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Translation Workspace Agency Users Quick
Start Guide

A Quick Start Guide for Agency Users

Now that you have a Translation Workspace account, you can start translating and managing translation
assets. This document gives a quick explanation of the Translation Workspace clients that you use to
perform the translation and the tools you use to expedite the translations.

Download the Translation Clients

You can only download the translation clients if you have credentials to login to Translation Workspace.
The clients are always available for download from the Resources > Download page in Translation
Workspace. Once downloaded, the clients are updated automatically with any new Translation
Workspace releases.

Using the XLIFF Editor

After downloading the XLIFF Editor, you can simply accept the defaults offered by the installation wizard
to get started.

When you open the XLIFF Editor, you will see a toolbar with the following features:
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You use this toolbar to open files, open and store segments, connect to the TM, and more.

Using the Microsoft Word Plug-in

After downloading the Microsoft Word Plug-in, simply accept the defaults offered by the
installation wizard to get started.

Open the .doc, .docx, or Translation Workspace RTF file you are going to translate. The Translation

Workspace functions will be in the ribbon accessed by clicking on Translation Workspace in the Word
2007 toolbar:

Open/Close connection to server

i i Perform concordance
Client settings menu Menu of options applying
g : to current document REAHUNIO search on TMs
Translation options menu used options
Tag options Quality applied to Check and change
Assurance one or more TM/Language
Terminology options Tools documents settings
\ i TR aboufjtranslation_workspacef2 html.rtf [Compatibility Mode] - Microspft Word
Hom Insert Page Layout Beﬁiﬁeﬁrfeﬂ;es Ma}llngs eview View Developer Add-In| Acrobat Translation Workspace |
6‘9 |‘E;1/ ag e o[ = | % Previous [ 5% Previous m j ‘f ‘j 113, Analyze @ Li‘ 34 Concordance ﬂ)
= S%\' } &4 current [1<% Current ; = =3 Translate All 100%-matches I R, Open Chat H-
ct i T lation| h C A Previ D it Select {
onne: ett.nqs ransva on| E‘. i‘. é. g,u l N ?‘ N' Searc ‘?. Next ‘ Do:,’,r“:':“ . 1%0' review o(u:nen 5? Cioanes Target Language M!l:lﬂt ele o b elp
|[Translation Workspace ~Transtation Terminology ™ | Current Document "~ Documents ™ Other
Frequently used Preview the TM management
Translation options current options menu
doc:ra:zt e Chat with others on
i your project
Menu of options
applying to multiple
documents

If you are using Word 2003, you have a toolbar and menu of commands:

Get Previous Match Alt+Ctrl+Shift+CurLeft

Copy Found Match Alt+PageUp EN"
Get Next Match Alt+Ctrl+Shift+CurRight

3 » || = open Segment Alt+Home
| Terminology » | = Open Next Untranslated Segment Alt+Num -
Tags » (=8 Open Next Non-100%-match Alt+Ctrl+Home
Current Document » | Translate to Next Non-100%-match Alt+=
5oroooo 1 o+ o+ 6+ R
Word 2003 Translation Poceents * |53 store and Close Segment Alt+End | : :
. A
Workspace toolbar ™ > 1{;’ Store, Close and Open Next Segment Alt+Home
Settings > I:T“? Store, Close and Open Next Non-100%-match ~ Alt+Ctrl+Home
Concordance Search  Alt+CursorUp | = Close Segment and Delete Translation Alt+Del
N | Open Chat E‘:; Close Segment, Don't Save
= | Close Connection = Shrink Segment Alt+Ctrl+PageUp
Word 2003 Translation . y 5
Workspace menu /| About Translation Workspace 4 Extend Segment Alt+Ctrl+PageDown
" Online Help K
Ep
W
=

Copy Source Alt+Ins

<HTML xmlns="http://www.w3.0rg/1999/xhtml"><HEAD><TITLE>Lionbridge : Language
Asset Management</TITLE>

Configure Your Translation Workspace

Translation memories and other linguistic assets (glossaries and review packages) reside in workgroups on
translate.translationworkspace.com. You are provided with a root workgroup when you first login, but you
should create appropriate workgroups for your users and assets, so you can organize your

Copyright © 2019 GeoWorkz, Inc. 2


file:///C:/Documents%20and%20Settings/willie.williams/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/XASCO7F0/translate.translationworkspace.com

WORKSPACE

69 TRANSLATION

projects. Users are assigned to workgroups and to assets (TMs, glossaries, and review packages). This
allows you to control who can access your assets.

