote TMs e Opening Local TMs
e Modifying TMs e Copying Local TMs
e |mporting Local TMs e Exporting Local TMs

e Removing TMs

Searching and Sorting Project TMs

Project TMs can be searched and sorted using the column heads.

Transiation Memory | Location Enter a search string to view specific project TMs
and project TMs in a particular location




® Click to clear the entered search filters

1L

Click to sort the project TMs in ascending or
descending order

Click the sort menu to order the project TM details
based on a specific column head

& Translation Memory

Location
Selected
Priority
TM Type
Read-only

Creating Local TMs

To create a local translation memory:

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

2. Select and open the project.

3. On the Project TM tab, click Create Local.

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

Translation Memory Import [ Export Options

%@Iﬁ@ﬁl

Prefarences

™

| Translation Memory Locatior T™ Type Read-only @ N =
{ZJENUS-> DE
& New_M C:\Users\Public\Wordfast4\TM\Ne... i LOCAL
£ Local_TM_Copy C:\Users\Public\Wordfast4\projec... LOCAL
B C:\Users\Public\Wordfast4\projec. .. v LOCAL

s > oe L sese




The Translation Memory dialog box appears.

Translation Memory x
- ]
Create Translation Memory
Mame:® Local_TM_Copy
Target Language:® | German »
Location:® C:\Users\Public\Wordfastd\projects\Uk Browse. ..
Prioriy: Secondary w
/| Selected
|| Read-only
Ok Cancel

4. Enter the Translation Memory information.

Option Description

Name Enter the TM name. It is recommended to enter a name that includes a client
or organization name and the TM's language to easily identify it.

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

Location The location where the new TM will be saved.

The priority determines the sequence of reference during translation where
Priority the Primary TM is referenced first, followed by the Secondary TMs. Only
one TM can be selected as primary.

Selected Select checkbox to use this local TM for the current project.

Select checkbox to allow users to leverage the TM but not update it with new

Read Onl
y translation.

5. Click OK.

The new translation memory appears in the project TM list.



Adding Local TMs

To add a local translation memory to a project:

1.

2
3.
4

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

. Select and open the project.

Click the Project TM tab.

. Click Add Local.
] Wordfast 4 ] o

H BB ®

Create Add Connect
Local | Local | ToRemote

‘ Translation Memor
{ZJ EN US -> DE DE
£ Project-2
Hme

B ultimate
-

EN-US -> DE-DE

IRl

|' = wordfast4 | - | Project Files | Project TM | Project Terminology = Reports = Reference Files || Help (2] [x] I
—
Translation Memory E Opening TM 2 i

KJ )| |- « Wordfastd » projects » Uttimate » = Search Ultimate 0

Organize « MNew folder g== - 0

Name Date modified

.u.i' Favaorites

M Desktop 1 . conf 3/31/20151:25 PM File folder
& Downloads | data 4/4/20169:03 AM  File folder
13 Dropbox . Local_Glossary 8/6/201511:12 AM  File folder
‘1l Recent Places | | LocalTML 4/1/20169:26 AM  File folder

bT™2 6/6/2016 4:06 PM File folder

4 Libraries
| 5 Documents
J? Music
|| Pictures

i Videos

[ Select Folder | [ Cancel

5. Select the translation memory folder.

6.

Click Select Folder.

The selected translation memory is added to the project and listed in the Project TM tab.

Connecting to Remote TMs

To connect to a remote TM:

1.

2
3.
4

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

. Select and open the project.

Click the Project TM tab.

. Click Connect To Remote.




Chapter 7 - Project TM Wordfast

The Connect to Remote TM dialog box appears).

= Wordfast4 ~ | Project Files | Project TM | Project Terminology = Reports n:iumﬁs”mlp]

Translation Memory ! Connect to Remote TM

c,%; % g & @ [Wlﬁethispagetomnn;ﬂ;t.a;otém.\

Connect Open  Modify Copy Ir
Local Local | To Remote ™ ™ ™

TM Server ” 'WF Server l

|Tmnslation Memory | [ Location

£JENUS-> DEDE Symbaolic Name:*
& Project-2 C:\Users\tidara\Wordfast: URL Settings

Hme C:\Users\tidara\Wordfast:

& Ultimate C:\Users\tidara\Wordfast-

m Address:*

EN-US -> DE-DE

URL:™ | example: tm://address:port/TMS?

Port:

TMS Folder:*

TM Short Code:*

|

|

|

Cluster Short Code:* |
|

User;™* |
|

Password:*

Priority: Primary M
[V] Selected
Read-only
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5. Toadd 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 following the example template shown: example:// tm://
address:port/TMS?

Note:

‘ The URL Settings are populated automatically when you enter the URL string.

d) Select a Priority from the drop-down list.
The priority determines the sequence of reference during translation where the Primary TM is
referenced first, followed by the Secondary TMs. Only one TM can be selected as primary.

e) (Optional) Select Selected checkbox to use this translation memory for the current project.

f) (Optional) Select Read Only checkbox to allow users to leverage the TM but not update the TM

with new translation.

6. To add a WF Server:



Connect to Remote TM *

W Use this page to connect to remote TM.

TM Server WF Server

Symbolic Name:*
URL Settings
URL:" Test
Address:”
Port:®
UserMame:”
Password:*

Workgroup ID:

PM and TM admin

[7] Use TM Write Password

Priority: Primary hd

Selected

oK Cancel

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

c) Enter the remote translation memory URL following the example template shown: example:// wf://
jsmith:password@12345

Note:

The URL Settings are populated automatically when you enter the URL string.

d) (Optional) Select Use TM Write Password to provide password to clean up target content and
update the TM.

e) Select a Priority from the drop-down list.
The priority determines the sequence of reference during translation where the Primary TM is
referenced first, followed by the Secondary TMs. Only one TM can be selected as primary.

f) (Optional) Select Selected checkbox to use this translation memory for the current project.

g) (Optional) Select Read Only checkbox to allow users to leverage the TM but not update the TM
with new translation.



7. Click OK.

The new translation memory is created in the project TM list.

Opening Local TMs

Local translation memories can be viewed and edited in Wordfast Pro.
To open a local translation memory:

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

2. Select and open the project.

3. Select a translation memory file.

| Translation Memory Locatior T™ Type Read-only @ N =
EJENUS-> DE
B New_TM C:\Users\Public\Wordfast4\TM\Ne i LOCAL
B Local_TM_Copy C:\Users\Public\Wordfast4\projec . LOCAL
R C:\Users\Public\Wordfast4\projec... q/ LOCAL

4. Click Open TM.



The TM Editor tab appears.

Creanze Meatgamn  Mediloanes
Baar Creation Date Usar Dute:

Source and mrget Mo Results

TUP Tt
T Craation Liser:

TU Creation Date:
From:

Ta:

TU Modification User:

TU Modification Date:
From:

Ta:

5. You can filter, view, and update translation units using the TM Editor.

Modifying TMs

To modify a local or remote translation memory:

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

2. Select and open the project.

3. Click the Project TM tab.



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

Translation Memory Import [ Export

BB B B

Create  Add Connect  Open = Modify
Local Local  To Remote ™ ™

| Translation Memory Locatior T™ Type Read-only ® (L
EJENUS-> DE
B New_TM C:\Users\Public\Wordfast4\TM\Ne i LOCAL
H Local_TM_Copy C:\Users\Public\Wordfast4\projec . LOCAL
B C:\Users\Public\Wordfast#\projec... LOCAL

EN-US -> DE

4. Click Modify TM.

The Modify TM dialog box appears.

Translation Memory x
-
W=
Mame:™ Mew_THM
Growse. ..
Priority:™ Primary -
[¥] selectad
Read-only
oK Cancel

5. Modify the TM details as required.
6. (Optional) Select Selected checkbox to use this TM for the current project.

7. (Optional) Select Read Only checkbox to allow users to leverage the TM but not update it with new
translation.

8. Click OK to save changes.



Copying Local TMs

To copy a local translation memory:

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

2. Select and open the project.
3. Click the Project TM tab.
4

. Select a translation memory.

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

|
Translation Memory

E%&@@@@l

Modify = Copy Import  Export Remowe  Preferences
Local Lo-cal ToRen'lote TM ™ ™ ™ ™ ™

Translation Mer Selected  Priority TMType  Read-only @ 1.
EJENUS-> DE
B New_TM C:\Users\Public\Wordfast#\TM\Ne «  Primary

£ Local_TM_Copy C:\Users\Public\Wordfast4\projec .. «  Secondary
™2 C:\Users\Public\Wordfast4\projec .. vl Secondary

EN-US-> DE

5. Click Copy TM.
The Copy Translation Memory dialog box appears.

Copy Translation Memory »

& (reate a copy of the selected transiation memory. Please enter a name for
the copy, location, and decide ¥ you want to fip the TM langauges.

Source TM: Local_TM_Copy
MName:* Local_TM_anotherCopy
Location:™ C:\Users\Public\Wordfastd\projects\Ukimata {Browse |

[] Fiip Languagas

Copy Carvcel

Enter the TM Name for the copy and its destination folder.
Enter the Location where the TM will be saved.

Select Flip Languages, to reverse the source and target languages.
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Click Copy.



A copy of the translation memory is saved in the selected folder location.

Importing Local TMs

To import a translation memory:

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

2. Select and open the project.

3. Click the Project TM tab.
'] Wordfast 4 =1

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

Translation Memory

Gl %@E 5

Create Add Connect Open  Modify  Copy
Local Local  To Remote ™ ™ ™

[ Translation Memony Locatior Selected | Priority TMType Read-only @® T, =
I ENUS-> DE

C:\Users\Public\Wordfast4\TM\Ne. i LOCAL
C:\Users\Public\Wordfast4\projec_.. LOCAL
C:\Users\Public\Wordfast4\projec._.. LOCAL

4. Click Import TM.

The Import Translation Memory dialog box appears.

Import Translation Memory x
b
w Import Translation Memory
Fle Type:™ TMX ~
Irport Fie:” C:\Users) Public\Documents\Wordfast\Das_Spoken|Wordfast-2'| Browse...

(D) Create Mew TM

@ Import Into Exigting TM
Exsting TM:* _TH_11 |
I TU aready exists:™ | Add as a new TU B




5. Select the import File Type:
o WEF Classic TM: This file format can be used in Wordfast Classic and Wordfast Pro 3 translation
tools.

e TMX: This is a standard file format supported by all translation tools.
6. Click Browse to locate and select the Import File.

7. Select the TM creation option:
o Create New TM: to import the TM into a new TM file

e Import Into Existing TM: to import the TM into one of the available TM files. Select the Existing
TM and the action to be taken If TU already exists

8. Click OK.

The translation memory is imported and appears in the project TM list.

Exporting Local TMs

To export a local translation memory:

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

2. Select and open the project.

3. Click the Project TM tab.

= Wordfast4 ~ Project Files Project TM Project Terminology Reports Reference Files Help
Translation Memory Import

E%%%%@@

Create Open  Modify  Copy Import
Local Local  To Remote ™ ™ ™ ™

Selected | Priority T™ Type Read-only ® 1.

EJENUS-> DE
EE New_TM C:\Users\Public\Wordfast4\TM\Ne Primary LOCAL
B Local_TM_Copy C:\Users\Public\Wordfast4\projec .. Secondary LOCAL
& C:\Users\Public\Wordfast#\projec Secondary LOCAL

cnvs-> o e

4. Select the translation memory file to export.

5. Click Export TM.



The Export Translation Memory dialog box appears.
Expart Translation Memory b

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

Transktion

Local_TH_Copy i
Mamory:

Export Type:® T™X —

Fia: Browse. ..

Ce Cancel

Select a different Translation Memory from the drop-down list, if required.
Select the file Export Type from the drop-down list.

Click Browse and select the folder location where the exported file should be saved.
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Click OK.

The selected translation memory is exported to the selected folder location.

Removing TMs

When a translation memory is removed from a project, the local TM file is retained in the TM folder on
your computer and can be added again by clicking on Add Local. The remote TM can be added again
by clicking on Connect to Remote and entering the URL.

To remove a translation memory from the current project:

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

2. Click the Project TM tab.



(] Wordfast 4 - O *
I = Wordfast4 - H Project Files ” Project TM " Project Terminology H Reports H Reference Files ” Help ]
Translation Memory Import [ Export Options
B B B BB ae | B =
eate D|:|en Modify  Copy Import  Export Remove f| Preferences
and L-Dcd TnRenmte ™ ™ ™ ™ ™ ™
|T|'ans|ati0n Memory ||Location | Selected | Priority T™ Type Read-only ® 1L
@I EN-> DE
ﬁ DocTM tms://stg-supportl.trans... o Primary TM Server
En-> ok —— A —" |

3. Select the TM to be removed.
4. Click Remove TM.

A Remove TM dialog box appears.

Remove TM @

E Are you sure you want to remove the selected TMs?

Do not warn me about this anymore.

5. Click Yes.

The selected translation memory is removed from the TM list.




Project Terminology

Project Terminology tab is used to manage the glossaries and blacklisted terms. A glossary is a
collection of terms used in previous translation projects. These terms could be both preferred and
rejected or blacklisted.

g S O e

[ = Wordfast4 - H Project Files H Project TM “ Project Terminology ” Reports H Reference Files H Help ]

Terminology Blacklist

IWE CUEEBR B E WU

Ope Import Export Create Op t Modify  Remove  Prefersnces
Local local ToRemote Clossany Local local ToRemote Elacklist  Blackist Elacklist

Glossary Name ||L:|:3ti:|n |Selected Read-only () 1. =

= EN-> DE
(=7 Glossaries
@ Remote_Glossary_01 tmgrs:/fga-tpt7.translations.com/TMGR?prj=TRAODO0758w. .. e

You can use the Project Terminology tab to complete the following tasks:

e Working with o Working With Blacklists o Modifying and Removing
Glossaries Glossaries, Blacklists

Searching and Sorting Project Terminology

Project Terminology or Glossary can be searched and sorted using the column heads.

|G|E'SSE"-' Name |LE'EEtiE'n | Enter a search string to view specific project

glossaries and project glossaries in a particular

location
® Click to clear the entered search filters
N Click to sort the project glossaries in ascending or

descending order




Click the sort menu to order the project glossary
details based on a specific column head

® Glossary Name

Location

Selected

Read-only

Working with Glossaries

A terminology list or glossary includes source terms and their preferred translations.

You can use the Terminology panel of the Project Terminology tab to complete the following tasks:

e Creating Local Glossaries e Adding Local Glossaries e Connecting to Remote

e Opening Local Glossaries e Importing Local Glossaries Glossaries
e Exporting Local Glossaries

Creating Local Glossaries
To create a local glossary:

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

2. Select and open the project.

3. Click the Project Terminology tab.

[E\mu-dfastq - || Project Files | Project TM | Project Terminok earr riee | e [&][x]

Terminology Blackist

YW U ERERR S B R WM S

[ Import Export Create Connect Modify Remove  Preferences
Local  To Remote Glossary  Glossary Local To Remote k Baddlst

Selected | Read-only ® Tl =
=EIEN-> DE
23 Glossaries
L5l Remote_Glossary_01 ions.com/ TMGR 7prj=TRAD000758u... 4

e > oe [

4. Click Create Local.
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10.

The Create Glossary dialog box appears.

Create Glossary ®

w Create/Modify Glossary

Name:* |

Target Language:* | German (Germany) w

Location:* Browse...

Selected
[ Read-only

aK Cancel

Enter a unique Name for the glossary.

Select the Target Language.

Browse to a folder Location where the new glossary should be saved.

(Optional) Select Selected checkbox to use this local glossary for the current project.

(Optional) Select Read Only checkbox to leverage the local glossary but not update it with new
terms.

Click OK.

The new glossary appears in the project terminology list.

Adding Local Glossaries

To add a local glossary:

1.

2
3.
4

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

. Select and open the project.

Click the Project Terminology tab.

. Click Add Local.



5] Wordfast 4 (o B e S

I = Wordfast4 - ” Project Files | Project TM Project Terminology = Reports Reference Files | Help @

Terminol -
enminoiogy E Creating glossary
m m @ @ i‘- , <« Project 5 » de-DE » glossary » - Search glossary pe)
Create | Add Connect Open = I—
local | Llocal | ToRemote Glossary Organize v New folder 3= - (7]
[ Glossary Name %# Dropbox “  Name . Date modified Type
"l Recent Places )
I ENUS-> DEDE : 1. Local_Glossary 6/8/2016 1:35 PM File falder

................................. : 4 Libraries
..................... i [¥ Documents
@' Music

|bs| Pictures
B videos

B Local_Blackist

EN-US -> DE-DE
1% Computer

& WINDOWS (C:

K AppleiPhone . |

Folder: glossary

5. Browse and select the glossary folder.

6.

Click Select Folder.

The selected glossary is added to the project and listed in the Project Terminology tab.

Connecting to Remote Glossaries

To connect to a remote glossary:

1.

2
3.
4

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

. Select and open the project.

Click the Project Terminology tab.

. Click Connect To Remote.



The Connect to Term Manager dialog box appears.

: ‘

= Wordfast4 ~ Project Files Project TM = Project Terminology = Reporis = Reference Files | Help EINES

Terminology Bladdist
—! =2 BN Connect to Term Manager ®
| @ | B @A .
fEmE oA LTTIES iz ST = o5 W Connect To Remote Glossary
Locy

Local Local | ToRemote | Glossary Glossary Glossary
TMGR Server WF Server

I ENUS-> DEDE Name:*
{3 Glossaries
[ ] Project-2_Gloss C:\Users|
3 Blacklists Target Language:* German hd
B hos_Blacklistz C:\Users||  UpL settings
E Local_Blackist C:\Users! URL: Test
EN-US -> DE-DE Address:’
Username:™ —
Password:*

Project Short Code:”

Selected
[C] Read-only

Create Blacklist Connection

0K Cancel

Click the TMGR Server or WF Server tab.
Enter a unique name in the Name field.

Select a Target Language from the drop-down list.

