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Introduction 
 
This guide has been created to provide assistance to suppliers to Capita Translation and Interpreting 
when using the Web Editor tool within MultiTrans.  
 
A quick start guide has also been produced which provides a short overview on using this tool. Please 
see ‘Quick Start Guide to the Web Editor’.   
 

When is it appropriate to use the Web Editor 
 
If a source file is compatible with the Web Editor, a grey ‘Go’ button will appear after you have 
accepted a task, next to the task name in the Request workflow.  When you work with files in the Web 
Editor they have been converted from their source format into XLIFF format so the file will be 
displayed in two columns, source on the left and target on the right.   
 
If a document has been pre-translated, the target column in the Web Editor will contain matches 
found in the TextBases and TermBases linked to the Request and this text will be colour-coded to 
indicate the type of match.  If the file has not been pre-translated or there are no relevant matches, 
the text in the target column will be empty or will be a duplicate of the source column and will be 
displayed in black. 
 
You can enter translations into the target segments manually or you can use the Translation Agent 
which allows you to work interactively. 
 

Accessing the Web Editor 
 
To access the Web Editor and start translating, click on the grey ‘Go’ button next to the task in the 
workflow.  A new window will open in your browser showing the login page for the Web Editor.  Here 
you will need to enter the same login details you use to access MultiTrans, and then click Log in. 
 

 
 
By default the Web Editor interface will be displayed in English but you can choose to view this in a 
choice of five other languages (Dutch, French, German, Portuguese and Spanish) by selecting the 
language from the drop-down list at the top right of the login screen. 

http://www.capitatranslationinterpreting.com/wp-content/uploads/2014/12/SUPPLIERS_Quick-Start-Guide-to-Using-the-Web-Editor-Tool-in-MultiTrans-Prism_v1.0.pdf
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Note: In order to access the Web Editor it is advised that you do so through Internet Explorer.   
 
The Web Editor is not compatible with Google Chrome or Mozilla Firefox.   
You must also, make sure you have added ‘https://*.multicorpora.net’ to your list of trusted sites in 
your browser.  Please refer to ‘Adding Trusted Sites in Internet Explorer’ for details about how to 
do this. 

  

http://www.capitatranslationinterpreting.com/wp-content/uploads/2014/12/SUPPLIER_Adding-Trusted-Sites-in-Internet-Explorer_v1.0.pdf
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Translating Manually 
 
When the Web Editor opens you will see the source file has been converted into two-column format, 
with the source text divided into segments on the left and space for you to write your translation on 
the right. 
 

 
 
Click in one of the target segments to start translating. 
 
When you have finished translating the segment you can click your cursor into any other target cell, or 
simply press the ‘Enter’ key on your keyboard to move to the segment below.   
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Editing 
 
Formatting 
 
Any blue tags that you see in the source segments represent formatting in the source text and must 
be replicated in the target segment.   
 

 
 
You will see that each tag is followed by a small number.  To insert a tag into your translation, place 
the cursor next to the appropriate translated word, either before or after depending on where you want 
the tag to be inserted, then press ‘Alt’ followed by the number in the tag.   
 
Note: In order to insert the number you should use the numbers across the top of your keyboard 
rather than on the number pad on your keyboard, if you have one. 
 
Keyboard shortcuts, as described above, can only be used for up to nine tags.  Occasionally you may 
see a segment with many more tags.  In that case, you will need to place your cursor in the 
appropriate place in the target segment, then right-click with your mouse to bring up the menu as 
shown below and select the correct tag from the list. 
 

 
 
It is extremely important that the correct number tag is inserted into the appropriate corresponding 
place in the target segment.  You must place your cursor exactly where the tag should appear in the 
translation, either before or after the word and make sure there are no spaces between tags and 
words/numbers. 
 
Occasionally, you may find tags in the source segments are no longer required in the target segment.  
For example, in French, a tag to indicate that the ‘th’ in ‘12

th’ 
should appear in superscript would not be 

required.  In that case the tag can be added to the end of the segment so it does not appear as 
missing when a validation check is carried out. 
Some segments may seem to require formatting but there are no blue tags showing as in the example 
below. 
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This is because the formatting already applies to the whole segment.  This way the formatting tags 
are hidden as the system knows that when the final translated file is created, the entire text inserted 
into the target segment must be formatted in the same way. 
 
Undo 
 
You can undo an action by right-clicking in the target cell and selecting ‘Undo’ from the menu as 
shown below or by using the keyboard shortcut ‘Ctrl+Z’. 
 

 
 

Note, however, that you can only undo an action within the cell you are working in.  If you click away 
into another cell, the undo action will not work for the cell you were previously working in as the 
segment has already been confirmed. 
 
Entering Special Characters 
 
MultiTrans supports the entry of special characters through the Alt+code shortcuts.  Please refer to 
‘Shortcuts in MultiTrans’ for a list of the most commonly used special characters. 
 
  

http://www.capitatranslationinterpreting.com/wp-content/uploads/2014/12/SUPPLIERS_Special-Characters-Shortcuts_v1.0.pdf


 

Capita Translation and Interpreting Ltd 
Riverside Court, Huddersfield Road, Delph, Oldham, OL3 5FZ 

 
Page 8 

 
SUPPLIERS_Translating in the Web Editor_v1.2.docx 

Merging and Splitting Segments 
 
Where you see blue arrows on the left of the source segment, this means segments can be joined 
together.  This is determined by the system, depending on the structure of the source document.  This 
feature is particularly useful if you are combining two source sentences into one sentence in your 
translation. 
 
You can do this by clicking your right mouse button in the source segment to bring up the menu as 
shown below, then selecting the appropriate option.  If merging the segment is not possible it will be 
greyed out.  
 

 
 

It is also possible to split any segment by placing your cursor in the appropriate place in the source 
segment to bring up the same menu, then selecting the split segment option. 
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Changing the Translation State of a Segment 
 
In the bottom right corner of a target segment you will see a small coloured triangle. 
 

 
 
This indicates the translation state of the segment.  In the example above, red indicates that the 
segments require a translation. 
 
The translation state of a segment will not be automatically updated as you progress through the 
document.  This feature is intended to be used for your own reference. For example, you may enter a 
translation into a segment but may want to come back to it later to review in which case you can 
choose to change the colour accordingly. 
 