Creating a Workgroup

Create workgroups to organize your linguistic assets, and to control access to those assets.

1. Select Create New > Workgroup.

69 WORKSP‘ACE . Task List [l Reports saAliases~ | '
&) Create New ~ Welcome H’

=] aar o
& Refresh e
/U, T

(2 ) N

%

Docun:

Online Help
including Trgf*
translation df

het

= Review Package .. -

: kS
[ Workgroup. A WI'
rn F

@ Subscribe to Alias

&) Create New 4

Translation Memory.

, Glossary..

2. Inthe Create Workgroup dialog, specify a name, a description, and select a Contact.
3. Click on Create. This adds a workgroup to your navigation tree on the left.

You can now add members and linguistic assets to the workgroup.

Creating a User Account

Create user accounts to provide access for individuals in your Agency. You can do this by logging directly
into GeoWorkz.com, or by logging into the Translation Workspace Web interface, which will redirect
you to GeoWorkz.com when you click on the Add/Delete User button.

To add a user, if you are in the Translation Workspace Web interface do the following:

In the Administration > User Management page (if you are a Subscription Manager user or
an Admin user), click on the Add/Delete User button:

) Task st il Reports 8 Asset Retrieval 5 Aliases - I 7” Admnistration ~ JlOnine Review | Resources -

£ User Management

Search || All Users Members

= -
L3, Add/Delete User [

B "WoRKERREE eldridgeenterprise (aaron admin) %] Log out

3 £ Welcome £ User Assignment =
[E] eldridgeenterprise

Name Role

First Last

Click AddDelete
User. aaron.admin Aaron Admin
eldridge enterprise Eldridge Enterprise >

sara.systemuser sara Systemuser

RV W ’\_Iwwdﬁw*l = M~-"'M\J‘\—.‘"‘-M“""'v-f““kr\A»‘w‘-«-’,\*“""‘“\,\‘w

Here we have logged in as an Admin user. The user is taken to the GeoWorkz Manage Users page,
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which lists the users in her or his tenancy:

Click the Add User
icon to add a user

MANAGE USERS

E Select Role v
Total Records 5 Q & ©
GEOWORKZ TEAM
Q@ NETHERLANDS USERNAME % FIRST NAME 3 LAST NAME % EMAILID $
& edwardjohn Edward John edwardjohn@gmail.com (# Edit [ Delete
Eﬁ Translation Workspace geoworkzteam Geoworkz Team geoworkzteam@gmail.com
O v Jjamesgeoworkz James Geoworkz Jjamesgeoworkz@gmail.com £ Edit @ Delete
£ My Account
v jerryanderson Jerry Andreson Jjerrygeoworkz@gmail.com (# Edit [ Delete
(g) Manage Users v Jjohngeoworkz John Robins johnj@gmail.com 74

Note: You can also go here directly, if you are a Subscription Manager user or an Admin user, by

logging into www.GeoWorkz.com_and clicking on your user name at the top, then selecting the
Manage Users tab.

2. When you click on the Add User icon (ﬂ), the Add new user dialog pops up as mentioned below:
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ADD USER
Given Name” Last Name/Surname®
Usermname’
Is Admin
Email Address”
Country
Jnited States v
o) D

Please complete the fields in the form to create the new user inside your tenancy. If you decide to
grant Admin role, please check the Is Admin box. The Admin role will let the user add, delete and edit
other users. Also, the Admin role allows to assign other users to objects such as TMs, glossaries,
review packages and workgroups.

3. When you have filled out the fields, click on Save at the bottom:

The user will appear in the Manage Users tab with a Resend notification to this user icon ( & )

on the left:
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MANAGE USERS

Select Role

Total Records 6 Qa & =
GEOWORKZ TEAM
Q@ NETHERLANDS USERNAME 2 FIRST NAME & LAST NAME % EMAIL ID %

Edward John edwardjohn@gmail.com 7 B Delete

Geoworkz Team geoworkzteam@gmail.com

Fﬂ Translation Workspace

Jacob John jacobjohngeoworkz@gmail.com

8 My Account

James Geoworkz jamesgeoworkz@gmail.com
8 Manage Users v s2_jerryanderson Jerry Andreson jerrygeoworkz@gmail.com ¥ & Delete

v s2_johngeowarkz John Robins johnj@gmail.com

The Resend notification to this user icon indicates that the user has not responded to an email
asking her or him to register and specify a password. Click on the icon to send a notification. The
user will receive a “Self User Registration” email like the following:

This is an automatic, system-generated message. Please do not reply directly to this message.