® N o o

Enter the remote glossary URL following the example template shown: example:// tmgr://
address:port/tmgr?

Note:

The URL Settings are populated automatically when you enter the URL string.

9. (Optional) Select Selected checkbox to use this glossary for the current project.

10. (Optional) Select Read Only checkbox to allow users to leverage the glossary but not update it with
new terms.

11. (Optional) Select Create Blacklist Connection to include a term blacklist.
12. Click OK.

The new glossary is created in the project terminology list.



Opening Local Glossaries
To open a local glossary:

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

2. Select and open the project.

3. Click the Project Terminology tab.

[ = Wordfast4 ~ || Project Files | Project TM | Project Terminology | f ; [&] ]

Terminology

U & B

Create  Add Connect Open
Local Local  ToRemote Glossary

[ Glossary Name 1 Selected | Read-only  ® 1.
=) EN US -> DE DE
3 Glossaries
[1] Project-2_Gloss = \L \ ifast\Project-2_Gloss 4
m General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary o
=3 Blacklists

-

envs > oe.0e Lo

4. Select a glossary and click Open Glossary.
The Glossary Editor tab appears.

o o Tem ot
¢a o 110 M =
mmmm:ﬁ'

=T Rodideabon.
hdax Sowce Sins i
2015/08/06
Source and target 1 Apologies :ﬂ-’«[#g.ﬁﬂ tidara
: 20150806
e T 140050  tidara
' - MDT
20150806
14.00:50  fidara
MDT
2015/08/06
14:00:50  Hdara

5. You can filter, view, add, remove, and update terms using the Glossary Editor.

Importing Local Glossaries
To import a glossary:

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




Chapter 8 - Project Terminology Wordfast

2. Select and open the project.

3. Click the Project Terminology tab.
' () Wordfast 4 E=SEER |

[ = Wordfast4 - H Project Files H Project TM | Project Ts
Terminology Blacklist Options

LYW e PB RSB R WM S

Create  Add Connect Open Import Connect Open Export Modify Remove  Preferences
Local Local ToRemote Glossary | Glossary ToRemote lackist  Blacklist  Slacklist

| selected | Readonly @ L

|{i|n!-!~||y Name
I ENUS -> DE DE

3 Glossaries
(L] Project-2_Gloss C:\Users\tidara\Documents\Wordfast\Project-2_Gloss 4
4

[l-] General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary
=3 Blacklists

EN-US -> DE-DE

4. Click Import Glossary.
The Import Glossary dialog box appears.

| Import Glossary

W Import Glossary
File Type:™® TBX
Import File:™ .

-~

Browse...

@ Create a new glossary

@ Import into existing glossary
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. Select the import File Type:
o Tab delimited text file (TXT): Wordfast Classic and Wordfast Pro 3 format

File Type:™ Tab delmited b

Import File:™ Tab deimied

o Term Base eXchange (TBX)

File Typa:®

gk

Import File:™

. Click Browse to locate and select the Import File.

. Select the glossary creation option:
e Create a new glossary: to import the glossary into a new glossary file

e Import into existing glossary: to import the glossary into one of the available glossary files.
Select the Existing Glossary and the action to be taken If the term already exists

. Select Clear before import to overwrite the existing glossary.

. Click OK.

The glossary is imported and appears in the project terminology list.

Exporting Local Glossaries

To export a local glossary:

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

2. Select and open the project.

3. Click the Project Terminology tab.
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[Ew»mrasu - ”mmﬁ:;”mmm| Pruﬁl:ctTcrl'-uhgvj.llepwls |n.:lumﬁu |l'k'_hl
Terminology

Eﬁ[ﬂ[ﬂlﬁﬂ]ﬂﬁﬁﬂ@ﬂﬁ.ﬂﬂ

Create  Add Connect Open Import | Export Create  Add Connect Open Export Medify Remove Preferences
Local Local ToRemote Glossary Glossary | Glossary Local Local ToRemote Hlackist lacliid Blacklist

|{i|n!-!~||y Mame || Locatior .Sdected .Readonlv . @ N = .

I ENUS-> DE
3 Glossaries
(L] General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary 4
[] custom_Glossary C:\Users\Public\Documents\Wordfast\Custom_Glossary «
= Blacklists

4. Select the glossary to export.
5. Click Export Glossary.
The Export Glossary dialog box appears.

Export Glossary
.
W Export Glossary
Glossary:* | General_Glossary ]:]
Export Type:* | TBX ||
Fila:™ C:\Users\Publkc\Wordfastd\projects\New_Pro|  Browse...
oK Cancel

6. Select a different Glossary from the drop-down list, if required.
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7. Select the file Export Type from the drop-down list:
o Tab delimited text file (TXT): Wordfast Classic and Wordfast Pro 3 format

File Type:~ Tab delmited b
Import File:™ Tab deimied

o Term Base eXchange (TBX)

File Typa:®

gk

Import File:™

8. Click Browse and select the folder location where the exported file should be saved.
9. Click OK.

The glossary is exported to the selected folder location.

Working With Blacklists

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

You can use the Blacklist panel of the Project Terminology tab to complete the following tasks:

e Creating Local Blacklists e Adding Blacklists e Opening Local Blacklists

e |mporting Local Blacklists e Exporting Local Blacklists

Creating Local Blacklists
To create a local blacklist:

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

2. Select and open the project.

3. Click the Project Terminology tab.



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

Terminology

W e FuEER R B R

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

To Remote Blacklist

Selected |Read-only ® Tl
{3 EN US -> DE DE
= Glossaries
(L] Project-2_Gloss C:\Users\tidara\Documents\Wordfast\Project-2_Gloss vy
- Blacklists
B Thos_Blackuist2 C:\Users\tidara\Documents\Wordfast\Thos_BlackList ./
E Local_BlacKist C:\Users\Public\Wordfast4\projects\Project_5\de-DE),.. Y 4

en-us > o oe .

4. Click Create Local in the Blacklist panel.

The Create Blacklist dialog box appears.

Create Blacklist 4
-

W Create a New Blacklist
Name:* New_Blacklist
Language:* |German (Germany) »
Location:* | C:\Users\Public\Wordfast4\projects\Proje | Browse...
Selected
[] Read-only

oK Cancel

Enter a unique name for this blacklist.

Select a Language.

Browse to a folder Location where the new blacklist should be saved.

(Optional) Select Selected checkbox to use this local blacklist for the current project.

(Optional) Select Read Only checkbox to leverage the blacklist but not update it with new terms.
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Click OK.

The new blacklist appears in the project terminology list.



Adding Blacklists
To add a blacklist:

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

. Select and open the project.

2
3. Click the Project Terminology tab.
4

. Click Add Local in the Blacklist panel.

[w] Wordfast 4

|' = Wordfast4 ~ || Project Files '| Project TM | Project Terminology | Reports = Reference Files | Help (&] [%]

Terminology

S

Blacklist

LERBRE @am-

[ Remote_Glossary 01

Import  Export Create | Add Connect Modify Remowe Preferences
Local Local ToRemote Glossary  Glossary Glossary Local Local || To Remote E.'-:- = Bladdist
—1
Glossary Name [v] Creating blackiis —£3-
SEIEN->DE o9 r « blackiist » Local Blacklist » |4l search Locat Blackist P
=7 Glossaries e ———

Organize * MNew folder Bz 0

% Dropbox = Name Date modified Type

| EN-> DE

"L Recent Places )
B J conf 7/30/2015 10:35 AM  File folder
. data 7/13/2016 12:05 PM  File folder

—_—
e [} New_Blackiist 6/30/20169:33 AM _ File folder

|4-1 Documents
@' Music

|| Pictures
B videos

18 Computer
&, WINDOWS (C:
& DVDRWDrive . |

Folder MNew_Blacklist

[ select Folder | [ Cancel

5. Browse and select the blacklist folder.

6. Click Select Folder.

The selected blacklist is added to the project and listed in the Project Terminology tab.

Opening Local Blacklists
To open a local blacklist:
1. Go to the Projects tab (refer

2. Select and open the project.

to Opening Projects).

3. Click the Project Terminology tab.



||| = wordfasta - || Project Files | Project TM | Project Terminology | Rep f Files | Help

Terminology

Blacklist

LWWCUe R R & E R

oy : oot Creste Add Connect | Open | Impot  Export | Modify
v local  Local Blackist Blacklist

Local anal To Remote To Remote

|:.|...,;|-,-*-1.,|-.- Selected  Read-only | ® Tl

L] Project-2_Gloss C:\Users\tl Doc \Wordfast\Project-2_Gloss <

(L] General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary
=9 Blacklists

L4
B Thos_BlackList L blic\Doc P ———— . ¢
B Local_Blackist C:\Users\Public\Wordfast4\proj ¢

e Lo

-

4. Select a blacklist and click Open Blacklist.

The Blacklist Editor tab appears.

[ Wordfast 4 - o x
[ = Wordfast 4| - H Blad.istElitnr” Heh] 2] [%]
Edit Options Term Options Blacklist Options
Previous Paste Remove Import Preferenc&s
Llpdate Update Blacklist Eladdlst
Filters Index  Forbidden Term | | Suggested Term |+ |
Search: 1 DONOT Do not
Forbidden ™ |2 Please click Click
Term Text: 3 Warning popup Warning message
| Enter Term Text |
Q Find ® Clear

5. You can filter, view, add, remove, and update terms using the Blacklist Editor.

Importing Local Blacklists

To import a local blacklist:

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

2. Select and open the project.

3. Click the Project Terminology tab.



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

Terminology

mumma@ﬁmﬁi“

Create  Add Connect Open Import | Export Modify Remove Preferences
Gossanr Local local ToRemote Blackist Blackist | Blacklist

Selected | Read-only | ® 1L

L] Project-2_Gloss C:\Users\tidara\Documents\Wordfast\Project-2_Gloss "4

u General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary 4
‘) Blacklists

E Thos_BlackList C:\Users\Public\Documents\Wordfast\Proj_BlackList o

E Local_Blacklist C:\Users\Public\Wordfast4\projects\Project_5\de-DE\blac... </

ev-us > e e e

4. Click Import Blacklist.

The Import Blacklist dialog box appears.

File Type:® Tt w

Irport File;™ c:",Users'n,F'uhl-:'.Dm:umem'-,'l.'.'ard'as:l.P'o]jhdd_:st‘-,& Browse...
(D) Create a new blackkst

& Impaort into existing blackist

Exsting Backkstz™ Hiw_Blackist w
If the term akready Add 35 new term =
Exgre:”
| Clear before mpart
=8 Caree

5. Select the import File Type.
6. Click Browse to locate and select the Import File.

7. Select the blacklist creation option:
o Create a new blacklist: to import the blacklist into a new blacklist file

o Import into existing blacklist: to import the blacklist into one of the available blacklist files. Select
the Existing Blacklist and the action to be taken If the term already exists

8. Select Clear before import to overwrite the existing blacklist.
9. Click OK.

The blacklist is imported and appears in the project terminology list.



Exporting Local Blacklists
To export a blacklist:

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

2. Select and open the project.

3. Click the Project Terminology tab.

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

Terminology Blacklist Options

LW e R ReE RN

Create Add Connect Import Create Add C Open Import Export Modify Remove Preferences
local  Local  ToRemote local  Llocal ToRemote Blackist Blackist | Blacklist

Selected Read-only @ T. =
{JENUS-> DEDE
‘=) Glossaries
L] Project-2_Gloss C:\Users\tidara\Documents\Wordfast\Project-2_Gloss
L] General_Glossary C:\Users\Public\Documents\Wordfast\General_Glossary
{1 Blacklists
B Thos_Blackuist2 C:\Users\tidara\Docy \Wordfast\Thos_BlackList
Q Local_Blackist C:\Users\Public\Wordfast4\projects\Project_5\de-DE\blac...

EN-US -> DE-DE —

4. Click Export Blacklist.

The Export Blacklist dialog box appears.

Export Blackst »
W Export a blacklst
Baackist-" Hew_BlBckist w
Exaoit Type:™ Tuk as
Fia:" C:Allsers\Pubbc\ Docurments\ Wordfast\Proj_BlackLst\Me  Browse...
oK Cancel

. Select a different Blacklist from the drop-down list, if required.

5

6. Select the file Export Type.

7. Click Browse and select the folder location where the exported file should be saved.
8

. Click OK.

The blacklist is exported to the selected folder location.



Modifying and Removing Glossaries, Blacklists

You can use the Options panel of the Project Terminology tab to complete the following tasks:

¢ Modifying Glossaries e Removing Glossaries

e Modifying Blacklists e Removing Blacklists

Modifying Glossaries
To modify a glossary:

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

2. Select and open the project.

3. Click the Project Terminology tab.

[+ Wordfast 4 - ] x
= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help EES
Terminology Blacklist Options
50 [Eh %
U TR ER RS A B WM
Create Add Connect Open Import Export Create Add Connect Import Modify | Remove Preferences
Local Local ToRemote Glossary Glossary Glossary Local Local  To Remote Blacklist
Selected | Read-only X T =
SEIEN->DE
=43 Glossaries
[ DocTerm tmagrs://qa.com/TMGR?prj=TRAQ0D0758. ..
[[] DocTerm1 C:\Users\Laks\Desktop\LNK\WF\WF testing\DocTermi
=43 Blacklists
B DocBlackist C:\Users\Laks\Desktop\LNK\WF\WF testing\DocBlacklist v
EN-> DE hem— e |

4. Select the glossary and click Modify.



The Create/Modify Glossary or Connect to Remote Glossary dialog box appears based on the
glossary type.

Create Glossary *
W Create/Modify Glossary
Name:* DocTerml
Selected
[ Read-only
OK Cancel
Connect to Term Manager ®
W Connect To Remote Glossary
THMGR Server
Name:* DocTerm
URL Settings
URL:* tmars://qa.com/TMGR/ Training Test
Address:* ga.com/TMGR
Username:” Training
Password:” [rTT—

Project Short Code:* TRADOOOTS

[ Selected
[ Read-only

oK Cancel

Modify the glossary details as required.
(Optional) Select Selected checkbox to use this glossary for the current project.

(Optional) Select Read Only checkbox to allow users to leverage the glossary but not update it with
new terms.

Click OK to save all changes.



Removing Glossaries

When a glossary is removed from a project, the local glossary file is retained in the glossary folder on
your computer and can be added again by clicking on Add Local. The remote glossary can be added
again by clicking on Connect To Remote and entering the URL.

To remove a local glossary:

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

2. Select and open the project.

3. Click the Project Terminology tab.

[ wordfast 4 - a b
= Wordfast4 - | ProjectFiles || Project TM | Project Terminology || Reports | Reference Files | Help EJRES
Terminology BlacKlist Options
s
. -
Ll FRE R RS ERE WL
Create Add Connect Open Import Export Create Add Connect Import Modify [ Remove | Preferences
Local Local ToRemote Glossary Glossary Glossary Local Local  To Remote Blacklist
Selected | Readonly (@ 1. =
SEIEn-> DE
=7 Glossaries
[ DocTerm tmagrs:{/qa.com/TMGR?pri=TRADDD0758
L] DocTerm1 C:\Users\Laks\Desktop\LNK\WF\WF testing\DocTerml
243 Blacklists
@ DocBlacklist C:\Users\Laks\Desktop\LNK\WF\WF testing\DocBlacklist 4
Sl —

4. Select the glossary to be removed.

5. Click Remove.
The Remove Glossary(ies) dialog box appears.
Remove Glossary(ies) X

Are you sure that you want to remove the selected
I _ glossary(ies)?

[[] Do not warn me about this zanymore.

6. Click Yes.

The selected glossary is removed from the terminology list.

Modifying Blacklists
To modify a blacklist:

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

2. Select and open the project.



3. Click the Project Terminology tab.

[ Wordfast 4 - m] b4
= Wordfast4 - | Project Files || Project TM | Project Terminology || Reports | Reference Files | Help ESRES
Terminology BlacKlist Options
s

= = -
LW 5 e R R EER R QWM E
Create Add Connect Import Create Add Connect Open Import Export Modify | Remove Preferences
Local Local  To Remote Glossary Local Local ToRemote Blackist Blackist Blacklist

Selected | Readonly (@ 1. =

23 EN-> DE
=23 Glossaries
L‘;—j DocTerm tmgrs://ga.com{TMGR?prj=TRADD0D75&
L_] DocTerml C:\Users\Laks\Desktop\LNK\WF\WF testing\DocTerml
23 Blackists
@ DocBlacklist C:\Users\Laks\Desktop\LNK\WF\WF testing\DocBlacKlist g
Mo W— 7S

4. Select the blacklist and click Modify.

The Modify a Blacklist or Connect to Remote Blacklist dialog box appears based on the blacklist type.

Connect to Term Manager ®
W Connect to Remote Blacklist
Name:* DocBlacklist1
Create Blacklist X
URL Settings
- URL:* tmars://qa.com/TMGR/ Training Test
Modify a Blacklist
Address:* qa.com,/TMGR.
Username:” Training
Name:* DocBlacklist

Password:” [rTT—

) - Project Short Code:* | TRADDOO7S
Location:* C:\Users\Laks\Desktop \LNK\WF\WF testin|  Browse...

Selected
[ Read-only

Selected

oK Cancel OK Cancel

5. Modify the blacklist details as required.

6. (Optional) Select Selected checkbox to use this blacklist for the current project.

7. (Optional) Select Read Only checkbox to allow users to leverage the blacklist but not update it with
new terms.

8. Click OK to save changes.

Removing Blacklists

When a blacklist is removed from a project, the local blacklist file is retained in the blacklist folder on your
computer and can be added again by clicking on Add Local. The remote blacklist can be added again by
clicking on Connect To Remote and entering the URL.