To change the translation state of a segment, click with your right mouse button in the target segment 
and select ‘Translation State’ from the menu that appears.  Another menu will appear at the side 
displaying the available translation states and the associated colours.  Please see below for a 
definition of these different translation states. 
 

         
 

Definition of translation states 
 
 

Value Description 
New item Indicates that the segment is new.  For example, the segment may 

not have been in a previous version of the document if you have split 
a single segment to create two new ones. 

Needs translation Indicates that the segment needs to be translated. 

Translated Indicates that the segment has been translated. 

Text need rev. Indicates that only the text within the segment needs to be reviewed. 

Text  non-text needs rev. Indicates that both text and non-text items within the segment need 
to be reviewed, e.g. words and numbers. 

Non-text needs rev. Indicates that only non-text items within the segment need to be 
reviewed, e.g. numbers. 

Text non-text needs adp. Indicates that both text and non-text items within the segment need 
to be amended, e.g. words and numbers. 
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Non-text needs adp. Indicates that only non-text items within the segment need to be 
amended, e.g. numbers. 

Signed off Indicates that changes are reviewed and approved. 

Final Indicates this is the agreed translation which will be inserted into the 
end document. 

 
 
Adding Notes 
 
It is possible to create notes in the Web Editor, either for your own reference or to be read by the 
Project Manager or reviewer. 
 
Notes can be added to a source segment, a target segment or both. 
 

1. To add a note to a segment, click in the source or target segment, then click the ‘Add Note’ 
button on the right.  A pale yellow box will appear where you can add your comments. 

 

 
 

2. In the ‘From’ box, you can write your name, or simply write ‘Translator’ or ‘Proofreader’ for 
example.  This is so the person reading the note can identify who this was written by.   

 
3. In the ‘Ref’ drop-down box you can choose whether your comment refers to the source or 

target segment or whether it is just a general comment about the text for those segments.  
The colour of the box will change depending on your selection. 

 
Source = green 
Target = blue 
General = yellow 

 
4. In the ‘Prio’ box you can select a number to determine how important the note is, 1 being the 

most important and 10 being the least important.  You can choose to leave this blank if you 
wish. 

 
5. Place your cursor in the coloured space below to enter your comment. 

 
6. You can also choose to add another note to the same section by clicking the ‘Add Note’ 

button again. 
 

7. When you have added a note, a sticky note icon will appear underneath the segment number 
on the left. See below.  
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To view a note attached to a segment, click into either the source or target cell for that 
segment.  You can also apply a filter to display only the segments containing notes.  (See the 
‘Filters’ section for more information about this). 

 
8. To delete a note, click on the segment with the note you wish to delete, and then click the 

black cross button in the top right corner of the note box. 
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Translating Repeated Segments 
 
If the document contains repeated segments, you can enter the translation for one of the occurrences, 
then when you move to the next segment the box below will appear.   
 

 
 
Click ‘Yes’ to automatically populate the matching segments with the same translation. 
 
Previewing Source and Target Files 
 
At any point while you are translating you will be able to preview the source and target documents in 
their original and final formats using the tabs at the bottom of the screen. 
 

 
 
Click the ‘Preview Source’ tab to view the original source document. 
 
Click the ‘Preview Source and Target’ tab to view the source and target documents side by side. 
 
Click the ‘Preview Target’ document to view the translation in its final format. 
 
If any of the target segments in the editor screen are empty, or there are tags missing, you will see 
question marks in the target file.  
 
If the file is more than one page you can use the blue arrow buttons at the bottom of the screen to 
navigate between pages.  You can also choose to adjust how you view the documents using the 
buttons at the bottom of the screen. 
 

 
Zoom in or out of the page 

 
Fit to window 

 
Fit to width 

 
Fit to height 

  
Click the ‘Editor’ tab to return to the editable translation. 
 
Note: The option to preview the source and target files in these tabs is only available for certain file 
types such as Word, Excel or PowerPoint.  
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Editor Options 
 
Clicking on the ‘Editor Options’ button allows you to control the font style and size that is used when 
displaying text in the editing environment as well as control options relating to the automatic 
replacement of identical segments.   
 

 
 
If you close the Web Editor and log out of MultiTrans, the options you choose will be remembered the 
next time you log in. 
 
Display 
 
In the ‘Display’ section you can choose to display text in source and target segments in a preferred 
font and font size.  To do this, select the desired font and size from the ‘Source’ and ‘Target’ drop-
down lists, then click ‘OK’ to confirm and return to the Editor screen. 
 
The preferences you select will only affect how the text is displayed in the Editor window.  The final 
files will not be affected because the formatting in these is applied according to the tags as described 
in the ‘Formatting’ section of this document. 
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Translation 
 
The options available in the ‘Translation’ section affect how the system will treat identical segments. 
 
Replace identical segments If this box is ticked the system will automatically 

replace the content in target cells of identical 
segments with the same text that you enter into 
the target cell you are currently working on. 
 
If this box is not ticked, the following option will 
not be available. 

  
Ask before replacing identical segments If this box is ticked the ‘Identical segments’ dialog 

box will appear as described in the ‘Translating 
Repeated Segments’ section of this document 
and you will need to confirm the action of 
replacing identical segments. 
 
If this box is not ticked but the ‘Replace identical 
segments’ box is ticked, the automatic 
replacement will be carried out without asking 
you to confirm. 
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The Editor Tab 
 
The Editor tab enables you to carry out various functions when working in the Web Editor. 
 
Find/Replace Functions 
 
There are a number of search and replace functions available on this tab. 
 
Go to 
 
You can search for a specific segment number by entering the number into the ‘Segment #’ box, then 
pressing the ‘Enter’ key on your keyboard or clicking the green button as shown in the image below. 
 

 
 
You will see that the page jumps to that row and automatically places the cursor in the target segment. 
 
Find 
 
You can search for a specific word or term in the source or target column by entering the word or term 
into the ‘Find what’ box then pressing either the ‘Enter’ key or ‘F3’ on your keyboard or clicking the 
binoculars icon as shown in the image below.   
 

 
 
You can choose more search options by clicking the small arrow to the bottom right of the ‘Find’ field.   
 

