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Quick Guide

. Click the link in the assignment email.
2. Click the button Open in Memsource.
3. Select the translation file(s) and change the job status to Accepted by

—

Provider.

4. Open the translation file(s) in Memsource Editor or Memsource Web
Editor.

5. Translate the file(s) and confirm each segment.

6. Run a QA check.

7. Make sure all segments are confirmed.

8. Select the translation file(s) and change the job status to Completed by
Provider.

9. Go back to the project page in Semantix Portal and click | Finished the
Job.
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Translating with Memsource

Memsource is a very easy to use, web based translation tool. The translatable files, TM, TB and
all project data is stored online, which means no files have to be downloaded/uploaded or sent
back and forth. Also, the risk of data loss is minimized.

Translation Job Request

When we have a job request for you, you will receive an email with a link to Semantix portal.

Hi!

We'd like to know if you're available to do the translation, English (United Kingdom] [en-GB] »
Swedish [sv], of 42173331-04 for Test Client.

You have until 2017-05-10 10:21 CEST to respond.

Don’t hesitate to ask for additional information that you may need in order to decide if you can
complete this job. If the desired deadline doesn't suit your workload, please suggest one that does.

Thank you!

Click the link and review the assignment details on the project page. Here you will find all the
necessary information about the assignment — source files, reference files, analysis, PO, etc.

Job: 42173331-03-02 UERTRES S | Completed Part of the job

Instructions In progress

There are no specific instructions for this job
Overview
Job Type

Received Files & Downicad A Translatior
Languages

Name Category Size on-GB » sv(Cer

., < S \:m‘_', N', 12KB [ OpeninMemsource &, Start Date and Deadline

LegendaryChamonix.docx (Source fies) TN

09 11:40 CEST

20170511 11:40 CEST

183 ward
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Accept Translation Job

If you accept the job, click the Accept button at the top right.

I New

Decline Translation Job

If you are unable to take on the translation job, you should decline it by clicking the Reject
button.

Start translating

On the project page in Semantix portal, click the Open in Memsource button next to the file
under Received Files. (If there are several files, you only have to click one of the buttons.)

Received Files & Download All

Name Category Size

ELegendaryChamonix.docx Work Files (Source files) 12KB & Open in Memsource .‘.'ﬂ

This should open Memsource using your credentials. If you see the login page, use your
Memsource credentials to log in.

If you do not have your Memsource login details, follow this link and enter your e-mail address.
You will receive a password recovery e-mail from Memsource. Use the recovery link in the e-
mail to set your new password.

After signing in, you will land on the project page in Memsource, where you will find the actual
files for translation.
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Mark the checkbox(es) next to the translation file(s), click Change Status, choose Accepted by
Provider and click Save.

Change Status

Jobs Text.docx

S EIOLN  Accepted by Provider
Declined by Provider

Completed by Provider

The Memsource Editors

In Memsource, there are two different translation editors: Memsource Editor and Memsource
Web Editor. While the Web Editor is a completely web-based tool, Memsource Editor is an
application that is downloaded to your computer. However, the TM and TB are still stored in
the cloud, and the translation file(s) on the project page are updated in real time. Therefore,
regardless of which editor you use, your translation is always saved to Memsource Cloud and the
TM as you confirm each segment, i.e. you never need to upload any files.

Memsource Editor can be downloaded here. Installation instructions are found on the same
page.

Note! If the translation files are very big, you might experience that the Web Editor is a bit slow.
In these cases, it is often better to use Memsource Editor.
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Open Translation File in Memsource
Web Editor

Under Jobs in Memsource, you will find the translatable file(s). If you want to use the Web
Editor, you simply click the file(s) to open it. If the project contains several files, you can open
all of them at the same time by marking the checkbox immediately above the top file and then
clicking on any of the file names.