Dear <User name>,

Welcome to Translation Workspace, the next-generation translation productivity solution from GeoWorkz A
Lionbridge Technologies Company. Fast and scalable, the Translation Workspace provides anywhere,
anytime access to Translation Memory (TM) and Glossary assets.

You have a new user account in the Lionbridge tenancy. Please click

on the following link to activate your account, and confirm your secure access to Translation Workspace.

Complete registration

Your account information is as follows:
Username: <User name>
Tenancy: <Tenancy name>

After you have set a password, you may log in to Translation Workspace at translate.translationworkspace.com.
The clients used to perform translations (the XLIFF Editor and the Microsoft Word Plug-in) are available for
download from the Download page on the Resources tab of the Translation Workspace toolbar.

To help you get started, access our Quick Start Program, found at www.GeoWorkz.com_under Resources. We also
offer a full range of helpful documents and training, accessible from GeoWorkz Training.

Thank you again for choosing Translation Workspace.
Sincerely,

The GeoWorkz and Translation Workspace Team

4. Once the user has clicked on the Complete registration link in the email, she or he will be taken to
the Enter New Password page:
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©~ GEOWORKZ

SET PASSWORD

SUBMIT

After entering a password and clicking on Save, the new user will be taken to the GeoWorkz
home page, where she or he can log in and start using GeoWorkz and Translation Workspace.

Editing the System Permission Role and User Type in Translation Workspace

To edit the System Permission Role or User Type for the user you have added; you must go to the

Translation Workspace Web interface. Do the following:

1. Oncelogged in, click on the User Name drop down button at the top of the GeoWorkz.com home

page:

Drop down menu shows Launch Translation Workspace tab, where you can click and
navigate to translation workspace section. Clicking upon Launch button within will go

directly to the Translation Workspace Web interface:

HOME  supporT~ pRopucT~ contacT (1) &

~_=

HOME SUPPORT~ PRODUCT~  CONTACT EDWARD JOHN ~ I

—

© My Account

= Manage Users

® Log Out

TRANSLATION WORKSPACE  + Lac

Subscription Usage

10,000 Words remaining
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Launch takes you to the Translation Workspace web interface, where your single sign-on logs you in.
Select Administration > User Management:

’69 T WORKSPACE |} Task Uist (il Reports #8 Asset Retrieval 33 Aliases » | | /” Administration v || Online Review | Resources ."
) Create tiew ~ | (33 Move @) Delete £ Welcome * £ User Management |

[=] eldridgeenterprise

<~ License Management

Welcome to the Translation Workspace, the leading translation pv?
WSt

g YV 1 9%

Get started right away creating, managing or accessing assets and users. Bro:
objects, roles or users with any of the menus or learn more about these actio

Getting Started
» ing the Translation Workspa J
ol ’\'- & ' L ,M -""x: ¥ - St g,

3. In the User Management tab that displays, to edit a user, double-click on the user name:

£ Welcome */| @ User Management *'|

To edit a user, double-click ‘

the name. *
¢
y
#

VSeardw | Al l;sers

&AddlDebete User {‘, E

User First Last &2
aaron.admin Aaron Admin

eldridge.enterprise Eldridge Enterprise 2
sara.systemuser Sara Systemuser

i ,\‘ oo, - 'u._.‘\‘ N J". B ’M«_ F TR

The Edit User dialog pops up:

| Edit User X

>

‘ Profile
‘ User Type: Provider e

System Permission Role: Project Manager %

l Submit | '

111

Demographic
User Name: S e
Given Name:

Last Name/Surname:

Email Address: 3 th.j c T
Address line 1:

Address line 2:

Zip/Postal Code:

City:

State (USA): Massachuse v

Close

Copyright © 2019 GeoWorkz, Inc.