 
 
 
You can choose to find the word or term you are searching for in the source column, target column, or 
both.  Select the ‘Down’ option to search from the position of your cursor down to the end of the 
document. 
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Note: The ‘Down’ option is selected by default.  When the end of the document is reached the search 
will not automatically start again from the top of the file.  To make sure you are searching the full 
document, place your cursor at the top of the file before carrying out the search. 
 
Select the ‘Up’ option to search from the position of your cursor to the beginning of the document. 
 
If you tick the ‘Match case’ option your search will be case-sensitive.  For example, if you search for 
‘Negotiation’, the word ‘negotiation’ with ‘n’ in lower caps will not be found. 
 
If you tick the ‘Whole words only’ option, the search will only find results that exactly match the words 
you have typed into the ‘Find’ box.  For example, if this box is not ticked and you search for ‘change’ 
the results will also return ‘changes’, ‘changed’, ‘exchange’, etc. 
 
Replace 
 
You can choose to replace a word or term in the target column with another by entering the term you 
would like to replace in the ‘Find what’ box, then entering the term you would like to replace this with 
in the ‘Replace with’ box.  Click the ‘ab-ac’ icon to carry out the search and replace function as shown 
in the image below. 
 

 
 

You can choose more search and replace options by clicking the small arrow to the bottom right of the 
‘Replace’ field.   
 

 
 

The ‘Find in source’ and ‘Find in both’ options will not be available since you cannot edit the source 
text. 
 
Select the ‘Down’ option to search from the position of your cursor down to the end of the document. 
 
Note: The ‘Down’ option is selected by default.  When the end of the document is reached the search 
will not automatically start again from the top of the file.  To make sure you are searching the full 
document, place your cursor at the top of the file before carrying out the search. 
 
Select the ‘Up’ option to search from the position of your cursor to the beginning of the document. 
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If you tick the ‘Match case’ option your search will be case-sensitive.  For example, if you search for 
‘Negotiation’, the word ‘negotiation’ with ‘n’ in lower caps will not be found and therefore will not be 
replaced with your preferred term. 
 
If you tick the ‘Whole words only’ option, the search will only find results that exactly match the words 
you have typed into the ‘Find’ box.  For example, if this box is not ticked and you search for ‘change’ 
the results will also return ‘changes’, ‘changed’, ‘exchange’, etc. and all instances will be replaced, 
even if it is in the middle of a word. 
 
To replace one instance at a time, click the ‘Replace’ button.   
 
To replace all instances at the same time, click the ‘Replace All’ button. 
 
 
Spellchecker 
 
MultiTrans uses Hunspell dictionaries.  By default, the spellchecker is turned off.  It is recommended 
that the spellchecker is activated before you start translating the document. 
 

1. Click the down arrow below the ‘Spellchecker’ button. 
 

 
 

2. A drop-down list of all the available languages will appear.  Select the appropriate language. 
 

3. If a word is spelled incorrectly the word will be underlined in red. 
 

 
Right-click on the word with your mouse to bring up a list of suggested spellings.  Click on one 
of the suggested spellings to replace the incorrect word. 

 

 
 

4. If the word you have typed is in fact correct but not recognised, you can choose to add this to 
the dictionary by selecting ‘Add to dictionary’.   
 
Note: If you do this, the word will not be flagged up by the spellchecker if it is spelled in the 
same way again.   
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Word Count Summary 
 
At any point while working on the document you can quickly see a summary of the number of source 
words in the document, including the total number of segments and characters and also the number 
of non-translated segments, words and characters by clicking on the ‘Word Count’ button. 
 

 
 

The ‘Word Count’ window will be displayed. 
 

 
 

The ‘Non translated’ section shows the number of source segments/words/characters with no text in 
the corresponding in the target segments. 
 
The character count includes spaces. 
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Removing Text from the Target Column 
 
Sometimes you may receive files where the source text has been automatically duplicated in the 
target column but if you prefer to just see blank segments in the target column you can click the ‘Clear 
Target’ button.   
Note:  This will remove the text from all the target cells. 
 

 
 

A warning message will appear to alert you that when you click this button the action cannot be 
undone, of particular importance if the target column already contains some translations which you 
want to keep. 
 

 
 

It is not possible to remove source text from individual target cells using a keyboard shortcut.  This 
would need to be done manually. 
 
 
Duplicating the Source Text in the Target Column 
 
You can choose to duplicate all the text from the source column so that it is also displayed in the 
target column by clicking the ‘Duplicate All’ button. 
 

 
 
A warning message will appear to alert you that when you click this button, all target segments will be 
overwritten which should be noted if the target column already contains some translations which you 
want to keep. 
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You can also choose to copy source text to individual target cells, by clicking with your right mouse 
button in the selected target cell and choosing ‘Duplicate source’ from the menu that appears, or you 
can simply use the keyboard shortcut ‘Ctrl+D’ to do this. 
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The Review Tab 
 
The ‘Review’ tab consists of several functions designed to help you review and validate your 
translation before it is returned to Capita TI and exported back to its original format. 
 

 
 
Live Validation 
 
The ‘Live Validation’ function allows you to check that segments you translate meet specific criteria as 
you progress through the document. 
 

1. Click the ‘Live Validation’ button. 
 

 
 

2. The ‘Validation Criteria’ window will be displayed. 
 

 
 

3. Select the criteria you wish to apply.  Any number of validation criteria can be selected.  
For an explanation of what the different options mean, please refer to the ‘Filters’ section. 
 

4. Click ‘Apply’, then ‘OK’ to remove the validation window.  You will see that either a green tick 
or a red exclamation mark appears on the right of the target segment to indicate whether the 
individual segment passes or fails the validation check. 
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5. You can see the reason why a segment has failed the validation check if you hover your 
mouse over the exclamation mark. 

 

 
 

Note: When you click in a segment to edit it, the validation symbol will disappear.  When you 
have finished editing and move to another segment, the segment you were working in will be 
checked again and a validation symbol will be assigned as appropriate. 

 
6. To deactivate the ‘Live Validation’ function, click the ‘Live Validation’ button again.  All 

validation symbols will be removed from the target column. 
 
 
Validation Report 
 
The ‘Validation Report’ function creates a report detailing the segments that do not conform to specific 
criteria that you select.   
 