To remove a blacklist from the current project:

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

2. Select and open the project.

3. Click the Project Terminology tab.

Wordfast 4

SEIEN->DE
23 Glossaries
[ DocTerm
] pocTerm1
=43 Blacklists
@ DocBlacklist

EN-> DE

- m} X
= wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help EJRES
Terminology Blacklist Options
e = [ o
LW W T RER R & AR W
Create Add Connect Import Create Add Connect Open Import Export Modify J|Remove || Preferences
Local Local  To Remote Glossary

Local Local ToRemote Blackist Blacklist Blacklist

Selected | Read-only @ T =

tmagrs://qa.com{TMGR?prj=TRADDOD7 58,
C:\Users\Laks\Desktop\LNK\WF\WF testing\DocTerm1

C:\Users\Laks\Desktop\LNK\WF\WF testing\DocBlacklist v

[E—— 1S R

4. Select a blacklist to remove.

5. Click Remove.

The Remove Blacklist dialog box appears.

Remove Blacklist

Are you sure that you want to remove the selected

} l ' blacklist(s)?

[7] Do not warn me about this anymore.

6. Click Yes.

Yes No

The selected blacklist is removed from the terminology list.




Reports

The Reports tab displays all analysis and cleanup reports that can be exported for reference into CSV,
HTML, XLS, and PDF formats.

[ = Wordfast4 | - H Project Files H Project TM H Project Terminology “ Reports H Reference Files H Help ]

Options
S
Rerrm:\.\aE:-q:rurtv

Report

Report Name | [ Location Creation Date
Y ENUS -> DE
=3 Analysis

28] Analysis Report.ipt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/03/31 14:07:14 MDT
28] Analysis Report1.ipt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/03/31 16:39:39 MDT

[#] Analysis Report2.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/04/11 14:57:40 MDT
=5 Cleanup

[ Clean Up Report.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/05/18 12:25:21 MDT

ew-us > oe T

You can use the Reports tab to complete the following tasks:

e Opening Reports e Exporting Reports e Removing Reports

Searching and Sorting Reports

Reports can be searched and sorted using the column heads.

|F*EDE"t Name |LE'EEtiE'n | Enter a search string to view specific reports and
reports in a particular location
® Click to clear the entered search filters
N Click to sort the reports in ascending or
descending order
= Click the sort menu to order the report details

based on a specific column head
® Report Name

Location

Creation Date




Opening Reports

To open a report:

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

2. Select and open the project.

3. CI|ck the Reports tab.

x

Rq:urt

| Report Name | | Location

=3 EN US -> DE
=3 Analysis
=1 Analysis Report.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/03/31 14:07:14 MDT
58] Analysis Report1.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/03/31 16:39:39 MDT
5 Analysis Report2.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/04/11 14:57:40 MDT
=3 Cleanup
58] Clean Up Report.rpt C:\Users\Public\Wordfast4\projects\MC_Proj-1\d... 2016/05/18 12:25:21 MDT

enus > oe T

4. Select a report and double-click it.




The Report File appears.

Report File B8
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 0 0 0
TM Matches
Context 1 4 3 3

100% 25 124 78 16
95%-99% 0 0 0 0
85%-94% 2 13 5 5
75%-84% 3 44 9 7
50%-74% 0 0 0 0

No Match 1 2 3 4
Ignored o] 0 0 0
Total 32 187 100 35
Chars/Word 6.50
Chars Total 1216

oK

Exporting Reports

To export a report:

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

2. Select and open the project.

3. Select the Reports tab.

[v] Wordfast 4 G=JECT|

[ = Wordfast4 ~ H Project Files | Project TM | Project Terminology ~ Reports

Options

=

Report Name

EJENUS-> DE
=3 Analysis
{4 Analysis Report.rpt
&%) Analysis Report1.rpt
f2#{ Analysis Report2.rpt
&3 Cleanup
&% Clean Up Report.apt

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

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

EN-US -> DE

2016/03/31 14:07:14 MDT
2016/03/31 16:39:39 MDT
2016/04/11 14:57:40 MDT

2016/05/18 12:25:21 MDT




4. Click Export and select a format from the drop-down menu.

The export formats available are:

e CSV
e HTML
o XLS
e PDF

@@ Export report as CSV format
(mm Export report as HTML format
@ Export report as XL5 format

(@@ Export report as PDF format

5. Enter a file name and select the folder location to save the report.

6. Click Save.

The report is saved in the selected folder location.

Removing Reports

To remove a report:

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

2. Select and open the project.

3. Select the Reports tab.

P

Remove
Report

EN -> DE

Wordfast 4

= Wordfast4 - Project Files

Options

=8

Export

HJEN-> DE
=3 Analysis
[=# Analysis Reportl.rpt

Project TM Project Terminology Reports Reference Files Help

»
b 4

Creation Date ® T

C:\Users\Laks\Desktop\LNK\WF\WF . 2016/12/06 15:27:25 EST

— ey

4. Select a report to be removed.

5. Click Remove Report.




The report is removed from the reports list.

Note:

After a report is removed it can be viewed again. Removed reports are not erased and can be
retrieved from the Project folder on your computer.




Reference Files

Reference files can be included with a project to provide context to the translation project. These could
include definitions, illustrations, workflow diagrams, notes, etc,.

Location CORTIN =

reference-files Cr\Users\Public\Wordfast4\projects\Submission_. ..

.
You can use the Reference Files tab to complete the following tasks:

o Adding Reference Files e Showing Instructions

o Opening Reference Files e Removing Reference Files

Searching and Sorting Reference Files

Reference files can be searched and sorted using the column heads.

|Fi|E Name |LE'EEtiE'n | Enter a search string to view specific reference
files and reference files in a particular location

® Click to clear the entered search filters

N Click to sort the reference files in ascending or
descending order

Click the sort menu to order the reference file
details based on a specific column head

@ File Name

File Type

Location




Adding Reference Files

To add reference files:

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

2. Select and open the project.

3. Click the Reference Files tab.

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

Options

File Type @ 1N =

&) Project_de-DE_notes.html reference-files C:\Users\Public\Wordfast4\projects\Submission_0.

4. Click Add Files.

5. Browse and select the reference file. To select multiple reference files, press Ctrl and select them.

6. Click Open.

The file(s) is added to the reference files list.

Opening Reference Files

To open a reference file:

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

2. Select a project.
3. Click Open Project.
4

. Click the Reference Files tab.



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

Options

RyIEE) By X

Add Open
Files File File(s)

File Type ®
|g) Docx.docx reference-files C:\Users\Public\Wordfast4\Reference_Files\Do...

enus > oe-oc L ewe

5. Select a reference file and click Open File.

The selected file opens.

Showing Instructions

When a translation submission is created in Project Director (PD), specific instructions can be added to
the submission for the translator and reviewer. These instructions are then downloaded from PD as part
of the GlobalLink Package (GLP) file. When this GLP file is imported into Wordfast Pro, the instructions
are available for viewing through the Reference Files tab.

To view instructions:

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

2. Select and open the project.

3. Click the Reference Files tab.

| = Wordfast4 - Project Files Project TM Project Terminology = Reports
Options
Add Open

Show Remove

Files File | Instructions || File(s)

® 1N

&) Project_de-DE_notes.html C:\Users\Public\Wordfast4\projects\Submission_0...

en > oe [————

4. Click Show Instructions.



The Instructions dialog box appears.

Instructions

W Instructions

Instructions

3

Background Instructions

This is a low priority translation project.

OK

Removing Reference Files

To remove reference files:

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

2. Select and open the project.

3. Click the Reference Files tab.

Wordfast 4 — O *

= Wordfast4 - Project Files Project TM Project Terminology Reports Reference Files Help #| X
Options

R '
R fe B [X
Add Open Remove
Files File File(s)
2 Name File Type Locatic ® 1 =

F'b Referencel.doc reference-files C:\Users\Laks\Desktop\LMK\Training\Training resource. ..

EN -> DE

S T

4. Select the reference file(s) to be removed.

5. Click Remove File(s).




The Remove dialog box appears.
Remove *

@ Remove from the list only

) Remove from the list and move the following resources to Archive folder

Resources #

Reference Files 1

OK Cancel

6. Select one of the following:
e Remove from the list only: removes the reference file from the files list but retains the reference
files resources in the Project folder on your computer
e Remove from the list and move the following resources to Archive folder: removes the
reference file from the files list and moves the resources listed in the table to the Archive folder
within the Project folder on your computer

7. Click OK.

The selected file is removed from the reference file list.

Note:

After a reference file is removed it can be added again. Removed reference files are not deleted
and can be retrieved from the Project folder on your computer using Add Files option.




Translating Files

After completing the initial steps of creating a project, connecting to translation memories, and
glossaries, the project files are ready for translation.

= Wordfast4 - File Edit Formatting Translation Terminology Review

Segment
S = e = = - -
i \ﬁ‘ = @ = L) Lleo
MNext Previous Commit Leverage Copy Unconfirm /  Unconfirm / Lock Clear Copy
Segment Segment Source Confirm Confirm All Segment Target All Sources

Translations com_ProductBrief_ProjectDirector2-Word Docs-de#TR_K#.docx.txml ~
Source or Target ~ | [7] Match Case v Filter: v Q & ® sort:| Document
1D English German Score Status
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTE MANAGEMENT] 100% :

-

TM Lookup Notes Segment History Metadata Transcheck (0) @ e e Terminology

v More Options = Find Source ¥ Q & @'

# | Source Target Score i project
1 STREAMLINE PROJECT  EFFEKTIVES 100% || Projekte

1 »

@

En-> DE SC:29TC: 30 Segments: 32 / 32 [NE0000% L]

The translation process includes the following tasks:

e Opening and Translating Files e Chaining Files

e Translating All Segments e Using TMs

e Using Terminology Lists ¢ 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 Using Auto-Suggest e Leveraging Repetitive Content
e Saving Files

Opening and Translating Files

After a project is opened, the 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:

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

2. Select and open the project.



3. Select the file to translate.

[w] Wordfast 4

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

EQE‘; E.ll= mw B B B2 BB X B

Tmrdabe Chain Close  Modify Analyze Project  Transcheck Segment Changes  Dxport Notes Project Import Export Remove Preferences

»»
X

Hles Fdders File Files Project  Project Report Report Report Clean Up Package Package File(s)
Fles Word C__ || TXLF Fle Locatio Creation Date Last Saved Translation .. | Complete ® 1N =
=ZI ENUS -> DE Progress bar *
@ Translations com_Pro... 187 C:\Users\Public\Wordfast<\pro... 2016/03/31 19:47: .
@Tramlatiors com_Pro... 187 C:\Users\Public\Wordfastf\pro...  2016/03/31 15:15: Initializing blackist canfiguration
EN-US -> DE —' e | 1.00%

i Cancel !

4. Click Translate File.

The source and the leveraged target content appear in the Translation tab.

| = Wordfast4 |~ | File || Edit | Formatting | T

g BHeEH EE W L B0

Next Previous Commit Leverage Unconfirm/  Unconfirm / Clear té‘ Until F
Segment  Segment Soum Confirm  Confirm All 5egrneﬂt Target Al Sourv:es —
| $%  until No Match

fy Translate Al

| Translations com_ProductBrief_ProjectDirector2-Word Docs-de#TR_K#.dooxctxml  ©

Source or Target v | [] Match Case v Filter: v Q& @ sot: 0o i commit Al
ID  English German Scol

#& Concordance Search
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTE MANAGEMENT = i

4 INTEGRATE WITH ANY SYSTEM INTEGRATION MIT JEDEM SYSTEM 1 ) Analyze
5 WORK WITH ANY VENDOR ZUSAMMENARBEIT MIT JEDEM ANBIETER = y( .,

| TM Lookup Notes Segment History Metadata Transcheck (0) @ s X A : Next Tag

v More Options ~  Find Source po Uy Ce3) “opY
» ) | bel CopyAllTags b
# | Source Target Score project

: E® Edit Tag
1 STRFAMI INF PROJFCT  FFEFKTIVFS 100% | Projekte i
/ 5 XS ClearAll Tags b

EN-> DE SC: 20 1C: 30 Segments: 32 / 32 [0000% S

5. Select a Target segment and enter the translation.

Note:

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

6. Click Next Segment or press Alt+Down to update the TM and move down one Target segment.

7. Save your work often by pressing Ctrl+S or clicking Save on the File tab. Refer to Saving Files.



Chaining Files

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

To chain files into one file:

1. On the Project Files tab, select the files to be chained.

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

LB RRBEEY @ 2 W

Translate | Chain Close  Modify  Projact  Analyze Project  Transcheck Segment Changes  Export Notes
Files  Folders File Project  Project  Clean Up Report Report Report

f Creation Date Last Saved Translation ...  Complete
£3 ENUS -> DE DE
{im) Replaceables_testfil... C:\Users\Public\Wordfast#\pr... 2015/07/30 10:35... 2015/08/14 13:16...
{mj Centralization of Loc. . C:\Users\Public\Wordfast4\pr... 2015/07/3010:35.. 2015/08/26 15:27...
@ Docxl.dock.bdf C:\Users\Public\Wordfast4\pr_.  2015/07/31 12:29..  2015/12/17 13:57...

EN-US -> DE-DE

2. Click Chain Files.

The chained file opens in the Translation tab with a default name "Chained Files 1". In the ID
column, the segments from each file are sequentially numbered and highlighted in a unique
background color.

[ ]
Source or Target v | [[] Match Case ~  Filter: v Q ¢ ® sort:| Document v| &

D English (United States) German (Germany) Score Status
segment IEEE» hitp://www.blahblah.com Replaceables in ein einzelnes Segment -

and email 4EE €=Hnttp://www.blahblah.com 100%
blahblah@blah.com EHE € €28 for period IET; und Email I2E <5 &1
blahblah@blah.com Zeitraum
1 Centralized Localization

Tha main akisastivs far maact af aoe aoctamsaes e

Additional Tools )

EN-US -> DE-DE segments: 97 / 225 (I 1% |

3. Click in any segment.



The file name changes from the default name to the name of the source file.

*Replaceables_testfile.doctxf

Source or Target + | [C] Match Case ¥  Filter: * Q Q ® Saort:| Document
IO English (United States) German (Germany) Score Status
- Number Replacement Rufnummernersetzung MT

2 There are 12 rooms

This tests humbers with placeables has Damit kénnen Zahleh mit Placeables hat
7 words. 7 Warter.

100%

Additional Tools

EN-US -> DE-DE SC: 47 TC: 48 Segments: 98 [ 225

4. Translate and review the segments until segment ID 1 appears again and the background color
changes indicating a different source file.

5. Press Ctrl+S or click Save on the File tab to 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:

Chained files can only be opened in the TXLF Editor. You can open and work on multiple sets of
chained files. Chained files cannot be exported and saved as a single file.

Translating All Segments

The Translate All option completes the translation of all segments by leveraging the connected TMs.
To translate a project file using Translate All:

1. Click into any of the segments.

Formatting Translation Terminology = Review
Segment Automated Actions
EI e R N S 3 . = [ : 5 )
e B Hom ) EHE kW G R EE MM
Next Previous Commit Leverage Copy Merge Split  Unconfirm/  Unconfirm / Lock Clear Until  Until No | Translate
Segment  Segment Source Confirm Confirm All Segment Target All Sources Fuzzy Match All

Ty lations com_ProductBrief_ProjectDirector3.docx

Source or Target ~ | [] Match Case v Q C ® Sort: Document

1D English (United States ) Score
£ 2Iviren iLuw.

3 STREAMLINE PROJECT MANAGEMENT
4 ERIIMTCADATE WITU AMY @VeTEM

Additional Tools

EN-US -> DE SC:24TC:23 S ts: 1/ 32|




2. Click Translate All.

The connected TMs are leveraged and the segments are populated with translations. When the
translation is completed, the screen is refreshed with the results and the green bar at the bottom
indicates the percentage translated.

Formatting Translation Terminology = Review Help
Segment

£ B = |l HE W L BB NN S

Mext Previous Commit Leverage  Copy Merge Unconfirm /  Unconfirm / Lock Clear Copy Until  Until No  Translate
Segment  Segment Source Confirm Confirm All Segment  Target All Sources Fuzzy  Match All

| T lations com_ProductBrief_ProjectDirector2.docx *

Source or Target v | [ Match Case v Filter: v Q & ® sort: Document
1D English German Score
® I IEEB TRANSLATION MANAGEMENT. | EEH IE2» UBERSETZUNGS MANAGEMENT €22

Additional Tools

N -> DE SC:247C: 26 Segments: 32 / 32 o0 o0t il

Using TMs

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:
e TM Color Codes e Leveraging TMs
e Using TM Lookup e Viewing TM Leverage Results

TM Color Codes

When a project is connected to a translation memory (TM), all project files are leveraged against it. Each
segment is highlighted in different colors to represent the TM match.

Yellow Fuzzy match

Grey No match

Green 100% match




Color

Description

Dark Green

Context match. A segment is considered a context
match in the following scenarios:

¢ f the previous and next segments also have
a 100% match

e if the 100% matched segment is a single
paragraph

Pink

Modified segment

Purple

Modified segment updated or committed to the TM

Light Purple

Auto-propagated. A segment is considered auto-
propagated when a segment is translated and
committed, and other repetitive segments are
automatically updated with the translation

Light Pink

Machine Translated

Leveraging TMs

To leverage a translation memory:

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

2. Select and open the project.
3. Select the file to translate.
4

. Click Translate File on the Project Files tab.



= Wordfast 4 - File Edit Formatting Translation Terminology Review

Segment Automated Actions

UUU@MT’%UM 2 8 B M M

Previous Commit Lewerage  Copy Merge Split Uncenfirm [ Unccnflrmf Clear Copy Undtil Until N0 Translate
Segmrent Segment Source Confirm Confirm All Segrnent Target All Sources Fuzzy Match All

*Translations com_ProductBrief_ProjectDirector3.docx
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The file is leveraged against the translation memory and the results displayed in the Target Segment
column.

5. Select the segment to leverage from the Source column.

6. Inthe Segment or Automated Actions group on the Translation tab, click one of the following:
e Leverage to retrieve suggestions from the active TM for the selected source segment

e Until Fuzzy to retrieve suggestions from the active TM until the next Fuzzy match

e Until No Match to retrieve suggestions that from the active TM for the all source segments until
no exact match is found

e Translate All to automatically translate all segments.