Jobs  Translation (Translator) E| | Tools |
# Confirmed File Status Target
-/ i :
4 0% C1-5-2 F5 EHS Reguirements for Accepted s

W' Critical Contractors F5 docx

Open Translation File in Memsource
Editor

Under Jobs in Memsource, you will find the translatable file(s). If you want to use Memsource
Editor, proceed as follows:

1. Mark the checkbox left of the file name (or open all files by marking the checkbox
immediately above the top file).

2. Click Download and choose Bilingual MXLIFF.

3. Adialogue opens which prompts you to either save the file on your computer or open
it in Memsource Editor. Choose to open the file in Memsource Editor.

Jobs  Translation (Translator) E| | Change Status | Download | Pre-translate | Tools |
7 # Confirmed File Qriginal File —
4 4 it m -DOCX & sv
—TMX
Analyses ’ Completed File

Reference Files

Often, projects include reference material. These files can be opened or downloaded from the
project page in Semantix portal:
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Received Files & Download All
Name Category Size
I LegendaryChamonix.docx Work Files (Source files) 147 KB &
B LegendaryChamonix.pdf Reference Files (Source files) 194 KB <

Translation

The Memsource editors work more or less the same way as other translation tools. You step
through the document, enter your translation and confirm each segment. The TM results and
other active resources are shown in the CAT pane to the right.

Note! As soon as you confirm a segment, your translation is saved to Memsource Cloud and the
™.

Confirm Segments

In order for the translation to be saved to the TM, you must confirm each segment. The
shortcut for confirming segments is Ctrl + Enter. When you confirm a segment, the red X on
the right-hand side changes into a green checkmark. When you're finished, please make sure
all segments are confirmed.

Concordance

The shortcut for concordance search is Ctrl + K. Search results are shown in the Search pane
to the right.

The most common shortcuts:

Concordance search: Ctrl + K
Confirm segment: Ctrl + Enter
Insert CAT result: Ctrl + Space
Copy source to target: Ctrl + Ins
Delete target text: Ctrl + D

Insert tag: F8

See the User Manuals for further instructions.
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Translation Resources

In the editor, the TM results are shown in the CAT pane to the right. If there is a Termbase

connected to the project, it

will show in the same pane (marked “TB"). With the key

combination Ctrl + arrow up/down, you can move between different matches.

Ekiv Bedigera Vigs Histgik Bokmarken Verdyg Hidlp [T
[ 12345 - Memsource % | B Q-5-2.F5 EMS Requireme... x | &
& memsource.com | @8- P B ¥ A=
\® Google Maps ) Google Oversatt | | XTRF
BU G K e A oSt k0 O % <>
Aa Cesr 7 En iman term som mnetatar
otvehr oyckor som edec i
arbetsstador och frinvaro
s EHS MHS Wi v (LTA) st neentectibod
It means Environment, Health and Safety Environment Health Safety (Mifo, halsa och sakerhet) 101
EHS Events EHS-handeiser 101
o, Ageneral term which inciudes accidents, lost time accidents 3
= (LTAs). Incidents/near misses and epidems outbreaks
X 3
3 Accident an unplanned, unwanted event -
54 This includes accident vironment x
matenal damage, such as loss of a bullding
damage of plant and produ x
(whether of not peopie were injured)
56 X ¥
x
x ¥
Incident or Near Miss: an event or a chain of events that 5
could have caused material damage and/or injury to people
_ Aiso sometimes referred to as a ‘close cail, ‘near-hit or &
=" 'dangerous occurrence
251 %@
2 Cases of contag iseases (especially tropical diseases) x
x
x
x _ TuName
Se Chars: 5062347 11410 CreatedModfied File: C15:2_F5 EHS Requirements for Crtical Contractors . CAT

Machine Translation

Machine translation suggestions will also appear as one of the available resources. These
suggestions are marked “MT” in the CAT pane.

1, PR Iy, STy, OOy, U

replacing of electrical equipment involving a risk of
267

Electrical shock - caused by a direct contact, tracking

28
through or across a medium or by arcing

289

Burns: caused by arcing, or indirectly by warm
equipment, explosion of fire.