1. Click on the ‘Validation Report’ button. 
 

 
 
 

2. The ‘Validation Criteria’ window will be displayed.   
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Select the criteria you wish to apply.  Any number of validation criteria can be selected.  
For an explanation of what the different options mean, please refer to the ‘Filters’ section. 
 

3. When you click ‘OK’, the validation report will be displayed.  The report will list all the 
segments as per the criteria you have selected within sections under the criteria headings. 
 

 
 

4. To go to a specific segment in the Web Editor, click on the segment in the report list using 
your left mouse button.  The segment will be highlighted in blue on the editor screen.  The 
validation report will remain open and you can make the necessary amends in the target cell.   

 
5. To refresh the report list, click ‘Close’, and then repeat steps 1 – 3. 

 
6. You can choose to save the validation report as an HTML file or print this for your reference. 
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Filters 
 
A number of filters can be applied so that you only view segments according to selected criteria.   
 

1. Click on the ‘Filters’ button or click the down arrow underneath the button and select ‘Filters’ 
from the drop-down list to open the ‘Filters’ window. 

 

 
 

2. Select the options according to the segments you want to see. 
 

 
Note:  You can select more than one filter by using the ‘And’ and ‘Or’ radio button options at 
the bottom of the window. 
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Please see below for details about the options you can select. 
 
Exact matches If this option is ticked, only segments where an 

exact match was identified from the TextBase will 
be displayed. 

  
Fuzzy matches If this option is ticked, only segments where a 

fuzzy match was identified from the TextBase will 
be displayed. 

  
Propagation Memory If this option is ticked, only segments where a 

translation from the Propagation Memory will be 
displayed. 

  
Machine translated If this option is ticked, only segments which have 

been machine translated will be displayed. 
  
Manually translated If this option is ticked, only segments which have 

been manually translated will be displayed. 
  
Non-translated segments If this option is ticked, only segments where the 

corresponding target cell is empty, or where the 
source segment is identical to the target segment 
will be displayed. 

  
Translation exceeds max number of 
characters 

If this option is ticked, only segments where the 
number of characters entered into the target cell 
exceeds the number stated in the adjacent box 
will be displayed. 
Note: The character count includes spaces. 

  
Translation exceeds max line length If this option is ticked, only segments where the 

number of lines entered into the target cell 
exceeds the number stated in the adjacent box 
will be displayed. 

  
Missing tags If this option is ticked, only segments where any 

tag found in the source segment is not found in 
the target segment will be displayed. 

  
Missing parentheses If this option is ticked, only segments where the 

source text contains one or more parentheses but 
the target text does not contain the equivalent 
number or type of parentheses will be displayed.    

  
Missing terminology If this option is ticked, only segments where there 

is a term in the source text matching a term in the 
active TermBase but this valid term has not been 
found in the target segment will be displayed.    

  
Spelling mistakes If this option is ticked, only segments where a 

misspelled word has been found in the target cell 
will be displayed. 
Note: The spellchecker must be turned on for this 
to work. 
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Inconsistencies To display only segments where the translation in 
the target segment is identical but the text in the 
source text is different, select ‘Source’ from the 
drop-down list. 
 
To display only segments where the text in the 
source segment is identical but the translation in 
the target cell is different, select ‘Target’ from the 
drop-down list. 
 
To see all segments with inconsistencies, 
regardless whether they are in the source or 
target cell, select ‘Any’. 

  
Numbers To display only segments where there are 

numbers in the source text but these are not 
shown in the target segment, select ‘Missing 
numbers’ from the drop-down list. 
 
To display only segments where there are more 
numbers in the target cell than are present in the 
source text, select ‘Additional numbers’ from the 
drop-down list. 
 
To display only segments where the number 
format in the source cell does not match the 
number format in the target cell ‘Incorrect number 
format’ from the drop-down list. 
 
To see all segments, regardless of whether 
numbers are missing, added or formatted 
inconsistently, select ‘None’ from the drop-down 
list. 

  
Placeables If this option is ticked, only segments where a 

placeable was automatically replaced by the 
Translation Agent will be displayed.  In this case, 
a placeable can also mean a number that was 
automatically replaced by the Translation Agent. 

  
Translation State Select a translation state from the drop-down list 

to display only those segments marked with that 
state. 

  
With notes If this option is ticked, only segments to which a 

note or comment is attached will be displayed. 
Attached notes may refer to the source segment, 
target segment, or both. 

  
Locked If this option is ticked, only segments which are 

locked and therefore cannot be edited will be 
displayed. 

  
Duplicates If this option is ticked, only segments where the 

both the source and target cell are exactly the 
same and appear multiple times throughout the 
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document will be displayed.   
 
Notes: 
 
If text is identical but punctuation is different, this 
will not be recognised as a duplicate.   
 
If there are multiple source cells which are 
identical but the translations entered into these 
are different, these segments will not be 
displayed. 
 
Duplicate segments will not be sorted, they will 
display in the order in which they are found in the 
file. 

  
Track changes Select a document version from the drop-down 

list to display only segments which have been 
changed.   

 
 

3. Once you have made your selections, click ‘Apply’, and then ‘OK’ to remove the filters box 
from view. 

 
If you ticked the option ‘Missing tags’ for example, you will now see that only the segments 
with missing tags are visible on the screen. 

 

 
 

When filters have been applied, a green tick will appear on the ‘Filters’ button. 
 

4. From the ‘Filters’ drop-down menu you can also select ‘Search Filter’ to search and display all 
segments containing a particular word or phrase. 
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 Type the word or phrase you are looking for into the ‘Apply Filter’ box. 
 Select your criteria in the ‘Search Options’ section below. 
 

You can choose to find the word or term you are searching for in the source column, target 
column, or both. 

 
If you tick the ‘Match case’ option your search will be case-sensitive.  For example, if you 
search for ‘Negotiation’, the word ‘negotiation’ with ‘n’ in lower caps will not be found. 

 
If you tick the ‘Whole words only’ option, the search will only find results that exactly match 
the words you have typed into the ‘Find’ box.  For example, if this box is not ticked and you 
search for ‘change’ the results will also return ‘changes’, changed, exchange etc. 
 
When you have made your selections, click the ‘Apply Filter’ button.  Now only the segments 
containing your selected search criteria will be displayed. 