The leveraged content appears in the Target column when a match is found. When Machine
Translation is enabled, the Machine Translation match is populated.

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:

1. Enter

a word or phrase in the TM Lookup text box.

| TM Lockup | Notes | Segment History Context Transcheck (0)

| vendor

vendor

|V- More Options = Find Source Find Target Clear
. Scors TM Name Craation User | Creation Date = Modificatio...
No Results

In this example, 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 results.

|. TM Lookup | Notes | Segment History | Context Transcheck (0)

|| | vendor v | More Options ~  Find Source Find Target Clear
# | Source Targst Score T™ Name Creation User | Creation D... | Modificatio...
|1 WORK WITH ANY ZUSAMMENARBEIT MIT MC_DE ELUNA  2015/11/ ELUNA ﬁ
VENDOR JEDEM ANBIETER 04
11:43:52 I
MST
2 Allow access to any vendor Maximale MC_DE ELUNA 2015111/ ELUNA
or internal translator for Ressourcenflexibilitat durch 04
maximum resource flexibility Zugriff auf alle Anbieter und 11:43:53
internen Ubersetzer MST
3 VENDOR-NEUTRAL ANBIETERNEUTRAL MC_DE ELUNA  2015/11/ ELUNA .

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

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) Include private Translation Units in the search for remote GLTMS
TMs

Rerunning the search with Case Sensitive selected returns fewer results.

[ TM Lookup || Notes | Segment History | Context | Transcheck (0) N
|VENDOR v MoreOptions~  FindSource  Find Targst Clear
# | Source Target Score T™ Name Creation User | Creation Date | Modificatio...
1 WORK WITH ANY ZUSAMMENARBEIT MIT MC_DE ELUNA 201511/ ELUNA *=
VENDOR JEDEM ANBIETER 04
11:43:52 I
MST
2 VENDOR-NEUTRAL ANBIETERNEUTRAL MC_DE ELUNA  2015/11/ ELUNA
04
11:44:.09
MST
3 VENDOR-NEUTRAL ANBIETERNEUTRALE MC_DE ELUNA  2015/11/ ELUNA .

Viewing TM Leverage Results
To view TM leverage results in TM Lookup:

1. Click in any of the source or target segments.



The TM Lookup tab is populated with TM leverage results.

TM Lookup Notes Segment

vendor ¥ | More Options =

# | Source Target

1  STREAMLINE EFFEKTIVES
PROJECT PROJEKTMANAGEME
MANAGEMENT NT

2 STREAMLINE Effektives
PROJECT Projektmanagement
MANAGEMENT ESara
e-projectranagement

3 BSTREAMLINE - OPTIMIERUNG lhres
PROJECT Projektmanagements
MANAGEMENT st
management

History Metadata Transcheck (0)

2. You can view the following TM leverage details:

Source

Find Source

Score

100%

99%

98%

Find Target Clear

TM Name Last Modified

DocTM  2015/11/04

DocTM | 2015/04/13

DocTM  2014/09/30

Custom Attribute

The source segment will be highlighted if it is a fuzzy match. The green highlight

indicates the content that was searched in the TM, and the red highlight
indicates the content that was returned from the TM

@

Target The ta

rget segment from the TM

Score

Percent (%): 100% and fuzzy matches

Plus (+): Context matches

e Asterisk (*): Secondary TM match

The TM leverage score. The scores are denoted as follows:

Red outline around score box: TU has penalties

Refer to TM Color Codes for more information on TM color codes

TM Name

primary TM leverage will appear first, followed up secondary TMs

The name of the TM that was leveraged. If multiple TMs are leveraged, then the

Creation Date

The date when the translation unit (TU) was created in the TM

Creation User

The user who created the TU




Last Modified The date when the TU was last modified

Modification User The user who modified the TU

Custom Attribute  Attribute name and values for a TU

@ Click to view the TM Lookup Info dialog box which displays the translation unit
and score breakdown information including penalties

TM Lookup Info %

TU Information:

Creation User AMORGAN

Creation Date 2015/04/13 15:01:19 EDT
Modification User  AMORGAN

Last Modified 2015/04/13 15:01:19 EDT
T™ Name DocTM

Score Breakdown:

Case Difference 1
Total Penalties 1
Final Score 999%

OK

Using Terminology Lists

Terminology lists or glossaries include source terms and their preferred translations. To set up a
terminology list refer to Project Terminology.

When a segment is selected, all terms within that segment that are in the terminology list or glossary

are highlighted and shown with their translation in the Terminology panel. You can navigate through all
terms by clicking the Next Term and Previous Term buttons on the Terminology tab or pressing Ctri+8
and Ctrl+9.
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S R

Previous  Copy Next Highlight
Term Term  All Terms

| Translations com_ProductBrief_ProjectDirector2.docx *

Source or Target v | [ Match Case v Filter: v Q & @ Sort: Document

ID  English German Score Status
" MANAGEMENT. <E&H MANAGEMENT. 428 e

. SIMPLIFIED VEREINFACHT Vereinfacht 100%
. STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTE

| TM Lookup | Notes | Segment History | Metadata @ Transcheck (0) @ £ KA

~ | MoreOptions~  FindSc | ° arie 2 v Q G &
Simplified
Vereinfacht

»

SC:117C:23 segments: 32 / 32 SOV

The Terminology panel can be used to manage terms:

e Terminology Color Codes e Adding Terms e Editing Terms
e Removing Terms e Inserting Terms e Copying Terms
e Viewing and Copying

Synonyms

Terminology Color Codes

When a project is connected to a terminology list or glossary, all terms that exist in an open file are
highlighted in different color codes. The terms are highlighted when the user selects a segment or by

clicking the under the Terminology tab. These color codes represent the type of translation
match against the terminology list or glossary.

Source Exact Match Green/Green Green/Yellow Red/No color

Source Fuzzy Match ~ Yellow/Green Yellow/Yellow Purple/No color




Adding Terms
To add terms to a glossary from the Terminology panel:

1. Do one of the following:
e Select a word in the source segment and the translation in the target segment, and click the Add

icon |@|

*Docx.docx

Source or Target v | [] Match Case v  Fiter: 2 Q Q @ Sort: Document
D English (United States) German {Germany} Score

4 Transperfect Translations

5 Address Adresse 100% *

TM Lookup | Notes || Segment History = Metadata | Transcheck (0) @ Terminology
X
~ | | More Options ~ || Find Source ~ Find T v Q C &
# | Source Target Score ™,

1 Address Adresses 100%* Ul No Results

EN-US -= DE-DE SC:7TC: 7 Segments: 26 [ 169-

The Add Term dialog box appears.

| Add Term ®
|
W Use this page to add a term to the selected glossary.

Source:™ Address

Target:™ Adresse

Description:

Glossary: Project-2_Gloss v

Ok Cancel

e Select a term in the source segment, and click the Add icon |@| in the Terminology panel.

The Add Term dialog box appears where you can enter the translation for the term in the Target

field.
| Add Term % |
W Use this page to add a term to the selected glossary.
| Source:™ candidates
Target:™® kandidaten
Description:
Glossary: Project-2_Gloss w

oK Cancel



2. (Optional) Enter a term Description.
3. Select the Glossary to save the term.

4. Click OK.

Editing Terms
To edit terms in a glossary from the Terminology panel:

1. Select the term to edit.

@ s KA Terminology

¥ Q C &
Simplified
Vereinfacht @

2. Click the Edit icon £ .
The Edit term dialog box appears.

| Edit term *®

| W Use this page to edit a term in the selected glossary.

Source:
contain

| Target:
enthalten

Description:

Modify Cancel

3. Edit the term as required.

4. Click Modify.



Removing Terms

To remove terms in a glossary from the Terminology panel:

1. Select the term to remove.

@5 XA

v Q& &

Terminology

Simplified
Vereinfacht

@

xl.

2. Click the Remove icon
A Warning message appears.

Warning

Do you realy want to delete selected term (source:
‘Transperfect’, target:'random’)?

[F] Do not warn me about this anymare.

Mo

3. Click Yes.

Inserting Terms

To insert a term into the current target from the Terminology panel:
1. Click in the target segment where the term should be inserted.

2. Select the term to insert from the Terminology panel.

3. Click the Insert icon "_I..



The selected term is inserted into the target segment at the selected location.

= Wordfast4 ~ || File | Edit | Formatting | Ti T Help &[|X
Term
= 3 3
Previous Copy Next Highlight
Term Term Al Terms
*Docx.docx =]
Source or Target v | [7] Match Case v  Fiter: v Q Ct @ Sort: Document v ﬁ
D English (United States) German (Germany) Score Status
4 Transperfect Translations ra
5 Address Adresses 100% *
6 900 Pearl Street, Ste 4 90001 Pearl Street, Suite 4 100% *
7 Boulder, CO 80302
8 [BRGHE Number Telefon
A_LIANNY EAT NS AN L.d. Telefon->Telefon (=] M
TM Lookup Notes Segment History Metadata Transcheck (0) B X< Terminology
v | More Options »  Find Source Find Tt a Q C{ @
#  Source Target Score - |Phone @
Telefon
»
Number
No Results ®
Nummer
'l »
EN-US -= DE-DE SC:12TC: 7 Segments: 25 [ 169- 14.79%

Copying Terms

To copy a term translation from the glossary into the current target:

1. Go to the Terminology tab and click on a segment with glossary terms.

2. Click Previous Term (Ctrl+8) or Next Term (Ctrl+9) to select a source term.




Wordfast 4
= wordfast4 - File Edit Formatting
Term
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Previous  Copy Next Highlight
Term Term  All Terms

Sample_3.docx.txml

Source or Target ~ [[]Match Case [] Regex

ID Engiish
1 TRANSLATION MANAGEMENT.

2 SIMPLIFIED.

3 STREAMLINE ERBEESN MANAGEMENT
4 INTEGRATE WITH ANY SYSTEM

5 WORK WITH ANY VENDOR

Translation

Transcheck (0)

TM Lookup MNotes Segment History Metadata
~ | | More Options ~

= Source Target Score TM Name
1 STREAMLI EFFEKTIV 100% DocTM

NE ES

PROJECT PROJEKT

MANAGEM A MANAGEM

ENT ENT
EN-> DE

Terminology Review Help

| Filter:
German

UBERSETZUNGSMANAGEMENT.
VEREINFACHT

EFFEKTIVES PROJEKTMANAGEMENT
INTEGRATION MIT JEDEM SYSTEM
ZUSAMMENARBEIT MIT JEDEM ANBIETER

(OIS IS

Find Source Find Target

~| Q ¢ @ sort: Document

Score Status
99%
100%
100%
100%

100%

>/ Q & #

Terminology

project

Last Modified B
projekte

2015/11/04 13:435,

r

r

SC: 29 TC: 28 Segments: 35 / 37 [ 9as9% L |

3. Click within the target segment where the term translation should be copied.

4. Click Copy or press Ctrl+0.

The translation of the selected source term is copied into the target segment.

Viewing and Copying Synonyms

To view and copy synonyms for a term:

1. Do one of the following:

e Click Previous Term (Ctrl+8) or Next Term (Ctrl+9) to select a source term.

e Click the source term to select it.




The source term is highlighted with a broad border. The term synonyms appear as a pop-up and in

the Terminology panel.

Wordfast 4 [m] X
= wordfast4 - File Edit Formatting Translation Terminology Review Help EJNES
Term
SRCRENE
Previous Next Highlight
Term Term  All Terms
sample_3.docx.txml =
Source or Target ~ | [ Match Case [7] Regex | Filter: v Q Ct @ Sort: Document hd
ID  English German Score Status
1 TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT. 009
2 SIMPLIFIED. VEREINFACHT .
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100% ]
4 INTEGRATE WITH ANY § source: pro]e;tt INTEGRATION MIT JEDEM SYSTEM 100%
Target: projekte
5 WORK WITH ANY VEND( Glossary Name: Doctemt | ZUSAMMENARBEIT MIT JEDEM ANBIETER o
6 ACCELLERATE TIME TO 15_:“@'3 ,ES]]:EE KURZERE BEARBEITUNGSZEITEN 87%
7 | CUSTOMIZE WORKFLQV Glossary Name: DocTer1 INDIVIDUELLE WORKFLOWS 100% <
TM Lookup Notes Segment History Metadata Transcheck (0) @ Terminclogy
g More Options = Find Source Find Target A Q (-‘ .@
# | Source Target Score TH Name Last Modified DfQ]-ECt @
*| projekte
1 STREAMLI EFFEKTIV  100% DocTM 2015/11/04 13:43:5 ;
NE ES project ‘@’
PROJECT | PROJEKT Rk -
3 3
EN-> DE SC:29 TC: 28 Segments: 35 / 37 9459% | |

2. Click within the target segment where the term translation should be copied.

3. Do one of the following:
e Click Copy or press Ctrl+0 and select the preferred term translation.

e Select the preferred term translation from the Terminology panel.

The selected translation of the source term is copied into the target segment.

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.

This section includes the following tasks:

e Viewing Tags e Copying Tags e Copying All Tags
e C(learing All Tags e Editing Tags e Deleting Tags




Viewing Tags
To view tags:

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

2. Select and open the project.
3. Select a file and click Translate File.
4. Click the Translation tab.

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.

For example, the numeral one (II) is highlighted in red to indicate it is a selected tag.

5. Mouse over a tag to view the tool-tip information.
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Copying Tags

Tags can be selected and copied individually or copied as a group.
To copy tags:

1. Click Translate File on the Project Files tab.

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.

2. Select the tag to be copied.



HView virtually any set of da Blta points in  Praktisch alle Datenpunkte in Echtzeit

: : . . : 08
real time to gauge translation efficiency Bl ansehen, um die Effizienz der ’

3. Drag the selected tag into the target segment or click Copy or press Ctrl-Alt-Down.

Tags

= [=

FF ] ] o= | o2t
Previous Mext Copy Edit

Tag Tag Tag

The tag is copied and the target segment is highlighted in pink.

HView virtually any set of da Bta points in  EPraktisch alle Datenpunkte in Echtzeit
real time to gauge translation efficiency Bl ansehen, um die Effizienz der 08%
Ubersetzungen einzuschatzen

Copying All Tags
To copy all tags:
1. Click Translate File on the Project Files tab.

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.

2. Click Copy All Tags in the Clipboard group of the Edit tab, to expand the drop-down menu.
The Copy All Tags menu appears.

fea
sa
sa

Copy Al
Tags

B Segment
BY Document

3. Select one of the following:
e Segment or press Alt-A to copy only the tags for the selected segment to the target

e Document or press Alt-Shift-P to copy all tags for the entire document

Note:

Copied tags appear at the location of the cursor. They must be reordered to appear correctly. Drag
and drop the translated text between the tags, or cut and paste the translation between the tags.

4. Enter the translation between the copied tags, if necessary.



Clearing All Tags
Tags can be cleared only from a target, and from either the current segment or from the entire document.
To clear all tags:

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

. Select and open the project.

. Select a file and click Translate File.

2
3
4. Click the Edit tab.
5. Place the cursor within the target segment.
6

. Click Clear All Tags.

Clear All
Tags

-

B Segment
b Document
7. Select one of the following:

e Segment from the drop-down menu or press Ctrl-Shift-V to clear all tags from the segment
e Document from the drop-down menu to clear all tags from the document

A warning message appears.

8. Click Yes to clear all tags.

Editing Tags
To edit tags:

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

2. Select and open the project.
3. Select a file and click Translate File.
4. Select a segment to edit.
If tags exist in the source segment they are shown.

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

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

Note:

Tags in the source segment should not be edited.

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

The Edit Tag dialog box appears.

Edit Tag *

W Please make your edits here. Warning: Tag errors
introduced here can cormupt the whole file. Please

<fontFarmmat color="2558255%255%255" highlight="0x0z0=0"
name="Arnal" sze="7.5" backgroundColor="00=0+0"
foregroundColor="0#0%0#0" biName="Aral" hidden="falsa">

O, Canoel

7. Edit the tag as required.
8. Click OK.

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

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




2. Select and open a project.
3. Select a file and click Translate File.
4. Click the Edit tab.

The file content appears. 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.
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5. In the target segment, select the tag for deletion.

6. Delete the tag by doing one of the following:
e Press Delete

e Click Cut on the Edit tab
e Press Backspace

The Undo option is available on the Edit tab.

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:

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

2. Select and open the project.

3. Click the Edit tab.
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4. Click Find/Replace.
The Find/Replace dialog box appears.

Find fReplace ®
QA Find what: :l.I..L-'aI-"'J V
.
b4 Reading Highlight = Fird Mext Close

Direction Options

) Backward [¥] Ignare Case [#] Search Source

@ Forward [] whole Words Only [¥] Search Target
[] Ignara MBSE [#] Search Open Filas

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

Note:

Search text can include non-breaking spaces.

Click Find Next repeatedly to move through all instances of the term.
Select Reading Highlight to highlight all instances of the term in all open files.

Select the Replace tab to replace terms.

© ©® N o

Enter the Replace with text.