TRANSLATION
'69 WORKSPACE

4. Only the User Type and System Permission Role fields are editable. You can select a type and role
and click on Submit. To edit the other fields, scroll to the bottom and click on Edit:

Edit User X

[ TR RN

Last Name/Surname:
Email Address:
Address line 1:
Address line 2:
Zip/Postal Code:
City: &
State (USA): v
Province/Region (non-US):

Country: bl

Primary telephone number:

11

Secondary telephone
number:

Fax1:

Close

You are taken to the Manage Users tab in GeoWorkz.com, where you can click on the Edit User icon
for the user and change the user information fields:

MANAGE USERS

Select Role v
Total Records 5 Q & o
GEOWORKZ TEAM
Q@ NETHERLANDS USERNAME $ FIRST NAME $ LAST NAME $ EMAIL ID ¢
v edwardjohn Edward John edwardjohn@gmail.com ZEdt @ Delete
m Translation Workspace geoworkzteam v Team geoworkzteam@gmail.com
o v jamesgeoworkz James Geoworkz jamesgeoworkz@gmail.com ZEdt @ Delete
£\ My Account
v jerryanderson Jerry Andreson Jjerrygeoworkz@gmail.com
8 Manage Users v johngeoworkz John Robins johnj@gmail.com
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Assigning a License
To assign a license, do the following:

1. Select Administration > License Management in the toolbar.

69 T WORKSPACE | i Task List s Reports . ixAliases~ || Administration~ || Online Review | Resources '!
© Create New ~ " . systemworkgroy g* User Management Management '* ’
=] aaronagency Search || Alluser &° Role Management pA

./ License Management
&, New User oAl
NPy User & [-‘ﬁ‘ -~
R W WY TV Ll P SRS K S o e R B PR S

2. Select the user from the Users box on the right and click on <<Add.

' Systemworkgroup Welcome & User Management * ~ License Management *
Licensed Users Users
User First Last - | terry.t
aaron.agency  Aaron Agency | ©<<Add | Search Fields~ || Al -

| @ Remove >> | &New User },3 Edit &Delete

Used: 1 User First Last

> terry translato Terry Translator
Available: 2
Total: 3

k '”"‘m-’. J.‘M.MM\« ‘r\wwdb il \‘J RIS S N
The user will then be able to login to Translation Workspace.

To Assign a User to a Workgroup or Asset

1. With the workgroup or asset selected, in User Assignment>Members pane, click on Add.
2. Inthe Select User to Add dialog, do one of the following:
a. Search for the user you want to add.
b. Select them from All Users.
Click on Add to add them to the workgroup.
4. Or use the Quick Search widget:
a. Search
b. Drag and drop from the search result list.

w
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5. Select a role for the user for this workgroup.

User Assignment -
Members
& Add 5
Name « Role
terry translator v
Admin
Asset Manager
Customer
Glossary Manager
Guest
Linguist
Project Manager
User Search Review Manager
Enter user name, las| ™ Manager dc
- Terminologist
Search Fields» || All
Translator

This user will have the permissions defined for this role on all objects in the workgroup unless the user is

also a member of a particular object and has a role for that object with higher permissions.

Now that you have created a workgroup, you can create linguistic assets in that
workgroup for translators to leverage.

Create a Translation Memory

To use the translation clients, you will need to connect to a translation memory on the server.

Itis quite easy to create a TM.

1. Select the workgroup, and click on Create New > Translation Memory.

69 WORKS'P‘ACE ) Task List il Reports ;iaAliases» | #“ Administration~ | Online Review | Resources~

[
) Create New ~ | \ & systemworkgroup *'| Welcome

¢
Translation Memory.
= = Workgroup - systemworkgroup
r Review Package.
Workgroup. |5,J Properties {
, Glossary. k.
Name: )
Description: ‘
@ Subscribe to Alias )
Contact: v }
2t P @ ' R RSB Sey Y NOTRURN Ry 5™ amas e

Copyright © 2017 GeoWorkz, Inc.

11



' 33 TRANSLATION
6’;9) WORKSPACE

2. Inthe Create a Translation Memory dialog, give it a name, description, and contact.

Create a Translation Memory X

Name: My First TM

Description: to be used to learn how Translation Workspace

works.
1
Contact: d_aadmin v
Next »
Create Cancel

When you click on Create, the TM is added to the navigation pane.

Note: Depending on your plan, you might be required to tag certain fields in your TM before you can

click on Create. Use the Next button to navigate through the asset tagging wizard, then click on
Create when you have filled in the required fields, which will be indicted with a red asterisk.