 
5. To remove filters and return to the view showing all segments, click the down arrow 

underneath the ‘Filters’ button and click ‘Clear’. 
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Types of Matches 
 
When a document is analysed and pre-translated against a TextBase, the percentage of similarity 
between the source segment and the matches found in the TextBases is established.   
 
There are three different types of TextBase matches depending on the degree of similarity between 
new and previously translated source segments. 
 

Exact segment match The source segment is identical to a translated source segment 
found in the TextBase.   

 

Fuzzy segment match The source segment is similar to a translated source segment 
found in the TextBase.  The full fuzzy segment identified in the 
TextBase is displayed in green.  By default, the fuzzy factor is 
set to 75%. 

 

Sub-segment match The source segment differs greatly to the translated source 
segment found in the TextBase, therefore the resulting match 
may or may not be useful depending on the expression received, 
i.e. a short common expression may be of no interest while a 
specialised term or large part of a segment may spare the 
translator hours of research.  Note that sub-segment matches 
are always stemmed, i.e. searching for “teach and train” will also 
identify “teaching and training”.  These matches will be 
highlighted in either red or yellow.  

 
Exact Segment matches 
 
If a document in the TextBase contains a paragraph which is identical to a paragraph in the document 
you are translating, this may include alignments in the TextBase which are not 1-to-1.  For example, 
two consecutive sentences in a document may be matched with two consecutive sentences in the 
source text of a TextBase but the translation of these may only be a single sentence.  In that case, the 
two matching sentences will be treated like a single match and the target sentence will be shown as 
the translation. 
 
If the match is displayed in purple, the match was previously reviewed by a user before being 
committed to the TextBase.  If the match is displayed in teal, the alignment between the source and 
target segment was created automatically by MultiTrans and has not been reviewed by a user. 
 
Fuzzy Segment matches 
 
The degree of similarity in a fuzzy match is identified by a percentage. 
 
This calculation is based on the number of words that differ between the source segment found in the 
new document and the source segment found in the TextBase.   
 
For example: 
 
New source segment = Please read our standard terms and conditions for more information. 
 
Previously translated source segment = Please consult our standard terms and conditions for more 
information. 
 
The proposed matching translation will be presented as a 90% fuzzy match because 9 out of the total 
10 words are the same.   
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By default, the minimum fuzzy factor is set to 75% and these fuzzy matches will be displayed in green. 
 
Sub-segment matches 
 
Sub-segment matching is part of the Advanced Leveraging Translation Memory (ALTM) features of 
MultiTrans. 
 
In order to explain how sub-segment matching works, please see below a simple example. 
 
An existing TextBase contains the following source text and provides a corresponding translation: 
 
Once upon a time, there was a beautiful princess. 
 
You are now translating a new document with the following source sentence: 
 
Once upon a time, an evil dragon lived in a cave. 
 

Using a conventional translation memory tool, the analysis of this new segment would result in no 
matches since it falls under a 75% match rate.  However, it is clear to the reader that this segment is 
made up of two components, one of which is a 100% match (“Once upon a time”) and the other a 0% 
match (“there was a beautiful princess” and “an evil dragon lived in a cave”). 
 
This same principle applies to segments that may be made up of clauses from different paragraphs 
from an earlier document.  Similarly, if a document that was previously translated is re-written with 
clauses, removed or re-organised, the ALTM feature can still recognise these in the new text and 
provide matches accordingly.  The advantage of this is that linguists can work more quickly as they do 
not need to re-translate this repetitive text and consistency is maintained across documents. 
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Symbols and Abbreviations 
 
You may see the following symbols and abbreviations in the Web Editor. 
 

Symbol/Abbreviation Explanation 

[   ] The source text of any segment which has been automatically 
translated using the available TextBases will be surrounded by square 
brackets. 

TXB Indicates the match has been retrieved from the TextBase.  The 
following percentage number indicates the match percentage. 
e.g. TXB92% indicates a 92% TextBase match. 
TXB100% indicates a 100% TextBase match. 

TMB Indicates the match was taken from the TermBase. 

PM Indicates the match was taken from the Propagation Memory (a local 
or Team server) 

MT Indicates the match was created by a Machine Translation engine. 

P# Indicates there are # placeables in the segment. 
e.g. P2 indicates there are 2 placeables in that segment, numerical or 
other.  

 

If a Request contains multiple documents, the Project Manager can 
merge files so that the linguist does not have to enter the Web Editor 
multiple times.  In the box displaying the segment number on the left 
hand side of the Editor screen, another number will appear in square 
brackets.  This indicates the document number that the segment is 
from.  For example, the number 2 will indicate that the segment is 
from the second document that was merged etc. 

 
If a segment is modified manually, the mark-up in the source segment will be removed. 
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Translating using the Translation Agent 
 
Using the Translation Agent you can translate a document interactively as the system will search for 
matches in the TextBases and TermBases linked to the specific Request you are working on and 
provide suggested translations. 
 
Note: Translations may already appear in the target column when you first open the Web Editor if the 
file has been pre-translated against available TextBases and TermBases. 
 
 
Starting the Translation Agent 
 
If a TextBase or TermBase is available it will already be linked to the Request by the Project Manager 
ready for you to use. 
 
To launch the Translation Agent, place the cursor in the segment you want to start working in and 
click on the Translation Agent button on the Web tab. 
 

 
 
If the Request does not have any linked TextBases or TermBases, the Translation Agent will not 
contain any information. 
 
Note:  You can close the Translation Agent window by clicking this button again. 
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The Translation Agent Window 
 
The Translation Agent window consists of 5 panes. 
 

 
 
Matches Displays the source text of the selected segment with the 

percentage match and suggested translation from the TextBase. 
  
Terminology Displays a term from the source segment that has been 

identified in the TermBase and provides the translation from the 
TermBase for this. 

  
Details The metadata fields displayed correspond to those selected in 

the ‘Metadata’ tab within ‘MultiTrans Options’ which can be 
accessed via the Web tab. 

  
Source context Displays the full document of the source text from which the 

proposed matching translation originally came from and 
highlights the relevant source segment from this.  You can use 
the scroll bar on the right to view the full source document. 