Find /Replace *

Q. Find Hext: customize v
s, Replace with: |custom -
a2 Replace Replace Al Find Mesxt Close
Direction Ophions
Backward ¥ Ignaore Case 7 Search Source
& Forward Whole Words Only [¥] Search Tanget
Igniore MBSP J| Search Opan Files

10. Click one of the following:
e Replace, to replace the found content only

e Replace All, to replace all instances of that content
e Find Next, to move to the next instance of the content

More Options:

Option Description

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-breaking
Ignore Non-breaking Space

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 shows results based on the selected filter and entered search string.
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Source v The Source/Target filter menu options are:
Source e Source: searches the source language segments
Target e Target: searches the target language segments

e Source and Target: searches both source and target
e Source or Target: searches either source or target (default)

Match Case Enables search to be case-sensitive
Regex Enables search of regular expression and wildcard characters
Enter text to filter segment=.. - Enter the search string to filter segments




Item

Description

100% match segments

All except 100% and Context
match segments

All except auto-propagated
Auto-propagated segments
Committed segments
Context match segments
Duplicate segments

Edited source segments
Empty target segments
Fuzzy match segments
Machine translated segments
Modified segments

Mo match segments
Segments with Transcheck
Wamings

Segments with history
Segments with notes
Segments with repetitions
Short segments

Unconfirmed segments

Drop-down list of all available search filter criteria:

100% match segments: segments matching completely in the
™

All except 100% and In Context match segments: segments
with partial TM match, no match, or modified segments

All except auto-propagated: all statuses except the segments
that are auto-propagated

Auto-propagated segments: all auto-propagated matches

Committed segments: segments with translated content
committed to the TM

Context match segments: all 100+% context matches. Context
matches provide more refined matches that are based on
contextual references in the TM. For example, a segment

is considered a context match when the previous and next
segments also have a 100% match against the TM

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 a
machine. This option requires Machine Translation to be enabled
in the project

Modified segments: all modified segments. By default all
modified segments are highlighted in pink

No match segments: segments with no match in the TM

Segments with Transcheck warnings: segments with
Transcheck warning status

Segments with history: segments that have been edited and has
a segment revision history viewable in the Segment History tab

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

Apply the selected filter




@ Add a selection of filters to apply in order of selection
[@J Clear all fields in Table Filter tool bar
|Dncument |v|

Document

Source (A>7)

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

Target (Z=4)

By score (lower first)

By score (higher first)

Configure additional table filter options by entering maximum segment
filter word count. This option is applied to the Short segments filter

Filter Configuration *

t3
0
&
=
=
8
B
=
o
=
o
o
=
=}
@

Short Segment Filter Settings Max Word Count: _

<P

OK Cancel

Using Notes

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

A project's notes are accessible through the Review tab.
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You can use the Review tab to complete the following Notes specific tasks:

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

Viewing Notes

To view notes:

1. Select the file where notes are to be viewed.
2. Double-click a file or click Translate File.

The file appears under the Translation tab.
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The segments with notes will include a Note icon in the Status column.



3. Click the Notes tab in the Editor Tabs work area.

The available notes are listed.

THM Lookup Notes Segment History Metadata Transcheck (0)
Add Edit Delete

1] 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:

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:
e Click Add in the Notes group of the Review tab.

e Click Add under the Notes tab of the Editor.

TH Lookup Notes Segment History Context Transcheck (0)

Add Edit Delete Export

[+ Creatori i - - “atails
€

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

e Right-click the segment and click Add.



The Add/Edit Notes dialog box appears.

Add/Edit Notes *
W Use this page to add or edit a note.

Segment ID: 4

Source: INTEGRATE WITH ANY SYSTEM

Creaton™ tdara

Date: 2016/04/04 15:57:38 MDT

Type: Translation »

Dafine the systems?

Ok Cancel

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

The note appears under the Notes tab and the Notes icon appears in the Status column.

Editing Notes

To edit a note:

1. Place the cursor in the segment where the note is to be edited.
2. Select the note to be edited under the Notes tab.

3. Use one of the following methods to edit the note:
e Click Edit in the Notes group of the Review tab.

e Click Edit under Notes tab.

THM Lookup Notes Segment History Context Transcheck (D)

Add Edit {F_'] Delate Export
D CreatoriD Type . Details
Ed_rc i
3 fidara translatirﬁ f‘f\'f_iﬁ'ﬁﬁ'ﬁ%":“f This is a note. This is the added text.
{ Alt+Shift+£ )

6 fldara translati

U'3:'5’ 12199 This is a new note.

e Right-click the segment and click Add.



The Add/Edit Notes dialog box appears.

Add[Edit Notes x
W Use this page to add or edit a note.

Segment ID: 4

Source: INTEGRATE WITH ANY SYSTEM

Creaton™ tidara

Data: 2016/04/04 15:57:38 MDT

Type: Translation »

Define the systems?

0K Cancel

4. Edit the note.
5. Click OK.

The modified note appears under the Notes tab.

Deleting Notes

To delete notes:

1. Select the segment where the note is to be deleted.
2. Select the note to be deleted under the Notes tab.

3. Use one of the following methods to delete the note:
e Click Delete in the Notes group of the Review tab.

e Click Delete under the Notes tab.

TM Lookup MNotes Segment History Metadata Transcheck (0)

Add Edit Delete Export

D CreatorlD  Type Date Detais
2016/07/26
3 tldara translal11_4854 Care must be taken in...
o MDT

e Right-click the segment and click Delete.



Exporting Notes
To export notes:

1. Use one of the following methods to export notes:
e Click Export in the Notes group of the Review tab.

e Click Export under the Notes tab.
e Right-click the segment and click Export.

The Export Notes dialog box appears.
2. Browse and select a location to save the exported file.
3. Enter a name for the file and click Save.

The file is saved in the selected folder location as a Word document.

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:

e Viewing Segment History e Copying All Sources e Copying Source
e Committing to the TM e Locking Segments e Clearing All
e Unconfirming and Confirming e Clearing Targets Targets
Segments e Editing Source
Segments

Viewing Segment History

The Segment History tab is used to view the segment changes in the currently open file.
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After translating all the source segments, the translation memory should be updated. The Commit All
option updates all target segments and the Commit option updates the current target segment to the

T™.

To update the translation memory:

e Click Commit All in the Translation Memory group or Commit in the Segment group.
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The translation memory is updated for the entire file or the current segment. When a modified
segment is committed to the TM, the highlight color changes to purple.

Copying Source

To copy a source segment to the target segment:

1. Select a source segment.



2. Click one of the Copy Source options.

To copy source as it appears in the source segment you can also press Alt-S.

"

=]

Copy

Source

58y Copy Source

2] Copy Source Text

lszz Copy Source, Tags and Term Translations
|_|_E| Copy Source and Term Translations

g5 Copy Source, Tags, Source and Target Terms

Copy Source with Source and Target Terms

The source segment is copied to the target segment.

Copying All Sources

All source content can be copied into all the target segments using Copy All Sources.

To copy all source segments to all target segments:

¢ Click Copy All Sources in the Segment group.
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All source content is copied into the target segments.

Locking Segments

The confirmed, proofread, and translated segments can be locked to ensure that they are not changed.



To lock a segment:

1. Select the segment to lock.
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2. Click Lock Segment on the Translation tab.
The Locked Segment icon appears in the Status column of the selected segment.




Clearing Targets
To clear a target segment:

1. Select the target segment.

[m”:”ﬁ” Formatting | Tnnshii:.lTenl'-obgv Review .Heb
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| Translations com_ProductBrief_ProjectDirector2.docx * | TataAll
Enter text to filter segment 2| Select special filter(s)... 2|
|Source or Target || [F] Match case | Filter: Commit Al
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2. Click Clear Target on the Translation tab.

A confirmation message appears.

Clear Current Segment Target @

Ars you sure you want to remove all the content from the
A =~

Do not warn me about this anymare,

3. Click Yes to clear the target.




Clearing All Targets
To clear all content from the target segment:

1. Click the Clear Target drop-down menu on the Translation tab.

£

Clear
Target

[y Oear Target
| & Olear All Targets

2. Click Clear All Targets.
A Warning message appears.
Warnamg »

Please note that all the @rget content will be removed
I froem the active dooument. Do you want o continue?

Do ot wearmi map abowt this armymore

3. Click Yes to clear all targets.

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.

Refer to the following tasks:

e Unconfirming or Confirming a Segment

e Unconfirming or Confirming All Segments

Unconfirming or Confirming a Segment
To unconfirm or confirm a segment:

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

2. Select and open the project.

3. Double-click the file or select and click Translate File.



Click the Translation tab.

Enter a translation or leverage the target segment from the translation memory.
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Click Unconfirm / Confirm on the Translation tab.
The Unconfirmed icon appears next to the segment in the Status column.
To confirm the segment, click Unconfirm/Confirm again.

The Unconfirm icon is removed from the Status column.

Unconfirming or Confirming All Segments

To unconfirm or confirm all segments:

1.

2
3
4.
5

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

. Select and open the project.

. Double-click the file or select and click Translate File.

Click the Translation tab.

. Enter a translation for each segment, or leverage the target segments from the translation memory.
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6. Click the Unconfirm / Confirm All drop-down menu.

7. Click one of the following:
e Unconfirm All

e Confirm All




The Unconfirm icon appears next to the segments in the Status column when Unconfirm All is
selected, as shown in the following example.
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8. 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:

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

2. Select and open the project.
3. Double-click the file or select and click Translate File.
4. Place the cursor within the segment source.

5. Click Edit Source on the Edit tab.
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6. Edit the source content as required.

7. Click outside the edited segment.

The source segment is saved and an Edit Source icon appears in the Status column.

Score Status
90% .ﬁ i
100% Edit Source
100%

100%

To revert to the original source, click Revert Source on the Translation tab.

Accented Characters

The table below lists the letters with supported accents.

Acute 06 Ctrl+', vV '= apostrophe key

V= any vowel




Accent Sample Key Combination Notes

Circumflex 0o Shift+Ctrl+», V

Grave 0o Ctrl+, V

Tilde N A Shift+Ctrl+~, V Only works with "n, N, o, O, a, A"
Umlaut 06 Shift+Ctrl+:, V := colon key

Some examples are:

1. To enter the character "6", (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 "fi", (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.

Character Name Key Combination Notes

i Upside-down exclamation Alt+Shift+Ctrl+! Press and hold Alt+Shift+Ctrl+!
point

A Upside-down question mark Alt+Shift+Ctrl+?

C.¢c French C cedille (caps/ Ctrl+, ,c For ¢, press Control, then the comma
lowercase) Ctri+, C key. Release then press c.

CE, e 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) Cirl+/.0

A a Nordic A-ring, Angstrom Shift+Ctri+@,a A with ring/Angstrom Sign

sign (caps/lowercase)

Shift+Ctri+@,A




Character Name Key Combination Notes

£, = Old English AE ligature Shift+Ctrl+&,a
(caps/lowercase) Shift+Ctrl+& A

b, o Old English eth (caps/ Ctrl+'.d Icelandic/Old English eth
lowercase) Ctrl+',.D ' = apostrophe key

Using Transcheck

The Transcheck option verifies 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 Transcheck During Translation

e Transcheck All ¢ Viewing Transcheck Warnings

Enabling Transcheck

Transcheck options are tied to a specific project. To enable Transcheck and customize the options for a
project refer to Configuring Transcheck.

Transcheck During Translation

The Transcheck segments while translating option can be activated in Preferences to check for errors
during the translation process. When you translate a segment and commit to the TM, a Transcheck
warning will immediately pop up if there are any errors identified based on the configured Transcheck
options.

To Transcheck while translating:
1. Open afile to be checked.

2. Translate a segment and click Next Segment or Alt-Down.



If a Transcheck error is found in the segment a warning message appears.

Transcheck Warning ®

Transcheck warning. Result:

Tag Check: Source contains "1, 2, 3" which is missing in
target.

Unedited Fuzzy Check: Target contains a 98% match
that has not been modified.

A

[7] Do not warn me about this anymore.

Go back to fix issue Continue

The Transcheck error explanation also appears in the Transcheck tab.
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3. Do one of the following:
e Click Go back to fix the issue to correct the error

e Click Continue to continue translating without changes

If the error is not corrected, the Transcheck error icon ® remains in the Status column and the
Transcheck tab.

Transcheck All

The Transcheck All option scans all segments of a file for non-linguistic errors in the target segments
and warns about missing and incorrect text. This should be done before completing a file.

To check all segments of a file:

1. Open afile to be checked.



2. Click the Review tab.
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=z Warning Explanation Cause '
No Results
EN-> DE Segments: 35 / 37 [ SaS9% L

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 the 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

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.

Translations com ProductBrief ProjectDirector?.docx 16

% TransCheck 16 Errors
Capitalization Check 0

W Edited Exact Check 1

¥ Edited Source Check 1

W Empty Target Check 1
Repeated Words Check 0

W Tag Check 6
Terminology Check 0

b Unedited Fuzzy Check 5

¥ Whitespace Check 2

Edited Exact Check

Seqg | Block Source Target Comment
4 1.4y L1}{2}{3}INTEGRATE WITHANY  {1)}{2}{3}INTEGRATION MIT JEDEM fa"rag‘:l"faf“ In

SYSTEM{4}{5} SYSTEM{4}{5} mmodified.

Seq | Block Source Comment
e @12} TRANSLATION - Source text has
1 1-1-1 MANAGEMENT.{3} UBERSETZUNGSMANAGEMENT been modified.
- il
m&mm
Empty Target Check

Seg | Block Source Target Comment




Summary Transcheck Report

Transcheck Summary »
W Transcheck Summary
C:\Users\ Public\ Wordfast4\ Source Files\T 14 Warnings Total
|
Warning Explanation Total
Capitalization Ched Lists capitaization problems. a -
Edited Exact Match C Lists edited exact matches. 1
Edited Source Check Lists edited source segments. 0
Empty Target Chedk Lists segments with empty translation. 1
Repeated Word Chedt  Lists segments with repeated words, 0
Tag Check Lists tag protblems, ]
Terminology Chedk Lists terminology problems. a
5

Unedited Fuzzy Chedk Lists unedited fuzzy matches.

Viewing Transcheck Warnings

Transcheck warning, explanation, and cause can be viewed under the Transcheck tab. Refer to
Configuring Transcheck.

To view Transcheck warnings:
1. Open afile to check.
2. Click the Review tab.



Wordfast 4 - O X
= Wordfast 4 | - File Edit Formatting Translation Terminology Review Help EJRES
Options Notes Check
Spellcheck File  Mark Spelling Export Transcheck | Transcheck
Errors Segment All
sample_1docx.txml * =
Source or Target > | [F1] Match Case [F] Regex | Enter text to filter segment: {2« | Filter:| Select special filter(s A Q Ct @ Sort:| Document
1D English German Score Status —
1 TRANSLATION MANAGEMENT. UBERSETZUNGS MANAGEMENT. 00% 9 -
2 SIMPLIFIED. VEREINFACHT. — 2
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTE MANAGEMENT 100% b
4 INTEGRATE WITH ANY SYSTEM INTEGRATION MIT JEDEM SYSTEM 100% 9
5 WORK WITH ANY VENDOR ZUSAMMENARBEIT MIT JEDEM ANBIETER 100% b
6 ACCELLERATE TIME TO MARKET KURZERE BEARBEITUNGSZEITEN 87% 2 .
THM Lookup Notes Segment History Metadata Transcheck (0) @ £ XA Terminology
Frevious error Text error Refresh Ignore warning Search Glossaries (Source v|Q & '@
# Warning Explanation Cause q
No Results
en-» e o—rr 1}

3. Click Transcheck All.

A summary of errors appears and an HTML report opens in the default browser.

Transcheck Summary *
W Transcheck Summary
24 Warnings Total
Warning Explanation Taotal
Capitalization Check Lists capitalization problems. 0 -
Edited Exact Match Ch... Lists edited exact matches. ]
Edited Source Chedk Lists edited source segments. 0
Empty Target Check Lists segments with empty translation. 1
Repeated Word Check  Lists segments with repeated words. 0
Spelling Check Lists spelling problems. 12
Tag Check Lists tag problems. 5
Terminology Check Lists terminology problems. 0 s

OK

4. Click in the target segment with a Transcheck error status ©.




‘Wordfast 4 - O X
= Wordfast 4 | - File Edit Formatting Translation Terminology Review Help EJNES
Options Notes Check
b be - - == =
¥ % B2 B =3
Spellcheck File  Mark Spelling Add Export Transcheck Transcheck
Errors Segment All
Sample_1.docx.txeml o
Source or Target ~ | [[] Match Case [C] Regex ~ | Filter: ~ Q C & sort: Document
ID  English German Score Status
1 TRANSLATION MANAGEMENT. UBERSETZUNGS MANAGEMENT. 0% ® 9
2 SIMPLIFIED. VEREINFACHT. - 9
3 STREAMLINE PROJECT MANAGEMENT EFFEKTIVES PROJEKTE MANAGEMENT 100% ® 9
4 INTEGRATE WITH ANY SYSTEM INTEGRATION MIT JEDEM SYSTEM 100% ® 9
5 WORK WITH ANY VENDOR ZUSAMMENARBEIT MIT JEDEM ANBIETER 100% 9 .
THM Lookup Notes Segment History Metadata Transcheck (1) 4
Previous error Next error Refresh Ignore warnin
# | Warning Explanation Cause
1 | Speliing Check Spelling problem. Misspelled words: UBERSETZUNGS (UBERSETZUNGS-; 1
UBERSETZUNG,; PROSAUBERSETZUNG; UBERSETZEN;
UNUBERSETZT, TERMERSETZUNG).
EM-> DE SC: 23 TC: 24 Segments: 35 / 37“

5. Click the Transcheck tab in the lower left panel.
The "(1)" indicates the number of errors found in the selected segment.
The Transcheck warning, explanation, and cause are displayed.

6. Go to the next segment by clicking Next error on the Transcheck tab.

7. Do one of the following:
e Correct the error and click Refresh

e Click Ignore warning to continue reviewing the warnings without changes

If the error is not corrected, the Transcheck error icon @ remains in the Status column and under the

Transcheck tab.

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.




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 Auto-Suggest, refer to Configuring Text Tools.

Leveraging Repetitive Content

Leveraging repetitive content re-uses segments that are repeated in a file. In the following example there
are multiple instances of the phrase Seamless Database Integration, so when the translator enters the
translation the duplicate segment is populated as well. Refer to Configuring Auto-Propagation.