271 Excavation
Any man-made cut, cavity, trench, or depression in
272 the earth surface that is formed by earth removal and
at least 50 cm deep.
273 High-Risk Activities
47, Operational activity involving the following types of

works:

] Aa | Cear 1 Bums:causedbyarcing, | MT  Brinnskador: orsakas av
or ndirectly by warm oversiag, eller indirekt
AN TP BT BNAnn g DO oY equipment, explosion or varma utrustning,
av elutrustning som medfor en risk for- fre. explosion eler brand
0¥
Elstotar - genom direktkontakt, en bana genom eller o
over ett medium eller genom fjusbagar.
101 v @
Brannskador: orsakas av Gversiag, eller indirekt <8
varma utrustning, expiosion eller brand
b3
x
x
x
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MT suggestions can also appear with quality estimations. They will then appear with the
same color as the estimated quality match, but the score will be underlined.

m g
100 g
MT

g5

Please note that the translation memory and termbase always take precedence
over MT suggestions.

Repetitions

By default, repetitions are automatically propagated downwards in Memsource. The same
applies to changes made in repetitions, i.e. if you make a change in a segment which is
repeated further down in the file, your change will be implemented in the repeated segment as
well. The blue double-arrow next to a segment indicates that it is a repetition segment. Note!
Repetitions are only propagated downwards.

Corrections that should NOT be auto-propagated to all repetitions must be marked as repetition
exceptions. Click the blue double-arrow next to the segment to cross it out. This way, your
corrections are not auto-propagated to downward repetitions.

4 Keep in mind that there are two components: Tank pa att det finns tva olika komponenter: 101 ¥
MemSource Cloud, the web-based environment in MemSource Cloud, den webbaserade miljé dar

5 which project managers can create and maintain projektledare skapar och uppdaterar projekt, 101
projects, franslation memories and term bases; oversaitningsminnen och termdatabaser

MemSource Editor (available as a free download), in  MemSource Editor (laddas ner utan kostnad), dar det
which the actual translation takes place; faktiska Gversattningsarbetet sker

1m

7 Keep in mind that there are two components: Ténk pa att det finns tva komponenter: . 4

Segment 4 is marked as a repetition exception, which is why segment 7 is not automatically
updated.

QA Check

Before making your delivery, you need to run a QA check. Simply press F9 or go to the QA pane
on the right and click Run.
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23 en s

237 Page: Sida:

238 5/25 5725

238 Document No.- Dokumentnr:

240 C1-52_F5 C1-52 Fa

241 Term Term

242 Definition Definition

243 Contract Works Kontrakisarbeten

It means all work and services to be performed by the  Alla arbeten och tianster som som ska utforas av
244 Confractor under the Confract. including all activities  enireprendren enligt kontrakiet, inklusive alla
ancillary thereto. tillhorande stodaktiviteter.
245 Critical Confractor Kritisk entreprendr

Contfractor possibly involved in High-Risks Activities
246 during the Contract Works at the Ordering

Entreprencr som eventuellt kan vara involverad i
hogriskaktiviteter under kontraktsarbetena pa
bestallarens

247 Party’s Site site

248 EHS MHS
Origin: word/document xml
Segments: 1137/1137  Words: 10201/10201 Chars: 59623/59623  128/125

Created/Modified:Mr Project Manager!

¥] Hide ignored
[ Aa Ciear i 9
#  Type Info i

03 26 Repeated som

a7 Speling ansiutningsdonn
101§

38 Inconsistent \dentical transiation but

different source in 284

101

40 Speling mnnisko
101 ¥

43 Speling forregingart
10 ¥ 91 Missing number 210
101 ¥
101 ¥
101
101
101
101
101
101§ =

File: C1 CAT Search QA  Changes

Apart from spelling, the QA function checks numbers, trailing spaces, tags, etc. A list of all QA

warnings and their meaning can be found here.

Go through the QA results and make any necessary corrections. Correctly spelt words that are
marked as misspelt should be added to the dictionary (hover the cursor over the red bar below
the word and click Add to Dictionary in the drop down list).