  
Target context Displays the full document in which the proposed matching 

translation was originally used and highlights the relevant 
segment from this.  You can use the scroll bar on the right to 
view the full source document. 

 
The ‘Details’, ‘Source context’ and ‘Target context’ panes can be displayed or hidden using the arrow 
next to ‘Details’ 

 
 
The buttons at the bottom of the Translation Agent window allow you to do the following: 
 
Back Move to the previous segment.  Any changes you made to the active segment will 

remain. 
  
Skip Leave the active segment unchanged and move to the next segment. 
  
Replace Replace the source segment with the translation suggested from the TextBase or 

another translation which you have typed into the translation box. 
  
Flip This button is only visible when the additional details panes are visible.  It allows you 

to alternate between viewing the ‘Matches’ and ‘Terminology’ buttons at the top or 
the bottom of the window. 
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Using the Translation Agent 
 
The Translation Agent will work through the document one segment at a time in sequential order from 
the position of the cursor.   
 
TextBase Matches 
 
If the target cell you are working in does not already contain a proposed translation and a matching 
translation is found in the TextBase, the proposed match will be automatically inserted into the target 
cell.  However, you will need to confirm this translation before it is officially assigned to the target cell.  
To do this, you have several options available.  These are detailed below: 
 

a) Highlight the proposed translation in the target cell, right-click in the ‘Matches’ pane and 
select ‘Insert’ from the menu that appears. 
 

 
 

b) Highlight the proposed translation in the target cell and click the ‘Replace’ button at the 
bottom of the ‘Translation Agent’ window. 

 

 
 

c) Highlight the proposed translation in the target cell, right-click in the target cell and select 
‘Translation Agent’, then ‘Replace’ from the menu that appears. 
 

 
 

d) Highlight the proposed translation in the target cell and use the keyboard shortcut ‘Ctrl+R’. 
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Note, if you press ‘Enter’ on your keyboard or click into the next cell, this will simply move the 
cursor to the next segment but the proposed translation will not be confirmed and the target cell 
will remain unchanged. 

 
Colour Coding 
 
Text will be displayed in different colours in the XLIFF Editor and Translation Agent depending on the 
type of match (exact, fuzzy, sub-segment, confirmed or unconfirmed) and the origin of the proposed 
translation (TextBase, TermBase, Propagation Memory or Machine Translation engine).  The 
following section aims to shed some light on what these colours mean. 
 

Colour Location Explanation 
Black Source segment, 

target segment in 
Editor or Translation 
Agent. 

Indicates words or segments for which no 
matching translation is found in the TextBase. 

   

Blue Target segment in 
Editor or in 
Translation Agent 

Indicates a proposed match found in the 
TermBase or a sub-segment match has been 
entered into the target cell. 
 
Terms will only be entered and displayed in blue 
if, following pre-translation, a sufficient match 
has not been identified from the TextBase. 

   

Green strikethrough Original source 
segment in Editor 
and Translation 
Agent 

Where there is a fuzzy match, this colour 
indicates words found in a suggested 
translation from the TextBase that do not 
appear in the segment you are translating, 
therefore something needs to be removed from 
or modified in the proposed translation in order 
for the translation in the target segment to match 
the equivalent source segment. 

Green Target segment in 
Editor or Translation 
Agent 

Indicates a fuzzy match proposed from the 
TextBase. 

 Source segment in 
Editor and 
Translation Agent 

Indicates a sub-segment match.  This means 
that a match from the TextBase has been found 
for part of the segment but the match is not 
proposed.  In the TextBase pane, you will see a 
match with no percentage.  If you double click 
on this match, the Context pane will appear 
where the sub-segment will be shown in bold in 
the source text.  You will need to find the 
corresponding translation in the target text.  
When you find it you can highlight the words, 
then right-click with your mouse and select 
‘Insert’.  The translation will be inserted into the 
Translation Pane.   

Red Source segment in 
Editor and 
Translation Agent 

Where there is a fuzzy match, this colour 
indicates words found in the segment to 
translate that do not appear in the suggested 
translation from the TextBase, therefore 
something needs to be added or modified in 
order for the translation in the target segment to 
match the equivalent source segment. 
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Original source 
segment in Editor 

Indicates there is a terminology match in the 
TermBase but no equivalent is found in the 
target segment.  Source words will only be 
highlighted in orange when the target cell has 
been pre-translated. 
 
Note: If you click into the source cell of the 
Editor, the orange highlight will disappear. 

Olive Source segment or 
target segment in 
Editor 

Indicates a 100% match has been found in the 
Propagation Memory or Team Server. 

Fuchsia Source segment or 
target segment in 
Editor 

Indicates the proposed translation was 
generated by a machine translation engine. 

Purple Source segment or 
target segment in 
Editor 

Indicates a 100% match has been found in the 
TextBase where the alignment has been 
confirmed by the user. 

Teal Source segment or 
target segment in 
Editor 

Indicates a 100% match found in the TextBase 
where the alignment has been established 
automatically by MultiTrans but not confirmed by 
the user. 

Red highlight Source segment in 
Editor 

Less than 75% sub-segment match. 

Yellow highlight Source segment in 
Editor 

Less than 75% sub-segment match. 

 
Note: The system uses red and yellow highlighting alternatively to display sub-segment matches.  
This is to indicate that the match comes from a different segment in the TextBase as in cases where 
multiple sub-segments exist within the same sentence it is important to avoid displaying it as if the full 
sentence was found when the first half comes from one text and the second half comes from another. 
 
 
  

Orange highlight 
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Inserting TextBase matches 

 
If you want to insert a match that has been presented from the TextBase, highlight any existing text 
that you want to replace in the target segment or place the cursor in the appropriate place, then do 
one of the following: 
 

1.  Double click on the suggested translation in the Translation Agent. 
 

2. Right-click in the target segment and select ‘Translation agent’ from the menu that appears, 
then select ‘Replace’. 
 

 
 

3. Use the keyboard shortcut ‘Ctrl+R’. 
 
If using options 2 or 3, the Translation Agent will automatically move to the next segment 
once the text has been inserted. 
 
When inserting text from the Translation Agent using any of the options described above, the 
translation state of the segment will automatically change to orange to indicate that the 
segment has been translated. 
 

 
Inserting TermBase Matches 
 
TermBase matches can be identified and displayed in various ways.   
 