To leverage repetitive content from the TXLF Editor Translation tab:

1. Open a file for translation.

= wordfast 4 = | File Edit | Formatting = Translation | Terminology = Review | Help &)l
Segment
3 &+ = -
i.leh,I - | L 4} I..:.J ﬁm L | - | — —l .._.. I‘I."."". - _E |_'= . 'iEL_I "
Hext Previous  Commit  Leverage  Copy Miarge Spkt Unconfem [ Unconfim | Lock Clear Copy
Sagrent  Segmend Source Confirm Confirm Al Segmant  Target Al Sources
*Tranalations com_ProductBrief_ProjpectDirector 2.doc =
Sourca of Taget » [7] Match Case | Fier: » 0O O @ sort: Document ~ | 4
D Esglhsi (Unded Sistes) Garma Scons Status
4 @SN EB TRANSLATION MANAGEMENT. 4BE  UBERSETZUNGSMANAGEMENT | s &
O
2 SIMFLIFIED VEREINFACHT. s @
3 STREAMLINE PROJECT MAMAGEMENT EFFEKTIVES PROJEKTMANAGEMENT opse @
Additisaal Tools =
EN-US -> DE SC:24TC: 23 Segments: 31 7 32 SEEE

2. Select the first translatable segment.

In this example, the duplicate segments have been located with a filtered search.




| et |

BDDIB@I

Merge Split Unconfirm /  Unconfirm / ock Clear
Confirm Confirm All Segme rt Target All&].ms

w [ Match Case | Enter text o filter segments. | v | Filter:| Duplicate segments v/ O & ® sort: Document

1D English (United States) German Score
SEAMLESS DATABASE INTEGRATION
10 Use GlobalLink Connect with any CMS, PIM,
CCMS, or e-commerce platform
SEAMLESS DATABASE INTEGRATION
14 Use GlobalLink Connect with any CMS, PIM,
CCMS, or e-commerce platform

)
SC: 24 TC: 23 Segments: 1 [ 30' 3.33%

3. Enter the translation into the first segment.

4. Commit the term by using one of the following methods:
e Click Commit

o Click Next Segment or press Alt+Down



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.

e o] o]

Segment
o od = E
Next Previous Commit Leverage  Copy i Mergs Split  Unconfirm/  Unconfirm / i Lock Clear i Copy
Segment  Segment Source Confirm Confirm All Segment  Target All Sources
*Translations com_ProductBrief_ProjectDirectorModified.docx "|
[ Match Case | Enter text o filter segments. | v | Filter:| Duplicate segments v/ O & ® sort: Document
German Score

D English (United States)
NAHTLOS DATENBANK INTGRATION

SEAMLESS DATABASE INTEGRATION
10 Use GlobalLink Connect with any CMS, PIM, GlobalLink Connect funktioniert mit jeder CMS-,
CCMS, or e-commerce platform PIM-, CCMS- oder E-Commerce-Plattform 421
SEAMLESS DATABASE INTEGRATION NAHTLOS DATENBANK INTGRATION
14 Use GlobalLink Connect with any CMS, PIM, GlobalLink Connect funktioniert mit jeder CMS-,
CCMS, or e-commerce platform PIM-, CCMS- oder E-Commerce-Plattform

‘ Additional Tools J
EN-US -> DE SC: 100 TC: 114 | Segments: 3 / 30. 10.00%

Saving Files
It is a good practice to save your work occasionally to prevent a loss before completion. The options to

save files are available on the Files tab.

Wil Edet Fonmastting Tramsbstion Terminalogy ey Help

Fie ptions. Save Cpliorn
% & © B 4 HHE
s GeiBingual  Freview SweFleds Save Savels
Tabie Fie Traralated
Tranzlations com_|
Saurce of Tarpet w | 7] Makch Case | Filber; ~ O Cf (@ Sort: Docurment
Garman

D Englah (Unisd Stabes}
1 & R B TRANSLATION MANAGEMENT 4EE (BERSETZUNGSMANAGEMENT

VEREINFACHT.

2 SIMPLIFIED.
SC: 24 TC: 22 Segmients: 31 / 32 [aaRIN L




To save your work use one the options below.

e On the File tab, click one of the following:
e Save to save the active file to a local folder manually

=

Save

e Save to save the active file to a local folder manually under a different name

|

Save As

e Save File As Translated to save the translated file to a local folder

EZ
Save File As
Translated

A pop-up progress bar appears and upon completion, you will find the saved file on a local folder.



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.
2. Click the Wordfast 4 tab to expand the drop-down menu.

Refer to Starting Wordfast Pro for more information.

Project List
[E cCurrent Project

BH TXLF Editor Export -
gl ™ Editor i I t  Project Package oo Tools

[E| Glossary Editor | |L:|:;ti:|n | |S:|L||':e L;ngL|V| Target L;n;|L||V| Date Created % Complate ® 1l
i Blackist Editor |

C:\Users\Public\W... English (United St.. German (Germany) 2015/07/3013:22.. . 0.00%
& Quick Tools C:\Users\tidara\W... English {(United St.. German (Germany) 2015/08/03 02:32... |IODIO0SERNS
@ Freferences {D C:\Users\Public\w .. English Spanish (Latin Am... 2015/08/26 16:08...

@ Exit Wordfast 4 C:\Users\Public\W... English (United St.. German 2015/12/04 14:55...
ProEcEE C:\Users\Public\W... English (United St.. German (Germany) 2015/12/14 15:10...

3. Click Quick Tools.

[+ Wordfast 4 — m] ®
EWordfast4' Analysis H Cleanup ” Pseudo Translation H Bilingual Export ” Bilingual Import I Help
File Actions Translation Memory Options
= (1] =
o (o BHhk B B EE
Add Add Remove Analyze Create Add Connect Add Remove Preferences
File Folder Files Files Local Local ToRemote Project TMs ™

Source Files Translation Memory

File Name File Type size TM Name Project Na.. | Source Langua... Target Langua.. Location
— Options
Fuzzy match threshold 7= % Matches

Copy all tags
Copy source on no match
Create TXLF files

Browse...

— Report Settings
Calculate analysis report percentage by:
@ words

©) Segments

Calculate internal fuzzy matches 75 % Matches

ot sunmary 3]

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

¢ To complete bilingual export of files, refer to Bilingual Export
e To complete bilingual import of files, refer to Bilingual Import

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.

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 files within a project from the Project Files tab, refer to Analyzing Projects

¢ Analyzing files from the Quick Tools tab, refer to Analyzing Files

Analyzing Files
To analyze files:
1. Select Quick Tools from the Wordfast 4 drop-down menu.

2. Click the Analysis tab.



Wordfast 4

Target Lang.. | Location
German tms:/[stg-supportl.t...
German C:\Users\Laks\Deskt.

= Wordfast4 - Analysis Cleanup Pseudo Translation Bilingual Export Bilingual Import Help
File Actions Translation Memory Options
B (=]
ofo & H BB B B B @
Add Add Remove Analyze Create Add Connect Add Femove Freferences
File Folder Files Files Local Local ToRemote Project TMs ™
Source Files Translation Memory
File Name File Type Size TM Name | Project ... | Source Lang..
PD_PPT.pptx MS PowerPoint 2007 Prese...  162KB DocTM Docume... English
Sample_1.docx MS Word 2007 Document (. 114KB DocTM1 Docume... English
Options

[] Fuzzy match threshold

[ Copy all tags

D Copy source on no match

[] Create TXLF files

Report Settings

% Matches

Calculate analysis report percentage by:

@ Words
© Segments

[] calculate internal fuzzy matches

report summi ¥

To add files, do one of the following:

% Matches

e Click Add File to browse and select a file from a folder. To add multiple files, press the Ctrl key

and select the files.

e Click Add Folder to browse and select a folder and add all files within.

e Drag and drop files into the Source Files panel.
The files appear in the Source Files panel.
. Add and select the Translation Memory.

Select the Options:

¢ Fuzzy match threshold: Select the percentage of match

e Copy all tags
e Copy source on no match
e Create TXLF files

e TXLF file location: Browse and select the location to save the TXLF files

Select the Report Settings:
a) Calculate analysis report percentage by:

o 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, and browse to select a location to save the report.
7. Click Analyze Files.

The Report File appears and the report summary in the chosen format is saved in the selected
location.

Report File *

Primary TM: tms://stg-supportl.translations.com/TMS?
tm=D0C000003/MARO0O0003&usr=Mar-en-
de&pwd=*****

Secondary TM: none

H summary
Match Types Segments Words Percent  Tags
Leveraged 26 128 68 19
Repetitions 0 0 0 0
TM Matches
Context 0 0 0 0
100% 26 128 68 19
95%-99% 0 0 0 0
85%-94% 2 13 7 5
75%-84% 3 44 24 7
50%-74% 0 0 0
Mo Match 1 2 1 4
Ignored 0 0 0
Total 32 187 100 35
Chars/Word 6.50
Chars Total 1216
oK
Cleanup

The Project Manager is responsible for cleaning up translated files and selecting the TM update options.

Cleanup processes bilingual TXLF files containing source and target. The bilingual files are converted
into their original format in the target language. 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:

1. Select Quick Tools from the Wordfast 4 drop-down menu.

2. Click the Cleanup tab.

Wordfast 4

= wordfast4 - Analysis Cleanup Pseudo Translation Bilingual Export Bilingual Import Help

File Actions Translation Memory Options
’ N —

oo & ¢ B B B #

Add Add Remove Clean Up Create Add Connect Add Remove Preferences

File Folder Files Local Local ToRemote Project TMs ™

TXLF Files Translation Memory
File Name Source Language Target Language Size TMMame Project .. | Source Lang.. Targetlang.. Location
Sample_1.doocbdf © English German 25KB DocTM Docume... English German tms:[[stg-supporti.t...
Sample_2.dooutdf  English German 25KB DocTM1 Docume... English German C:\Users\Laks\Deskt ..

TM Update Options
Update Option: Overwrite existing TU

[] Add attribute

[] Add file name as an attribute

[ Write unedited fuzzy matches to the TM
[] Write unedited 100% matches to the TM

Translated File Settings
[F] Create translated files

report summary

3. To add files, do one of the following:
e Click Add File to browse and select a file from a folder. To add multiple files, press the Ctrl key

and select the files.
e Click Add Folder to browse and select a folder and add all files within.

e Drag and drop files into the TXLF Files panel.
The files appear in the TXLF Files panel.

4. Add and select the Translation Memory.

Note:

At least one Translation Memory is needed before file clean up can be initiated (refer to Project
TM). To add a local or remote Translation Memory, refer to Creating Local TMs for more

information.

5. (Optional) Select the TM Update Options:



Update Option: Select one of the TM update options

Add attribute: Select and enter an attribute to be added to the cleaned up segments

Add file name as an attribute: Select to add the TXLF file name as an attribute to the cleaned
up segments

Write unedited fuzzy matches to the TM

Write unedited 100% matches to the TM

6. (Optional) Select the Translation File Settings:

Create Translated Files: Select to generate final files in original format

Place translated files in TXLF location: Select to save the translated files in the same folder
location as the TXLF files

Choose location for translated files: Select to browse and select a location for the translated
files

Add language suffix for file name: Select to add the translation language code to the file
name suffix

Cleanup Report: Select the report file format and browse and select the location to save it

7. Click Clean Up.

The CleanUp Report appears. The translated files and the report summary in the chosen format are

saved in the selected location.

Cleanlip Report x

T

SUMMARY
Total segments 22
Cleaned segments 32
Updated segments 0
Not updated segments 1]
Ignored segments 0
Errors 4]
Target too long Q

Pseudo Translation

Pseudo translation copies the source content to the 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 and
the TXLF files can be pseudo translated.



To pseudo translate files:

1. Click Quick Tools in the Wordfast 4 drop-down menu.

2. Click the Pseudo Translation tab.

Wordfast 4

= wordfast4 - Analysis Cleanup Pseudo Translation Bilingual Export Bilingual Import Help
File Actions Options
: - 2 =

o Fo & o

Add Add Remove Pseudo Preferences

File Folder Files Translate
Files Pseudo translation

THLF Source

Language Selection

File Name Source Language Target Language Size
Sample_1.doocbdf English German 25KB
Sample_2.doocbdf English German 25KB

Pseudo translation Options

3. Select the file type for pseudo translation:
e TXLF: Select and add a TXLF file
e Source: Select and add source files, select Source Language, Target Language and Pseudo

translation Options

4. To add files, do one of the following:
e Click Add File to browse and select a file from a folder. To add multiple files, press the Ctrl key

and select the files.
e Click Add Folder to browse and select a folder and add all files within.

e Drag and drop files into the Files panel.
The files appear in the Files panel.

5. Select the files to be pseudo translated.

Note:

‘ Only one file type, either TXLF or Source can be selected at a time.

6. Click Pseudo Translate.



A confirmation message appears upon completion.

Pseudo Translate

Pseudo transltion is finished.

v

Ok

Note:

Up to 20 files can be processed at a time using Wordfast Pro in Demo mode. To pseudo translate
more than 20 files, a Wordfast Pro license is required.

The pseudo translated files are placed in the selected folder location.

Bilingual Export

Bilingual Export is used for translating outside of the application. The Bilingual export option allows you
to export the TXLF file with highlighted glossary terms into a DOC format and edit using Microsoft Word.

To complete bilingual export of files:
1. Select Quick Tools from the Wordfast 4 drop-down menu.

2. Click the Bilingual Export tab.

() Wordfast 4 - 0o X
= wWordfast4 |+ | Analysis | Cleanup | Pseudo Translation | Bilingual Export | Bilingual Import | Help 2llx
File Actions Terminology Options

d o B 2 LU W U LY

Add  Add Remove  Bilingual = Create Add  Commect  AddProject Remove | Preferences

File  Folder  Files Export local  Local ToRemote Terminologies

TXLF Files Glossaries

File Name Source Language Target Language Size Glossary Name | Project Name | Source Language Target Language Location
Sample_1.docebdf English German 24KB DocTerm1 English German C:\Users\Laks\Desktopl,..

Bilingual Export Options

Select export type from drop down: | Bilingual Review Export
Open report after export
Exclude the notes column
[¥] Track changes
[ protect document (Word 2003+ )

[T] Export all TXLF files as one bilingual file

Bilingual File Location:* | C:\Users\Laks\Desktop\LNK\WF Browse..




3. To add files, do one of the following:

e Click Add File to browse and select a file from a folder. To add multiple files, press the Ctrl key
and select the files.

e Click Add Folder to browse and select a folder and add all files within.
e Drag and drop files into the TXLF Files panel.

The files appear in the TXLF Files panel.



4. To add a glossary, do one of the following:
e Click Add Local to browse and select a local glossary.

e Click Connect To Remote to connect to a remote glossary.

Connect to Remote Terminology ®

W Connect To Remote Glossary

THMGR Server WF Server

Name:* Terml
Source Language:* English v
Target Language:” German g
URL Settings
URL:* tmars://qa.com/TMGR?pri=TRAODDD7 581 Test
Address:* qa.com/TMGR
Username:* Training
Password:" sessnenens

Project Short Code:* TRAODDO7S

ok Cancel

e Click Add Project Terminologies to select glossaries associated with projects.

Add Project Terminology *
W Select a Project from which you would like to
import Terminology
Select a Project:* | Documentation hd
Source :
English

Language(s): g

Target German

Language(s):

List of the DocTerm, DocTerml

Terminologies:

OK Cancel

The glossaries appear in the Glossaries panel.
5. Select the TXLF files and glossaries for bilingual export.

6. Select the Bilingual Export Options.



Option

Description

Export Type

¢ Bilingual Review Export: creates a bilingual Word
document

e WFC Bilingual Export: creates a WF Classic compatible
document

e MS-Word Table: creates an Word document with the
source and target in a two-column table

Open report after export

Automatically displays the Export Report after the Bilingual Export
action

Exclude the notes column

Removes the Notes column from the exported Word document.
When removed, the notes from the TXLF file are displayed in the
Word document as Comments

Track changes

Selects track changes in the exported Word document

Protect document (Word
2003+)

Protects the Word document by allowing editing of content only in
the available table space. This helps avoid any errors when the
document is imported.

Export all TXLF files as one
bilingual file

Exports all TXLF files that are being converted to bilingual Word
documents

Bilingual File Location

Browse and select the folder to save the bilingual export
documents

7. Click Bilingual Export.



The log appears. This log and the exported document in the chosen export type are saved in the
selected folder.

Note:

You must not edit the table format, merge or expand segments or add text outside of the target or
notes column. Doing any of these actions could result in errors during bilingual import.

Log session start ime Wed Dec 07 12:40:23 EST 2016

Level Message

INFO | ToReviewhultiT=lf w1.2.0_RC1

INFO | Bilingual Review Export

INFO Processing C-\Usersi\Laks\Deskiopt L MK Training\Revised files for Training\Revised files for..Sample 1.dooms bdf

INFC | 37 tus written.

A sample of the bilingual export is given below.