3. Next you must add a source and target language by selecting Manage > Languages > Add:

O WORKSPACE Task List [iils Reports .auAliases~ Administration~ | Online Review | Resources~
Create New ~ Move Delete My First TM Welcome
tinatranslator
| My First TM Translation Memory - My First TM

Background Links Statistics

clete U gelect Language to Add

X

Source Languages
Languages

Language «

LHYon (Dua M)

>

English (Trinidad and Tobago)
English (United Kingdom)
English (United States)
English (Zimbabwe)

English, Middle (1100-1500)
English, Old (ca. 450-1100)
Esperanto

Estonian

Ewe

<

Add source language | | Add target language Cancel

ISV NPT ST a7 T SO SR ey P O S e
Add both a source and target language. You can add as many of each as you like.

You now have a TM to which you can store translations you make in the Word Plug-in or XLIFF Editor.

Copyright © 2017 GeoWorkz, Inc.
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Create a Glossary

You create a glossary the same way as a TM.

1. Select the appropriate workgroup, right-click, expand Create New, and select Glossary.

6\9 | WORKSPACE b Task List [flls Reports ;inAliases~ | ‘Admlms’__‘__
) Create New » | [ Move @ Delete . User Interface Manuaf,
= (=3 aaronagency
JUser Interfd Workgroup - User Inte
+ Refresh
[, Properties
[ save % Refresh &
=il
L Move Name: us
& Delete
@ Description:
& Subscribe to Alias Ty
- '
| L
&) Create New | 4 Translation Memory aa’
1 1 P

= Review Package
Workgroup }
, Glossary | 4

X A S N J,«.I 3 J‘L*\J"““/

2. Inthe Create Glossary dialog, specify a name and description, and select a contact. This contact will
be the person receiving notifications about changes to the glossary.

3. When you click on Create, the glossary configuration page now has tabs for Properties (which contains
name, description, and contact information), Manage, Import, Export, Statistics, and Search. Your
glossary at first is empty, and you can populate it by importing from a spreadsheet (XLS), XML
(MultiTerm), MultiTerm TXT backup, or TM TXT file (Translation Workspace or Trados Workbench).

|5 £ aaronagency

= IUser Interface Manuals Glossary - UI Glossary
, Ul Glossary
|52 Properties . Manage Import Export Search
i~ {

You may choose an uncompressed as wel as a zipped fie. As the file is transmitted on the internet, a zipped file proceeds much faster. If {
the ZIP file includes several files, they are consecutively imported.
Files can be in one of the following formats: Tab separated (xIs), XML (MultiTerm iX), MultiTerm TXT backup, or TM TXT file (Translation
Workspace, Trados Workbench)

Warning: tab separated files must be encoded as Unicode (UTF-16 or UTF-8), not ANSI.

Select file Brow

[0 LocStudio File With Delimiter: None v and Separator: Blank Space

e S T T

- Optional Language Filters

A\

Source Language: Target Languages: ke

s A e B | il A ’,J*LAMM jﬁﬁ’.ﬁ’ii%@,&g?w SSW%“{

You make the glossary available for your translation project by linking it to the TM as a
background glossary in the Manage > Background Links tab of the TM.

Publish an Alias Token

If you will be sharing your TM with another tenancy, you need to publish an alias to a user in
the other tenancy.
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1. Select the TM you would like to share, and click on Create New > Publish Alias.

) Create New Vl [JMove @ Delete 1| Sample TM */|| £ Welcome *
) Translation Memory... }
T i - !
;E Review Package... ranslation Memory - Sample TM '
e
) Workgroup... ¥
it ﬁ Properties | | 7 Manage Import | Export || Analyse Search {
4, Glossary... %
, ; Save % Refresh by
] Copy Settings
Name | Advanced Segmentation Rules /’
= . <
&u Publish Alias...
R > Name: ample TM
- i

o ~~,‘”'u__.<,,-'\*- ._.,)\._ﬂ_"xu"\.l\-.‘__/’ e "“‘._\“.. '.J_‘_‘_,_,-‘\_ ,..I'-\m'\ I\.\.‘__‘f"'«‘/

2. Inthe Create New Alias from Token dialog, enter the email addresses you would like to
send tokens to, a message to the user(s), and set the permissions.