If a term is highlighted in orange in the source segment this indicates that a matching term has been 
identified in the TermBase.  The target cell will have been populated with a translation proposed from 
the TextBase but the matching term from the TermBase does not appear in the translation.  This 
therefore indicates that you should verify the terminology in the proposed translation and potentially 
modify it to ensure consistency with the standardised text supplied in the TermBase.  
 
A TermBase match could also be automatically inserted into the target cell and displayed in blue if a 
sufficient segment match was not identified in the TextBase at pre-translation stage. 
 
In either of the above cases, the available TermBase matches can be viewed through the Translation 
Agent in the ‘Terminology’ pane when you click into either the relevant source or target segment.  All 
available matches specific to that segment will be displayed in this area. 
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To insert one of these terms into the translation you can place the cursor in the appropriate place in 
the target cell then do one of the following: 
 

 Double click on the term 
 

 Right-click on the term and select ‘Insert’. 
 

 
 

 Right-click in the target cell and select ‘Terminology’ from the menu.  A list of the available 
matching translated terms will appear to the side with the equivalent source term following in 
brackets.  Click on the appropriate term to insert it, or you can use the shortcut ‘Ctrl’ plus the 
relevant number.   

 
Note: If you use the keyboard shortcut, you should use the number keys across the top of your 
keyboard rather than the number keypad if you have one. 
 

 
 
If you select ‘Hide’, the term match will be removed from the Terminology pane for as long as you stay 
on that segment.  If you click into another segment, then go back to the first segment you were 
working on, the term match will be displayed again. 
If you select ‘Delete’, the term match will be removed from the Terminology pane for as long as the 
Web Editor session is open.   
 
The ‘Hide’ and ‘Delete’ features apply per segment.  For example, if the same term appears in 
multiple segments and you delete it from the Terminology pane when working in one segment, it will 
still show in other segments.    
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If you close the Web Editor, then log back in later, all terms are displayed again, regardless of the 
options you chose in the previous session. 
 
Viewing the Context of a Match 
 
Information in the TextBase is not only stored at segment level, but also paragraph and full document 
level so if a match has been identified in the TextBase you are able to view the full source and target 
document in which this was found.  To do this you need to display the source and target context 
windows in the Translation Agent.  The segments from which the resulting match has been found will 
be highlighted in yellow.  You can use the scroll bars on the right of the source and target context 
panes to view the rest of the document in which this match was found. 
 

 
 
This can be done by following one of the three options: 
 

1. Where a segment displays a full or fuzzy match, click into the target cell.  If the ‘Details’ pane 
in the Translation Agent is not already visible, click the down arrow next to ‘Details’ to display 
the source and target context windows.  

 
2. If you right-click in the target segment, select ‘Translation agent’ from the drop-down list, then 

select ‘Details’, the source and target context panes will open in the Translation Agent.  Note, 
you must have the Translation Agent open in order to do this. 
 

 
 

3. Place your cursor in the target cell, then use the keyboard shortcut ‘Ctrl+Shift+D’.  The 
Translation Agent must be open in order for this keyboard shortcut to work.  
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MultiTrans Options 
 
There are many different settings and options that you can choose whilst working in the Web Editor.  
The section below explains the settings which you are likely to use the most often. 
 
To access the available options you will need to click on the ‘MultiTrans Options’ button on the Web 
tab. 
 

 
 
General Tab 
 

 
 
In the ‘Languages’ section, the source and target languages are already selected and cannot be 
changed.  Some of the options in the section below may be greyed out if they are not available to you. 
 
Start from cursor If this option is ticked, the Translation Agent will 

start to process the document from where the 
cursor is placed. 
 
If the option is not ticked, the Translation Agent 
will start to process the document from the 
beginning. 

  
Match full paragraphs If this option is ticked, MultiTrans will search for 

the repetition of multiple consecutive segments 
up to paragraph level. 
 
If this option is not ticked the Translation Agent 
will search and display the results found 
segment-by-segment. 
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TermBase Tab 

 

 
 

The options below can be found in the ‘Search options’ area. 
 
Match sub-segments with at least X words Tick this option if you also want the system to 

search and identify fuzzy matches that fall below the 
minimum fuzzy match threshold (75%).  You must 
also specify the minimum number of matching words 
for this search. 

  
Case-sensitive TermBase matching If this box is ticked, only terminology with identical 

capitalisation to the terms found in the TermBase 
will be identified or replaced. 

  
Preserve TermBase capitalisation If this box is ticked, capitalisation as per the 

TermBase will be preserved when adding a 
translated term from here. 

  
Validate terminology If this box is ticked, a term will be highlighted in 

orange in the source segment if there is a matching 
term for this in the TermBase but it has not been 
used in the text inserted into the target cell.  This 
option can be used to ensure that approved 
terminology is being used in the translation. 

  
Enable stemmed searching If this option is ticked, the Translation Agent will also 

search for matches in the TermBase that have the 
same stem or root.   
For example, results for the word “boy” will also 
display matches for “boys”, and results for the word 
“wonder”, will also display matches for “wonderful”. 
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TextBase/TM Tab 

 

 
 
In the ‘Fuzzy difference colors’ section you can choose to change the colours of the insertions and 
deletions in segments.  By default, these are set to green and red respectively and are explained in 
the ‘Colour Coding’ section of this document.  It is not recommended that you change these colours 
unless absolutely necessary. 
 
The options below can be found in the ‘Search options’ area. 
 
Match sub-segments with at least X words 
and X non-excluded words 

Tick this option if you also want the system to 
search and identify fuzzy matches that fall below 
the minimum fuzzy match threshold (75%), with a 
minimum number of words as specified and a 
minimum number words as specified, not 
including articles, prepositions etc. 

  
Automatically confirm TextBase alignments 
when replacing segments interactively 

If this option is ticked MultiTrans will automatically 
save the alignment between the source and 
target segment when you modify a proposed 
segment match. 

  
Preserve TM capitalisation If this option is ticked, capitalisation as per the 

TextBase will be preserved when inserting a 
match from the TextBase. 
 
If this option is not ticked, capitalisation of the 
replacement will match the style of the segment 
being replaced (normally sentence case where 
the first letter is capitalised only).  If specific 
words in the segment need to be capitalised this 
will need to be done manually. 