<FID def-4088-47c2-b58d-bTbe4ch0098 f</FID> Sample 3.docx.txml.txlf
m Source (en) Target (de) Score
1 TRANSLATION MANAGEMENT. UBERSETZUNGSMANAGEMENT. 29
2 SIMPLIFIED. VEREINFACHT. 100
3 STREAMLINE PROJECT] MANAGEMENT EFFEKTIVES PROJEKTMANAGEMENT 100 ?m"lg'l" [OFRT:Glo1]:
4 [INTEGRATE WITH ANY SYSTEM TNTEGRATION MIT JEDEMSYSTEM W00 | [eeme
5 WORK WITH ANY [VENDOR] ZUSAMMENARBEIT MIT JEDEM ANBIETER 100 : =
- - t [OFRT:Glo2]
6 ACCELLERATE TIME TO MARKET KURZERE BEARBEITUNGSZEITEN 87 me Glossary <
7 CUSTOMIZE WORKFLOWS INDIVIDUELLE WORKFLOWS 100 sntister
8 ACCESS REAL-TIME KPI DATA ZUGRIFF AUF LEISTUNGSKENNZAHILEN IN ECHTZEIT | 100
9 GlobalLink Project Director] saves Mit GlobalLink Project Director sparen Organisationen 100 Comment [OFRT:Glo3]:
_________________ _ ; g R ER I From: Glossa
organizations millions of dollars by automatmg atﬁ'gn_n:Fd derautomatischen vaa]mrrgvm?- . Project Direc o
the management of localization processes and Lokalisienmmgsprozessen und -ressourcen Millionen.
resources.
10 SEAMLESS [D.—\T.—\B:\'SE IXTEGR.—\TIO.\i NAHTLOSE DATENBANKINTEGRATION 100 ‘Comment [OFRT:Glo4]:
11 Use [Glob a_-_LjE j Connect with amry CMS, PIM, GlobalLmk Connect funktiontert mit jeder CMS-, PIM-, 100 D‘«"ENE‘«”H;?"EJP‘« TION
7777777777 CCMS, or e-commerce platform " - CEMS-oder E=Commerce-Plattforr --------------oo---ooooo e Comment [OFRTEIST:
12 WORK WITH ANY FILE FORMAT FUR JEDES DATEIFORMAT 100 From: Glossary
13 | Next-generation parsing engines extract Parsing-Engines der nachsten Generation extralieren Inhalte | 100 Slabalink
content and prepare it for translation und bereiten sie fir die Ubersetzung vor
14 [VENDOR-NEUTRAL] PLATFORM ANBIETERNEUTRALE PLATTFORM 100 ‘Comment [OFRT:Glo&]:
- From: Gl
15 [ Allow access o any or internal Nazimale Ressourcenflexibilitat durch Zagriff auf alle 100 ="y
translator for maximum resource flexibity | Fibleter und internen Ubersetzer=- 2o oo oo e £ [OFRT:Gla7]:
16 CONFIGURABLE WORKFLOW KONFIGURIERBARER WORKFLOW 100 me Glossary
17 Streamlme your translation process through Optimierung des Ubersetzungsprozesses durch 100 sntister
automation of manual tasks Automatisisrung manueller Aufgaben
18 TRANSLATION MEMORY INTEGRATION [ INTEGRATION VON TRANSLATION MEMORY 100

Bilingual Import

Bilingual Import is used for importing the translated or edited bilingual exported Word document. During
this import you must add both the edited bilingual Word document and the corresponding TXLF file that
was used during export. Once the bilingual import is complete, the translations or edits made in the
bilingual exported Word document are reflected in the TXLF file.

To complete bilingual import of files:
1. Select Quick Tools from the Wordfast 4 drop-down menu.

2. Click the Bilingual Import tab.



Wordfast 4 — O x
= Wordfast 4 | - Analysis Cleanup Pseudo Translation Bilingual Export Bilingual Import Help EIES
File Actions Options
— o

oo &x ¢g

Add Add Remove Bilingual Preferences

File Folder Files Import

Bilingual Files Bilingual Import Options
File Name File Type Size Counter Open report after import
ToReviewBundle-10f2.tdf.doc M5 Word Document {*.doc) 75KB 11 Accept Tracked Changes
ToReviewBundle-2of2.tdf.doc M5 Word Document {*.doc) T5KB 11

TXLF Files
File Name Source Language Target Language Size Paired
sample_2.dooctdf English German 25KB o
Sample_1.docctdf English German 25KB ey

3. To add files, do one of the following:
e Click Add File to browse and select a file from a folder. To add multiple files, press the Ctrl key

and select the files.
e Click Add Folder to browse and select a folder and add all files within.

e Drag and drop files into the Bilingual Files and TXLF Files panels.

Note:

You must upload both the translated or edited bilingual Word document and the source TXLF

file. When adding files, remember to select the correct file format from the drop-down list. You
must select MS Word Document when uploading the bilingual Word document and WF TXLF
Document when uploading the TXLF file.

M5 Word Document (*.daoc) e

M5 Word Document (*.doc)

WS Word 2007 Document (*.docx)
Rich Text Farmat (*.rtf)

WF TXLF Document (*.tf)




The files appear in the Bilingual and TXLF Files panels.

Note:

‘ ¢ The Bilingual Files panel displays the File Name, File Type, Size and Counter. The first
number in the Counter indicates the count of TXLF files in the bilingual file that are paired
with the added files in the TXLF Files panel. The second number indicates the total count of
TXLF files that were used during Bilingual Export.

e The TXLF Files panel displays the File Name, Source Language, Target Language, Size and
Paired. When the bilingual Word document and the corresponding TXLF file are paired, a

green check ¥ appears. If the files are not paired, a red cross ® appears.

4. Select the Bilingual and TXLF files for bilingual import. To select multiple bilingual files, press the Ctrl
key and select the files.

5. Select the Bilingual Import Options.

Option Description

Open report after import Automatically opens the Import Report after the
Bilingual Import action

Accept Tracked Changes Accepts tracked changed in the bilingual Word
document

6. Click Bilingual Import.



The log appears. The translations and edits in the bilingual Word document are imported into the
selected TXLF file.

Note:

The TXLF file will be overwritten with the content in the imported bilingual Word document. It is
recommended to create a backup of the original TXLF file for reference.

Log session start fime Thu Dec 08 12:21:52 EST 2018

Level Message

INFO | FromReviewMultiT=lf v1.2.0_RC1

INFO | Caollecting offfine tus from C:\lsersi\Laks\Deskiopi\ L MESWFWWE testing\Documentstion'\ ToReviewBundle-1of2. tdf doc

INFC | WY SIWYG tag checker DISABLED

INFC | TransCheck DISABLED

Importing to C:\Users\Laks\Deskiop\L MK Traning\Revised files for Training'Revised files for TrainingUpload
files'\Sample 2 doex |

Modified targst:

1-2-1

INFO | Diff : EFFEKTIVES PROJEKTE MAMAGEMENT

XML Before: EFFEKTIVES PROJEKTMAMAGEMENT
XML After: EFFEKTIVES PROJEKTE MANAGEMENT

INFO

INFO | File changed: 1 of 37 collected segments were menged.




Preferences

The Wordfast Pro user interface is controlled by the preference options. You can configure these

through Preferences and by pressing F9.

| = wordfasta -

Project-2
Projact-4
Project_2
Project_5
Project_6
Project_7
Project_8
Project_9
MC_Proj-1
Project_4-6

The preferences categories are listed below:

Projects | Help

Project

C:\Users\tidara\Wordf
C:\Users\tidara\Wordf
C:\Users\Public\Wordf
C:\Users\Public\Wordf

C:\Users\tidara\Wordf ..
C:\Users\Public\Wordf ...
C:\Users\tidara\Wordf ..
C:\Users\Public\Wordf ..
C:\Users\Public\Wordf ..
C:\Users\Public\Wordf ..

e General Preferences

e Translation Preferences

English (United States)
English (United States)
English (United States)
English (United States)
English (United States)
English (United States)
English (United States)
English

English (United States)
English (United States)

o Current/New Project Preferences

Tools
R
Quick
Tools

German (Germany)
German (Germany)
German (Germany)
German (Germany)
German (Germany)
German (Germany)
German (Germany)
Spanish (Latin America)
German

German (Germany)

Preferences

_ Options

=

02

Date Created
2015/03/31 12:53:21 M
2015/03/31 13:18:25 M
2015/05/29 11:08:06 M
2015/07/30 10:35:24 M
2015/07/30 12:02:48 M...
2015/07/30 13:22:18 M...

2015/08/03 09:32:35 M...
2015/08/26 16:08:01 M...
2015/12/04 14:59:11 M...
2015/12/14 15:10:20 M...

e User Preferences—Advanced Settings

General Preferences

General preferences cover the following topics:

e Customizing Colors e Customizing Fonts
e Customizing Icon Appearance e Customizing Application Layout
e Customizing Shortcuts 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 group.



The current translation color settings appear.

2. To change the color for any Item Name, click the colored image in the Color column.

Preferences X
General Preferences -
—————— @ Customize the colors used in the translation table
Colors
General Colors.
Fonts
Item Name + View Color
Icons
Auto-Propagated Editor View
Layout
Committed into TM Editor View
Shortcuts
Context Match Editor View
Warnings
Exact TM Match Editor Vi
Translation Preferences . et rer e
Exact Term Match Editor View
Tags
Aute-Propagation Fuzzy TM Match Editor View
Text Tools Fuzzy Term Match Editor View
Spellchecker Machine Translated Editor View
Machine Translation Missing Exact Term Match Editor View
New Project Preferences Missing Fuzzy Term Match Editor View
Translation Memory Modified Target Editor View
Terminology Ho TH Match Editor View
Penalties
enale Selected Term Color Editor View -
Transcheck

Cancel

For example, click the colored image in the Color column for item Auto-Propagated , and select
another color in the color palette.

Color Picker #

Default

Custom

HEX"
FFOOFF

Add to custom QK Cancel



The color code for the selected item is changed to the new color.

Preferences X
General Preferences
— @ Customize the colors used in the translation table
Colors
General Colors
Fonts
Item Name + View Color
Icons
Auto-Propagated Editor View -
Layout
Committed into TM Editor View
Shortcuts
Context Match Editor View

Warnings

Exact TM Match Editor Vi
Translation Preferences . et frariien
Exact Term Match Editor View
Tags
Auto-Propagation Fuzzy TM Match Editor View
Text Tools Fuzzy Term Match Editor View
Spellchecker Machine Translated Editor View
Machine Translation Missing Exact Term Match Editor View
New Project Preferences Missing Fuzzy Term Match Editor View
Translation Memory Modified Target Editor View
Terminology Ho TH Match Editor View
Penalties
enale Selected Term Color Editor View o

Transcheck

oK Cancel

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 [x¢]
General Preferences

W Customize the fonts used throughout the application -
Colors

13

—
- Fonts
g ]
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 Preview:
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
Terminclogy Japanese M5 Mincho 13 |:|
S Change
Penalties Korean Batang 13 hd
Transcheck
Segmentation — Disclaimer .
- Font Styles (Typeface on 0SX) are not supported by the editor -
oK 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 Avrial 13
Translation Memory Editor Font Arial 13
Terminology Editor Font Arial 13
Notes View Font Avrial 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 going to Preferences then Icons as described below.

To customize the icon appearance from Preferences:
1. Click Icons.

The two icon appearance options appear.

Preferences. £

e

chmemmmmmm appacation ribban

Genaral Preferentes

Fanty
L_ feons
Lyt St joons size:
Shoriouis ® Large loans
D edium icons
W
T 0 Small icons
Translation Preferences 7 pisplay text
Taggs
Auts Propagation
Teait Tooks
Spelichecher
iachine Trarmlaton

Curerd Project Prefarances
Traralaion Memory
Temminaogy
Penalties
Trarschedk
Segmentation

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
going to Preferences then:

1. Click Layout.
The layout preferences appear.

Preferences

General Preferences

W Change the layout and appearance of the application

Colors
Fonts
Icons Editor
—
| et Table View:
Shortcuts Hide ID Column
Warnings Hide Score Column
Translation Preferences Hide Table Header

Tags Score Column Position:

Auto-Propagation D Before Target
After Target

Text Tools
Spellchecker Segment Options:
Machine Translation Automatically leverage the first segment
Current Project Preferences Automatically open the last edited segment when opening a file
Translation Memory Next/Previous Segment (TM Commit) action leverages next/previous segment
Terminology Skip Unedited 100% Matches
Penalties Skip Unedited Context Matches
Transcheck Layout Options:
Segmentation Keep the last layout open
aK Cancel
2. Modify the layout options as follows.
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
matches.

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

Many of the tools of Wordfast can be associated with keyboard shortcuts.

To view the list of available shortcuts and select keyboard shortcuts, go to Preferences and then:

1.

Click Shortcuts in the General Preferences group.
The options list to customize keyboard shortcuts appears for the Application scheme.

Select a scheme from the Scheme drop-down list.

fwordtast pro siyicJif %
Wordfast Classic style
SDLX style

Trados style

éwgrdﬁst Pro style

Select a Command from the command list.

In the example below, the Terminology Highlight shortcut is selected.



Preferences *®

General Preferences

W Customize and define your keyboard shortcuts for the application

Colors
Fonts
Icons Shortcuts
Layout
Scheme: Wordfast Pro style v
Shortcuts
Include Unbound Commands
Warnings

Search:

Translafion Preferences Select command by single clicking to assign new key combination

Tags

Commands « Shertout View
. SUEELrougn LT canon
Auto-Propagation o
Subscript Ctrl+= Editor
Text Tools Superscript Ctrl+shift+= Editor
Spelichecker TM Concordance F& Editor
) ) Term Info Alt+T Editor
Machine Translaticn
Terminology Highlight Ctrl+F5 Editor
Current Project Preferences Toggle uppercase/lowercase Shift+F3 Editor
Translation Memory Transcheck Report Cheose Binding Project
-
Terminology -
g Description:
Penaltizs Run/Stop Terminology Highlighting
Transcheck
Segmentation
-
oK Cancel

Select that command to access edit mode.
Press the new sequence of keys, such as Ctrl+Shift+F7 in the Shortcut column.
If the shortcut key sequence is in use a warning pop-up appears.

Warning *
This binding is already in use by another action. Applying

I _ this binding to the specified action will remove the binding
f . : from the previous action. Do you want to continue?

[C] Do not wamn me about this anymore

The shortcut key is modified to the new sequence.

Note:

When changing or creating new shortcut key sequences, the sequence must begin with a Ctrl, Alt,
or Shift, or must be a Function key (F1), a combination of these.

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, go to Preferences.

To select warnings:
1. Click Warnings.

The Warnings dialog box appears.

Preferences %

General Preferences

w Configure which warning messages you want to see in the application

Colors
General Warnings

Fonts
[¥] welcome message
Icons

Layout No TM available warning
Shortcuts [#] Transcheck warnings

Warnings §
Overwrite target warning
Translation Preferences

Tags [#] copy all sources warning

Auto-Propagation End of document warning
Text Tools
Remove segment tags warning

Spellchecker
Remove all tags warnin
Machine Translation = E 9
New Project Preferences Remove Target warning

Translation Memory .
Remove all target warning
Terminology
Remove Term warning
Penalties

Transcheck Show duplicate shortcuts warning

oK Cancel

2. Select the warnings to be displayed in the application.

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 going 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.

Prelenences L

leors

Lapaut

wmﬁgummmﬁarﬂm&umﬁmmm“!ihhmm ‘

Shartouts
Wamings T Tags and Formaiting
i F Prewvaw
raneiaton Prelerenoes Text Formattng: [

Tom @ Show Test Formattng  This is the Formatting mode. .

(¥ supportesd)
Eoita Progugaten (& Show Formatting s

Tags
Tt Tosk
Speboecier Tag Narning:

& Pyl Hame
Machine Translation =
2 Shart Mams
Cument Project Frefersnces Humberng
Trarilbor Moy
Autormaticaly lete ta
e . | Autormatically remowe incomplete kg pairs
¥ Autormaticaly apply source sagment formatting to target
Peraliies
¥ Capralzs the first letter of tha rget automaticaly
ransdheck

Do Laarre
Segrreriaton Automatic apkakmtion of the first ktter does not affect CIK Bnguages
Flisrs

User Preferences

Bdvenced Settings

White Space Characters

T Display spaces and NESPs in the editor

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 from Preferences:

1. Click Auto Propagation.



The Auto-Propagation preferences options list appears.

Preferences b

General Preferences

W Configure how Auto-Propagation options will populate segments

Colors
Fonts

Tcons Auto-Propagation
Lot Enable Auto-Propagation

Shorteuts Enabling Auto-Propagation will automatically update all empty target ssgments.
‘Warnings
arming [C] Enable Auto-Propagation across all open files

Translation Preferences Use Auto-Propagation to overwrite:

Tags [E1 100% matches
Auto-Propagation Fuzzy matches
Text Tools [[] Auto-propagated matches

spellchacker Edited segments

Machine Translation Machine translated segments

Current Project Preferences Committed segments
Translation Memaory
Terminolegy
Penalties

Transcheck

Segmentation

oK Cancel

Note:

The options listed below are only available when Auto-Propagation is enabled.

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.

Auto-propagated 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 Description

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,
URLs, and proper names. It can also suggest terms for the glossary, Translation Memory (TM)
matches, and Sub-segment TM matches.

¢ 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.

Preferemies =
w:Gnlﬂlgm' heaww features will work in the text editar
b Ao Suggest
Tr latipn Preference.
| Enablg Autc-Suggest
Enable suggestions for
At Propage o o | Souroe
Text Taoks | Glossany
Spelichecker ™
TH Sub-Segment
rrand Project Praferences Smart Quotes

Enable Smark Quobes

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

Selecting the spell check option is a good practice to ensure that the translated content is of high quality.
Spell check is supported in Microsoft Office and Hunspell.



To enable or disable spell check go 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.

W Configure how spellchecking will work in the editor

Spallchecking

Preferences

nslation Preferences
«| Enable Spelchackng

Chack for speling erors a5 you bype

Microsaft Office (Ff instaled)

Spebohecie & Hurips

2. Select or deselect Enable Spell Checking.

3. If Check for spelling errors as you type is selected, choose one of the following:
e Microsoft Office

Note:

Microsoft Office must be installed on your computer.

e Hunspell

Note:

Hunspell dictionaries are available for the following languages. Any of these languages can be

installed by going to Help > Wordfast 4 Update, choosing the required language JAR and clicking
Update.