To be able to Complete the job (see Delivery), all false positives, i.e. QA warnings that cannot

or should not be fixed, should be ignored by clicking in the

wn
|

column. You can select and

ignore several warnings in one go by using the Shift or the Ctrl key with the mouse click and
marking them as ignored all at once. Note that this should only be done if you are sure that all

the warnings are unwarranted.

mat ¥ Docu - Help =
<>
[ Aa | Clear -
#  Type
pa maximar u,oo meters INDoraes avsiand. A
137 Speliing
1 Tabrador maste vara minst 0,15 meter héga. 101

Innan nagra férankringspunkter, liviinor, fallstopp
eller remmar anvands, maste entrepren( fyllstopp
way aft de &r konstruerade och anvands pa {
dthey sakerstaller maximalt anvandarskydd oc fullstopp
internationella standarder.

idand  Livinor maste vara begransade till en milie e
t och maste godkannas av en kompetent person 101
Party.  som &r formelit auktoriserad av bestéllaren.

an. Endast kvalificerade staliningsbyggare far
1 konstruera, resa, éndra, inspektera och 101
nedmontera byggnadsstéliningar.

d Alla byggnadsstaliningar ska underga en
1hw Ankumentarad inenektinn av en knmnefent nerann

T™ TB MT ssbel SBunnero@amesto.se ¥

Hide ignored

Info

fallstopp

Note! For large files, or if there are many QA results, all are not shown at the same time in the
QA pane. If this is the case, you need to make a new QA check (hit F7 or click Run) and go

through the new results, if any.
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Delivery

Since all changes are saved to the cloud in real time as you confirm each segment in the
editor, you don't have to upload or email any files.

However, before you close the file, please make sure all segments are set as confirmed (see
Confirm Segments). Go back to the project page in Memsource and press F5 on your keyboard
to update. If all segments are confirmed, it should now say “700%" under Confirmed.

Confirmed il

L]
] 9 100% @ LegendaryCham

[E-3
&

When all files are 100% confirmed and QA checked, mark the checkbox(es) next to the
translation file(s), click Change Status, choose Completed by Provider and click Save.

To notify the project manager that you have finished the job, you also need to go back to the
project page in Semantix portal and click on the / Finished the Job button at the top right
corner.

| Finished The Job | Comple

Done!
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Update after Revision

After revision, the translation job will be returned to you for updating. You will receive a new
email with a link to the project in Semantix portal. Follow the link and then click Open in
Memsource the same way you did when translating. Set the status to Accepted by Provider and
then open the file in any of the editors (see The Memsource Editors).

Instead of green checkmarks, all segments now have grey checkmarks indicating they have
not been confirmed in the current workflow step. The easiest way to update the translation is
using the Filter function (especially if the file is big). This is done in two steps. First, you filter
out all segments with Track Changes:

1. Click the arrow button next to the empty text fields at the top of the editor window.
2. Click the arrow next to Show Changes in Workflow Step
3. Inthe Show Changes drop down list, choose Revision.

All segments containing Track Changes compared to the Translation workflow step are filtered
out.

= @I ClearFilter
* Segment Status
*_ Pretranslated From
* Segments Created / Modified
* Comments Created / Modified
* Show Changes in Workflow Step
® No Changes

RV - Revision (Reviser) (your workflow step) RU - Post-revision Update (Translator)

" Sort

Select the Changes tab at the bottom right corner to see what
the reviser has suggested. The tracked Changes are shown in
a separate field at the bottom of the tab.

Charges o
FACDon respons Dle Anyenrig 1or Auninon
F oncBon respont bl R FunkBonsanwvaryg
f uncmon rezpomiible RU  FunkBensansvarig

Funcnon respossidbie TR Fun

Fumcnon respons die TU  Funktionsansvarng

Sousce: engb Tooget: ov

Function responsible: Funktionsansvarig: v L

This.should.record.cumulative Denna rapportska registrera

figures.for.staff and-workforce-on

ackumulerade varden for.personal

Site including safety. statistics.and och arbetsstyrka pd fabriken, 101

trends relating to those of the inklusive sakerhetsstatistik.och

following: trender.som galler. fljande: MOLIAAGRALL
Inspections, audsts or.toolbox Kontroller, revisioner.eller. Toolbox

talks.given.on Health & Safety; Talks.som givits.om Halsa och 102

sakerhet;

0770-45 74 00 | info@semantix.se | www.semantix.se

Created
Modfed LA 1S
Werkfiow Step: Revmon (Glevaer)

o Learh QA Oharges



Semantix

Note! Make sure that the Revision workflow step is selected on the Changes tab. That way, you
will see changes done in the Revision step compared to the Translation step.