  
Use exclude list If this option is ticked, the Translation Agent will 
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only ignore common words such as articles and 
prepositions when searching for TextBase 
matches. 

  
Enable stemmed searching If this option is ticked, the Translation Agent will 

also search for matches in the TermBase that 
have the same stem or root.   
For example, results for the word “boy” will also 
display matches for “boys”, and results for the 
word “wonder”, will also display matches for 
“wonderful”. 

  
Search most recent documents first If this option is ticked, the Translation Agent will 

search the TextBase and display results from the 
most recently added source and target document 
pair first. 

  
Strict punctuation matching If this option is ticked, the Translation Agent will 

only find exact matches where punctuation is 
identical in the text to be translated and the text 
found in the TextBase. 

  
Prioritize Propagation Memory matches over 
TextBase matches 

If this option is ticked, the Translation Agent will 
display matches found in the Propagation 
Memory before presenting matches from the 
TextBase. 

 
Auto-Process Tab 
 
The settings on this tab allow you to decide whether to translate interactively with the Translation 
Agent or not. 
 

 
 
 
 
 



 

Capita Translation and Interpreting Ltd 
Riverside Court, Huddersfield Road, Delph, Oldham, OL3 5FZ 

 
Page 44 

 
SUPPLIERS_Translating in the Web Editor_v1.2.docx 

TermBase Interactive If this option is selected, you will 
be prompted every time a 
terminology match is identified. 

  

Auto-Identify If this option is selected, 
terminology matches will be 
identified but not replaced. 

  

Auto-Replace If this option is selected, 
terminology matches will be 
replaced automatically. 

 

TextBase and TM Interactive If this option is selected, you will 
be prompted every time an exact 
of fuzzy match is found. 

  

Auto-Identify If this option is selected, 
terminology matches will be 
highlighted but not replaced. 

  

Auto-Replace If this option is selected, 
terminology matches will be 
replaced automatically. 

 

Machine Translation Auto-Replace from Machine 
Translation 

This option will only be available if 
the machine translation option 
has been enabled in the Request 
by the Project Manager.  If this 
option is selected where no exact 
or fuzzy matches have been 
identified, the Translation Agent 
will automatically insert the 
proposed text from the machine 
translation engine into the target 
cell. 

 

Numbers Automatic number translation If this option is selected, numeric 
expressions will be automatically 
translated according to target 
locale settings in the system, for 
example replacing a decimal point 
with a comma, or relocating 
currency symbols. 

 

Other Skip segments with no matches If this option is selected, the 
Translation Agent will skip 
segments where no matches have 
been found in the available 
TextBases or TermBases and no 
Machine Translation engine is 
available, leaving it in the source 
language.  
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Team Server 
 
Within the Web Editor a temporary translation memory can be made available for multiple users which 
can be shared in real time across Requests for the same customer.  This means that when segments 
are translated they can be made available to multiple users working on the same project.  This is 
known as a Propagation Memory and is stored on a Team Server. 
 
If segments in the Web Editor are displayed in light blue, this indicates that the match comes from the 
Propagation Memory.  It should be noted that this is not an approved TextBase, it is simply a memory 
containing segments which have been translated by other users in the past and which could be useful 
whilst translating the current document you are working on. 
 
When you translate a segment, then move to the next, the translation you have inserted will be 
automatically added to the Team Server and available for others to see. 
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Tracking Changes 
 
Users are able to compare a current translation to a previous translation of the same document using 
the ‘Track Changes’ feature.  The system will automatically register different versions of the document 
as the user translates.  A new version is created every time changes are made in a file and the file is 
then saved and closed.  A new version will not be created if no changes are made in a file. 
 
Tracked Changes are only visible in the Web Editor.  They will not be visible once the document is 
converted back into its original source format. 
 
Viewing Tracked Changes 
 

1. Click on the ‘Review’ tab and click the bottom half of the ‘Track Changes’ button.   
 

 
 

2. A drop-down menu will appear.  Select ‘Compare to version’. 
 

3. A list of previous versions with author usernames and dates will be displayed.  Select the 
version you wish to compare the current version to. 
 

 
 
If no amends have been made, the text in the target cells will now appear in grey. 
Text that has been deleted will be displayed in green with a strikethrough.  Text that has been 
added will appear in red. 
 

4. You can filter the segments that only contain tracked changes using the ‘Filters’ tab as 
explained in the ‘Filters’ section in this document. 
 

Viewing the Segment History 
 
The ‘Track Changes’ feature enables you to view the history of any segment and revert to a previous 
version if preferred. 
 

1. To view the history of a segment, you can either right-click on the segment and choose 
‘Segment’ History’ from the menu that appears or use the keyboard shortcut ‘Ctrl+H’. 
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2. The ‘Segment History’ window will appear listing all the previous versions of the segment.  To 
revert to a previous version of the segment, select the appropriate row and click the ‘Revert’ 
button at the bottom right of the screen. 

 
3. To close the ‘Segment History’ window, click the ‘Close’ button. 
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Saving and Completing your Translation 
 
 
If you want to leave the translation and come back to finish it later you can click the ‘Save’ button on 
the Web tab, then click the ‘Close’ button.   
 

 
 
If you click the ‘Close’ button without clicking the ‘Save’ button first and the document has been 
changed since it was last saved, a warning message will appear asking you if you would like to save 
those changes. 
 

 
 
The Web Editor will regularly save your work automatically.  However, it is always recommended to 
click the ‘Save’ button at regular intervals to avoid any loss of the work in the event of a disruption to 
your internet connection or power supply. 
 
After you click ‘Close’, the task will be visible in the ‘In Progress’ section of your task list in Flow so 
you can access it later. 
 
When you have completed your translation you can click the ‘Complete’ button on the Web tab.   
 

 
 
A warning message will appear to inform you that once you have clicked this button you will not be 
able to access this task again.   
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When you click ‘OK’ you will be returned to the Web Editor login screen and you can close the 
window. 
 
An automated email will then be sent to the next person in the workflow (whether this be another 
linguist or the Project Manager) so they can start working on the next stage.  You do not need to 
email/call the Project Manager to confirm that you have completed the job as they will be able to track 
this in the system. 