Table 1:

Language Shortcode Language Shortcode
Arabic AR Korean (South Korea) KO-KR
Basque (Basque) EU-ES Latvian (Latvia) LV-LV
Bosnian (Bosnia) BS-BA Lithuanian (Lithuania) LT-LT
Bulgarian (Bulgaria) BG-BG Norwegian (Bokmal NB-NO
Norway)
Catalan (Catalan) CA-ES Norwegian (Nynorsk NN-NO
Norway)
Croatian (Croatia) HR-HR Polish (Poland) PL-PL
Czech (Czech CS-Cz Portuguese (Brazil) PT-BR
Repubilic)
Danish (Denmark) DA-DK Portuguese (Portugal) PT-PT
NL-NL Romanian (Romania) RO-RO
English (Canada) EN-CA Russian (Russia) RU-RU
English (United EN-GB Scottish Gaelic (United GD-GB
Kingdom) Kingdom)
English (United States) EN-US Serbian (Serbia) SR-RS
Estonian (Estonia) ET-EE Slovak (Slovakia) SK-SK
Farsi (Iran) FA-IR Slovenian (Slovenia) SL-SI
Finnish (Finland) FI-FI Spanish (Mexico) ES-MX
French (Canada) FR-CA Spanish (Spain) ES-ES
French (France) FR-FR Swedish (Sweden) SV-SE




Language Shortcode Language Shortcode

Gallician (Spain) GL-ES Swahili (Kenya) SW-KE
German (Germany) DE-DE Tagalog (Philippines)  TL-PH
Greek (Greece) EL-GR Thai (Thailand) TH-TH
Hebrew (Israel) HB-IL Turkish (Turkey) TR-TR
Hindi (India) HI-IN Ukrainian (Ukraine) UK-UA
Hungarian (Hungary)  HU-HU Urdu UR
Italian (Italy) IT-IT Viethamese (Vietnam) VI-VN
Irish (Ireland) GA-IE Welsh (United CY-GB
Kingdom)
Kazakh (Kazakhstan) KK-KZ Zulu (South Africa) ZU-ZA

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.

| Preleremoes X
Loons -
Lrvout WCnnﬂgu’e how machine translation engines work while you are translating
[
VTS Maching Tramiation
Translation Préferences Machine: Transkstion Behavior
s = Perform when there is no TH match
At Propags bon Ahways perform Maching Translation
| Tcut Tl Allgw all unadited sagmants in active dooumaent to b leveraged with MT
pwlichecker Rerove MT score from scone column when 3 segment i edited
Hachine Transason
Cuimenl Project Preferences Enabls Google Transiator
Trasalation Mescry Enable Micrasoft Trandator

Enable WiarldLings

. Cesclamer for publc provaders
Pl e
Source sagmemts are submitied Do Maching Trarslaton providers. Make sure this is compatible
Trarsched: with your confidenbality requirements. Mote that target segments (your transiation) are rot fad
inta MT prowiders, theéy remain confidental.
Segmentabio

User Prefsrancas

e

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 Translator is a paid service, you nead to buy an ID and enter the key below { F left blank
Google Transkte wil be disabled ).

Enable Google AFT : Test
Translator [¥] Use Google Translator as primary
Google key can be shared by a group or an organzation. Please find more information on Google
site,

You can 3lso look 3t the video How to obtain 3 Google Transite API key
Available Bnguages for Gooale Trangate

[¥] Enable Microsaft Translator

In order to use Microsoft Transiator you must have an API Key provided by Microsoft, Enter the API
key below { if laft blank Micrasoft Transktor will be disabled ).

Client ID :
Enable Microsoft . .....
Translator e
|} Category Search
Category Name :

[¥] Use Microsoft Translator as primary
i { nl
Available Bnauages for Microsaft Transkator

[¥] Enable WaorldLingo

Enable ] Use WorldLingo as primary Test
WorldLingo
Languages are limited to WorldLingo Languages listed below.

6. Read the disclaimer carefully.
7. Click OK.

WorldLingo 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 ltalian e Spanish

e English e Japanese e Swedish

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 Terminology
e Configuring Penalties e Configuring Transcheck
e Configuring Segmentation 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 -
- Wc-uﬂl'-gure how transiaton memones are used in your project
Shortruts
Warmings Translation Memony
Transiaton Frelersnces Viribe unedited fuzzy and exact matches to TH
Tags Copy source when no match in editor
Ba.fo Propagation Fuzzy Match Threshold in (%): =
Texi Tocls Beport Setings
Cabculate analysis report percantage by:
il
Words
Mt Transls s @ Seqments
Cuiténl Projed Praleisnoes Calodate internal fuZzy matches in %
Transiabon Hemory
Termnclogy
Prirui = A bo TM By DwEnaTing the engsting T (default)
Transchac Add b TM; overwrite the existing TU f attribufes are identical
Only add to new segments to TM; do not owenwrite the existing TU
REgmCMn #dd to TM; do not overwrite the sxisting TU
Fiters Do ot add ta TM
User Frefersniss TH Looksup: Setings
Humber of TUs you can s8¢ in the THM w0 =
Aduarced Settngl lookup: - w
Replaceables
| Enabde replacement of detected text in TM results for higher T matches
| Humber replacement
| URL replacerment
| Punchaation replacemsent
o | Emad pddress replscemant
O Cancel

The following steps apply to the Translation Memory section.
2. Select Write unedited fuzzy and exact matches to TM, to commit unedited fuzzy and 100%
matches to a TM.



3. Select Copy source when..., to copy the source to the target segment when there is no match and
the TM is leveraged.

4. 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

e 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) Deselect Number replacement if not wanted
b) Deselect URL replacement if not wanted
c) Deselect Punctuation replacement if not wanted

d) Deselect Email address if not wanted
9. Click OK.

The Translation Memory properties for the project are set up.



Configuring Terminology

Terminology lists or glossaries 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 group.
The Terminology (Glossary) preferences appear.

Preferences. o

wc:nrqme horw glossanes are used in your project

Terminology

+ Enable automatic fuzzy termindlogy recognition

Humber of berms you can see in the Term [ S
Looiop: o

+ Enable term highlighting a5 you type

. Ignore case for term highlghting

Cumant Projed Freferences

Lo

2. Select Enable Fuzzy Terminology, to view fuzzy matches.
3. Select the number of matches to be viewed.

4. Select Enable term highlighting as you type, indicate terminology matches by highlight when
entered in the translation.

5. Select Ignore case for term highlights, to ignore case difference in terminology matches.

6. 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.

E3
Leans = _
Layout W'Enrfwem translation memary matches are penalized —
Shortouts
Wernng Penaltios
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Liser Preferences [Z] Public Tu
Aabvanced Setings ] Secondary TM
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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




Penalty

Description

Align

Differences in Translation Units with alignment attributes

Machine Translation

Differences in Translation Units based on Machine Translation

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

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 verifies a translation for missing or incorrect text or variables. Its configuration is specific to
a given project. 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 you mouse over the text.

To configure the Transcheck options from Preferences:

. Click Transcheck under Current Project Preferences.

The Transcheck options appear. In the following image only the base options are shown. Many
options present additional related options when they are selected.



Preferences *®

General Preferences - -
& Configure the Transcheck settings for your project
Colors
General
Fonts Transcheck
Teons Disclaimer
In order for the Spellcheck Transcheck to work you would need to enable the Spellcheck option in the

La Spellcheck Tab in Preferences.

yout
Shortcuts [ Transcheck segments while translating
Warnings [ Select/Deselect All

Translation Preferences
[ Blacklist Check
Tags
[ Capitalization Check
Auto-Propagation
[] Edited Context Match Check
Text Tools
[7] Edited Exact Match Check
Spellchecker
[ Edited Source Check
Machine Translation
[C] Empty Target Check
Current Project Preferences
[ Forbidden Character Check
Translation Memory
[C] Number Difference Check
Terminology
[] Paragraph Length Check
Penalties
— 7] Punctuation Check
Transcheck
| [C]Repeated Word Check <

oK Cancel

2. To control how Transcheck checks target segments, select the different configuration settings.

Transcheck segments Check to enable Transcheck during translation
while translating

Select/Deselect All Check to enable all of the following options

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




Setting

Description

Edited Exact Match
Check

Check if exact matches from the TM were edited

Edited Source Check

Check if the source of a segment was edited

Empty Target Check

Check for segments containing no translation

Forbidden Character
Check

Check if the target segment includes forbidden characters. Refer to
Configuring Forbidden Characters Check

Number Difference
Check

Check if the numerals in the source segment match the target segment.
Refer to Configuring Number Difference Check

Paragraph Length
Check

Check if the target paragraph length has exceeded the maximum
character length set for the paragraph

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

Check if the translation complies with preset limits on characters and
words. Refer to Configuring Segment Length Check

Extended Punctuation
Check

Check for consistency in extended punctuation between source and target
segments

Copied Source Check

Check for copied source text in the target. Refer to Configuring Copied
Source Check

Spelling Check

Check spelling as the translation is entered. Refer to Configuring Spell
Check

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 terminology list. Refer to Configuring Terminology Check




Unconfirmed Segment Check if segment is marked unconfirmed
Check

Unedited Fuzzy Check Check if fuzzy matches were not edited

Unedited MT Check Check if machine translated matches were not edited

Untranslatable Text Check if the untranslatable content in source and target segments is

Check consistent. Refer to Configuring Untranslatable Text Check
Untranslated Text Check if any segments are not translated; for example, if Copy Source
Check was used to enter translation

Whitespace Check Check for mismatched or double white spaces in the target segment.

Refer to Configuring Whitespace Check

3. 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

[7] 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. Select Capitalization Check.
The related options appear.
¥ Capitalization Check

¥] All Caps Mismatch

First Word Case Difference Check

Skip context matches

3. Select the appropriate options.

Option

Description

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

Check upper case text in the target that is in lower case in the
source

Source Capitalization Mismatch
Check

Check upper case text in the source that is in lower case in
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

cedumn 1
nEw|

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 appears.

¥| Punctuation Check

Add

column 1 column 2

Double Punctuation Check
Skip exact matchas

Skip context matches

w

. Click Add to add a new character to the default list of punctuation characters.

N

. Click Update.

To remove a punctuation character from checking, highlight the character in the list and click
Remove.

()]

. Select any of the following options:
e Double Punctuation Check to check for repeated punctuation

e Skip exact matches to disable or enable checking for punctuation on exact matches

e Skip context matches to disable or enable checking for punctuation on context matches

6. Click OK.



Configuring Number Difference Check

To configure the number difference check for this session from the Preferences option:
1. Click Transcheck.
2. Select Number Difference Check.

The related option appears.

Number Difference Check
[#] Treat numbers separated by hyphens and dashes as single number
[ skip exact matches

Skip context matches

3. Select any of the following options:
e Treat numbers separated by hyphens and dashes as single number to accept hyphenated

numbers as one
e Skip exact matches to disable or enable checking for number differences on exact matches

e Skip context matches to disable or enable checking for number differences on context matches

4. Click OK.

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. Select Segment Length Check.
[¥] Segment Length Chack
Strict Character Length Check (Zero means unlimitad)
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.



Option Description

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.

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 segment length
on exact matches.

Skip context matches Disable or enable checking for segment length

on context matches.

Configuring Copied Source Check

To customize the copied source checking operation from the Preferences option:
1. Click Transcheck.

2. Select Copied Source Check.

The related options appear as shown.

V| Copied Source Check
Skip exact matches
Skip context matches

Skip tokens

3. Select select any options that apply from the following list:

¢ Skip exact matches when checking for copied source
e Skip context matches when checking for copied source
e Skip tokens when checking for copied source



Configuring Spell Check

To customize the spell checking operation from the Preferences option:
1. Click Transcheck.

2. Select Spelling Check.

The related options appear as shown.

[#] spelling Check

[ skip exact matches

] Skip context matches

3. Select select any options that apply from the following list:

e Skip exact matches when checking for spelling
e Skip context matches when checking for spelling

Configuring Tag Check

To customize the Tag checking operation from the Preferences option:
1. Click Transcheck.

2. Select Tag Check.

The related options appear as shown.

[¥] Tag Check
[#] Check for non-formatting tags
[¥] Check for source formatting missing in tanget
[¥] 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 any options that apply from the following list:

e Check for non-formatting tags

e Check for Source formatting missing in target

e Check for formatting that exists in target but not in source
e Skip exact matches when checking for tags



¢ Skip context matches when checking for tags

Configuring Terminology Check
To configure the Terminology checking criteria from the Preferences option:
1. Click Transcheck.
2. Select Terminology Check.
The options appear.

¥] Terminology Check

Enfarce Term Case
Fuzzy Term Check
Skip exact matches

Skip context matches

3. Select any of the following options that apply.
e 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 terminology
e Skip context matches when checking for terminology

Configuring Untranslatable Text Check
To configure the handling of untranslatable text checking from the Preferences option:
1. Click Transcheck.

2. Select Untranslatable Text Check.



The Untranslatable Text Check expands to a dialog box.
| 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 any of the following options that apply:
e Skip exact matches when checking for untranslatable text

e Skip context matches when checking for untranslatable text

Configuring Whitespace Check
To configure white-space for this session from the Preferences option:
1. Click the Transcheck.
2. Select Whitespace Check.
The options appear.
| Whitespace Check

Skip exact matches

Skip context matches



3. Select any of the following options that apply.

¢ Skip exact matches when checking for white space
e Skip context matches when checking for white space

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 o " o . .
@ Configure how bilingual files are segmented
Layout
Shortcuts
Warnings Segmentation
Translation Preferences
Note

Tags Flease note that the current segmentation changes will apply only to the newly created TXLF

files, and MOT to the already created ones.
Auto Propagation

Text Tools

Spellchecker [] 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 far the markers
Transcheck & number followed by an end of a segment marker
Segmentation [F] Segment ends in a segment marker without a traiing space character
Filters [C] Segment ends in a segment marker, followed by a space character and a lower-case letter

User Preferences
Advanced Settings Abbreviations: Select abbreviations that should not be seamented on
Select 3 hnauane: Enalish (United States) v T
OK Cancel

5. Select the required segmentation options. These options are:
e Select Segmentation on break to enable segmentation on line breaks.

e Select the Segmentation Type as APPLICATION or SRX 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: German b

-.-..'|._.f..,|._R,.,-. 'd_. F_.,:_d. -;l.-F.,!. '.":,_:"I-!:.'...jl:l‘..k.-:‘:I.,-i:lf-:l..m. E_.ﬁ_ E_.,n'. v..0. B..0. .fi...cl._a.,a._s.,::n:u_,s_ 3.5 &
5. 0.5, P. 8.,5. 3.5, C.,5 0.,50Q. 5000, 500 u. E.u. U, u. A u. §.,U. 8.,U. 4.0. 3.,usf. usw. v. R.

w.v. R w.verh. verw.,val,vs. . B,z E..Z. H.,z. Hd.,z. T.,Z. Z.,%. -

Segmentation Praview
Sample Text:

Check it out ‘.{}_";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.
4. Click Filters.
The Current or New Project filter options appear.

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
i eferance
[ Translation Preferences Canfiguration
Tags N
| Extract numbers:™ time_date_measure pvs
Auto Propagation
Text Tools
Available filters Default
Spellchecker
i - . Add
& Active Server Page (*.asp)
Machine Translation N —
i Artive Server Page (*.asp) @ -
Remaove
Current Project Preferences
i y = 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)
. Hypertext Markup Language (*.htm) @
Segmentation
i = Hypertext Markup Language (*.html) B
Filters
User Preferences Format Settings
Advanced Settings
-
oK Cancel

To add custom file filters, see Adding New File Filters.

Adding New File Filters

You can create a new filter 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.
Click Open Project on the Project List.

Click Preferences under Options.

el N

Click Filters.
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The Configure source file filters appears listing Available filters.

Wordfast

Preferences @
Tcons - _— R e W .
Layout W Configure how translatable content is from source files
Shortcuts
Warnings Filters

Translation Preferences § .
— Configuration
Tags -
Extract numbers:* time_date_measure |v| ‘
Auto Propagation
Text Tools
Available filters | Default
Zpellchecker N T
I Active Server Page (*.asp)
Machine Translation - I
Active Server Page (*.asp) @ o
Current Project Preferences
@ Adobe InDesign Interchange (*.inx)
Translation Memory Adobe InDesign Interchange (*.inx) @
Terminclogy = Flat OPC XML Word Document Format (*.xml)
Penalties Flat OPC ¥ML Weord Document Format (*xmi) @
Transcheck = Hypertext Markup Language (*.htm)
Ma La *.htm;
sion Hypertext Markup Language (*htm) @
Dty || 7P R D ’
User Preferences - Format Settings
Advanced Settings Encoding:* UTF-8 | b |
oK Cancel
5. Click Add.
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The New Filter dialog box appears.

Mew Filter *

W Choose a file format and enter the filter name to
display.

Choose file format:®

Active Server Page (*.asp)

Filter Name:*
Adobe InDesign Interchange

Format Settings [*.inx)

Extensible Markup Language

(*.xml) {F_n} -

XML Extraction Rule

OK 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.

Preferences :
Laveiat W T, O S
Snorbouts
r— Dafault Sattings

Rastons Crignal By pressng Restore Orignal button all the sattngs wil revert to the stodc
Taos application state. Plaase note that once the button has been pressad al of you
" currént aHplcaton Sttrngs will be bat.

4 SEAge o
Text Tools >
Piessine: Diedamdts By pressing Restore Defauls butbon a the g5 wil revert to the defaul
Spedcheder —_——— Piease note that once this button hes been presses
settings will be lost.
~ Tr b b
Current Praject Preferences Exportimport Preferences Settings

Tranzaton Memary — After mplementing the settings, they wil be apabed omce you prass the OK
- e button in the Preferencas dalog

g l'\;
Peraltes
Trian: Exmort You wil be able to export al the settings values that are currently appled n the

Preferences.

Uger Freferances

Ak a5t ngs

¥ 3 Corned

4. In the Default Settings section, click:
e Restore Factory to revert this Wordfast Pro installation preferences to those of a new installation.

e 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.

Preferences 3
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Current Praject Preferences Exportimport Preferences Settings

Translaton Memary == After mglementing the get‘;.hua they wil e apabed once wou press the OK
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4. In the Export/Import Preferences Settings section, click:
o Export to save the current preferences for a given Wordfast Pro installation
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Current Project
Shortcuts
‘Warnings
Tags and Formatting =
| | [Erowen
Export Cancel

o Import to apply saved preferences

Import x|
_ N\ =~
W Choose the Preferences settings you wish to import.

Auto-Propagation

Auto-Suggest

Colors

Current Project

Editor

Filters

Fonts

Icons -

.

NEOOOOOO

5. Click OK to complete the Export/Import process.
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