Go through all suggested changes and either leave them be or change back to your original
translation. As a translator, you are responsible for your translation and have the final say of
the delivery.

The second step is to go through any comments from the reviser. To filter out segments
containing comments, do the following:

1. Click the Clear button on the Filter pane to clear the previous filtering.
2. Click the arrow next to Segment Status.
3. Mark the Not Resolved checkbox.

Comments are shown as blue “callouts” with a red/white X to the right of the segments.

a [] Aa | Clear
E Segment Status
[ 1st . [F] Resolved
[ Empty Repetition [F] Confirmed  [] Edited [T Locked —
[ Rep. [ Mot [ Mot [ Mot
¥| Mot Resolved
Exception Confirmed Edited Locked ot resolve

* Pretranslated From
* Created By | Modified By / Track Changes
- Sort

# Source: en Target: sv
243 EHS Events EHS-handelser 1M g
252  Accident an unplanned, unwanted event Oplanerade och odnskade handelser 53 &

Click the blue callout to see the comment and make any necessary changes to your
translation. Mark the Resolved checkbox.

Each comment must be marked as Resolved, otherwise they will be forwarded as
unresolved to the next workflow step. To double-check, you can filter out Not Resolved
comments once more before making your delivery.

Target: sv ’

EHS-handelser 101 0

=nt. Translated as "MHS" above. Please 53
change for consistency

Created: Mr Project Manager 3.10.2014 7:57

Modified: .
& Resolved OK  Cancel
59623/0 10/13 Created/Modified:Mr Project Manager/Mr Project ...
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Keep in mind that repeated segments are auto-propagated by default. This
means that any changes made to a segment will also be implemented in repetition segments
further down. See Repetitions for instructions on how to avoid this.

Delivery of Updated Translation

Before finishing your updated translation, you must set all segments to confirmed. You can
confirm all segments at once by marking them (Ctrl + Shift + A) and pressing Ctrl + Enter. Then
go back to the project page in Semantix portal and click the / Finished the Job button (see

Delivery).

Please note that as a translator, you're expected to go through all suggestions and comments,
incorporating the corrections throughout the document and deciding which suggestions to
implement.

Update after Client Validation

Updating after client validation is done in more or less the same way as the update after
revision. You will receive an email with an updating assignment and a link to the project. There
should be no tracked changes, since the client validators are instructed to use the comment
function only. However, since we can't disable the editing function, please check that there are
no tracked changes as well.

Follow the steps under Update after Revision above.

a Aa  Clear
aSegment Status
Resolved
Empty 1st Repetition Confirmed Edited Locked
Comments
Rep. Mot Not Mot
¥ Not Resolved
Exception Confirmed Edited Locked
* Pretranslated From
~ Created By / Modified By | Track Changes
= Sort
# Source: en Target: sv
== Inspections, audits or toolbox talks given on Inspektioner, revisioner eller Toolbox Talks som - 5
572
Health & Safety: givits om Halsa och sakerhet
sa0 2.1 Emergency Response Procedures Nodfallsatgardsprocedurer 101 =
588 EHS SPECIFIC REQUIREMENTS EHS-SPECIFIKA KRAV 10 ]

After going through all comments, go back to the project page in Semantix portal and click the

Change EHS to MHS everywhere

Created: Testkund 3.10.2014 9:33
Modified:
Resolved OK = Cancel
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| Finished the Job button (see Delivery).

Please note that as a translator, you're expected to go through all comments, incorporating the
corrections throughout the whole document.

User instructions

Complete user instructions for Memsource Cloud and Editor can be found here,
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