Publish New Translation Memory Alias %

Number of Tokens:

Emails: userl@email.com; user2@email.com

Message: Message that wil be visible to the token subscriber —

Alias Permissions

Import: |
Export All Segments: [l
Export Own Segments: 2
Connect Background Links: [
Use as Background Link: O
Write Access: ¥
Add Language: v

Create || cancel |

When you click on Create, the asset is updated with the alias information and the users receive

the tokens in email.

Subscribe to an Alias Token

If you receive an alias token from another tenancy, you need to subscribe to the alias to begin using it.

1. Select the workgroup, and click on Create New > Subscribe to Alias.

o Crmatm Naw = | syteorworbgroup * OY ecome
Transaton UVemery
Workgroup - systemmworkgrovy
| Rrcen Facisge
4 Workgroep —
o Properies )
v Cossary

T evenn

.

- T 1 Ales I

k\\\\‘\—‘d\b“

AN L BT BN v PN PN SN
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2. Inthe Create New Alias from Token dialog, enter the alphanumeric token code, then give it
a name, description, and contact.

Create New Alias from Token X

Token:
Name:
Description:

Contact: V.

Create Cancel

When you click on Create, the TM is added to the navigation pane.

Translating witha TM

Now that you have a TM into which to store your translations, you can begin translating and
build your TM.

In the XLIFF Editor

Open a segment by double-clicking somewhere in it, and type in a translation:

No Match! b ¢
You can search and update TMs and glossaries in real-time.
Vous pouvez recherche et mise a jour TMs et glossaires en temp réel.

F
ontext ning, in which a “fingetarint” o that immediatel eggdes and follows the sentence is stored in the memory along wijth th actual f
TR K Ao agl®” \yy{ \AW """"W J 2 3 “raganan e )

When you select a command like Store, Close and Open Next Untranslated Segment, the XLIFF Editor
stores the translated segment to the TM, closes the segment, then opens the next untranslated
segment:

-
el o it . —— . S o LA AR P ISR Y N - o

(-:You can search and update TMs and glossaries in real-time.)=0%(Vous pouvez recherche et mise a jour TMs et glossaires en temp réel.:-) f
No Match! ’

Context matching, in which a “fingerprint” of the text that immediately precedes and follows the sentence is stored in the memory along with the actual
translation of the sentence, allowing you to re-create the translation of a document with a very high level of accuracy at a later time.

S SN AN N sttt et an - gl L ) L PN S

Here are the most frequently used commands for opening segments, moving from one to another,
and storing your translation to the TM so it can be used for matches elsewhere.

o Open Segment — Opens the selected segment for editing.

Copyright © 2017 GeoWorkz, Inc.
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. Translate to Next Non 100% Match — Translates all segments for which the TM offers a 100%
match, starting from the current cursor position. Then, the first segment with a non 100%
match is opened.

. Store, Close and Open Next Untranslated Segment — Stores the translated segment to the TM,
closes the segment, then opens the next untranslated segment.

. Store and Close Segment — Stores the translated segment to the TM, then closes the segment.

. Close Segment and Delete Translation — Closes the currently open segment and deletes the
translation entered.

o Close Segment, Don’t Store in TM - Stores the translated segment locally in the document, then
closes the segment without storing it to the TM.

o Cancel Changes and Close Segment — Closes the segment and returns it to the status prior
to opening.

Saving the Translation

When you have finished translating the document, you finalize it by “cleaning” out the source
segments—Ileaving just the translated segments and storing it to the TM. Use the File > Save Target:

@ Translation Workspace XLIFF Editor

58l Edit View Translaton Tags Tools Translation Workspace Help

B2 Open Ctrl+0 E|‘My First TM (g,
[ save ctrl+s
3 "
s W | H
[ save As

% Close cul+w | 7,
[ save Target -

En across te
d quit ctrl+Q f

1. 3 pslation_workspace-2.html.xlz the project
N i i M—M“‘\ 3

To be sure the translations are stored to the TM, use the Add to TM feature in Translation Workspace >
Batch Operations off the toolbar:

[ Translation wavkspaceﬁ Help = [DI ‘5]
v Close connection to Translation Workspace Chrl+L
v Automatic Lookup
Add to TM I
Terminology »
™ ¥ [ Include Locked Segments
f! Concordance Search Alt+Up ™ ] Sampls TM
I8 Open Translation Workspace Chat
Languages | en-us -> fr-fr
Configure Font...
Configure Translation \Workspace Client, .
[ Batch Operations. .. |
: Drop Files on the Area Below to Add Files
’ no 4 ]Path 4 |Status 3 l Add
Remove
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In the Microsoft Word Plug-in

Open a segment by putting the cursor in it and pressing Alt+Home, and type in a translation:

No match .

What is the Translation Workspace?

Qu’est-ce que le «Translation Workspace ?» .

-

ifhe Lionbridge Translation Workspace is a next-generation cloud computing system that combines Live
Assets and review packages with time-tested performance. The system is offered on a subscription basis &
through GeoWorkz.com, which gives freelance translators, agencies, and enterprises access to the core ’

technology:
ypamsnsters A gpemiavin, gatn i gt Sl ol P b

When you select a command like Open Next Untranslated Segment (Ctrl+Alt+Home), the Word Plug-
in stores the segment in the TM and opens the next available segment for translation:

Qu’est-ce que le «Translation Workspace ?» y

No match

@

L J
The Lionbridge Translation Workspace is a next-generation cloud computing system that combines Live ‘
Assets and review packages with time-tested performance. e

The system is offered on a subscription basis through GeoWorkz.com, which gives freelance translators,

agencnes and enterprlses access to the core technology:
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Here are the most frequently used commands for opening segments, moving from one to
another, and storing your translation to the TM so it can be used for matches elsewhere.

. Open Next Untranslated Segment (Ctrl+Alt+Home) is used to open the next available
segment for translation.

. Translate to Next non-100% match (Ctrl+Shift+* (on the Number Pad)) increases productivity by
translating 100% matches in the document.

. Store, Close and Open Next Segment (Alt+ + (on the Number Pad)) saves the open segment to
the TM and opens the next available segment.

. Get Current Term (Alt+Down Arrow) adds the currently selected term in
the AutoTerminology window to the document being translated.

. Get Current Tag (Alt+Ctrl+Down Arrow) adds the tags of the source text into the target text.
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Saving the Translation

When you have finished translating the document, you finalize it by “cleaning” out the
source segments—leaving just the translated segments and storing it to the TM. Use the
Clean to Target Language command:

j T ‘ﬁ 113, Analyze
S0 LR (% Translate All 1
Current | QA Preview Documents .
Document ~| Tool - 54 CleantoTargy

11y Analyze
<% Translate All Exact matches
Y Quality Assurance Tools
(&), Preview as HTML
Configure Preview
4 Change Tagging to Translation Workspace Format
{a} Change Tagging to External Format
#) Back Convert
£ Convert RTF to TTX
e Strip Tagged RTF
1t5 Unknown Segments
(2 Clean to Source Language
{4 Unlock Segments
@ Unlogk Current Segment

&) | Lock Current Segment

@ Repair

In addition to making your bilingual file monolingual—that is, having only target segments—your
translations are stored to the TM.

More Information

For more information, see the following:

Training

. Translation Workspace Client — XLIFF Editor From A to Z, learn all the functionality available in
the XLIFF Editor.

. Translation Workspace Client - Microsoft Word Plug-in — From A to Z, learn about
all the functionality available in the Microsoft Word Plug-in.

. Introduction to File Pre/Post-Processing — Learn how to manipulate your files for
the best possible translation results.

o Translation Memory Management — Deep dive into translation memory management by
learning about settings, maintenance, importing, exporting.

o Asset Aliasing — Learn how to share a linguistic asset with a user in another tenancy.

o Glossary Management — Deep dive into glossary management by learning about settings,

maintenance, importing, exporting.

Many other courses, both self-training and instructor-led, are available. See the full list at Support >
Training & Tutorials.

Documentation

o Translation Workspace Client - XLIFF Editor — Features and functionality of the
XLIFF Editor, including best practices for translation.
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. Translation Workspace Client - Microsoft Word Plug-in — Help system with
features and functionality of the Microsoft Word Plug-in.

. Translation Workspace Web Interface — Information about configuring and managing users
and linguistic assets in the Translation Workspace, perfect for an Asset Manager or Tenancy
Administrator.

Many other documents are available. See the list on the Documentation page found on the
Translation Workstation Web interface at Resources > Help in the toolbar.
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