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Introduction 
 
To access the MultiTRANSTM Customer Portal, go to https://mtpflow.capita-ti.com. This takes you to 
the login page. 
 

 
 
Enter your unique username and password and click ‘Login’. If you are working on a personal 
computer you can tick the ‘Remember my username’ checkbox so that you do not have to re-enter 
this each time in the future. 
 
If you have forgotten your password, you can click on the ‘Forgot my password’ link. 
You will be prompted to enter the email address which is linked to your MultiTRANSTM account and an 
automatic email will be sent to this address instructing you how to reset your password. 

  

https://mtpflow.capita-ti.com/
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The Main Screen 
 

 
 
The above screenshot shows the first page that you will see when you log in to MultiTRANSTM. 
 
From here you will be able to do any of the following: 
 

 Create new requests 

 Track the status of existing requests 

 Search historic requests 

 Modify your personal profile (select your time zone, change your password etc.) 
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Creating and Submitting Requests 
 
Creating a Request 
 
On the main screen click on the ‘New Request’ button at the top. 
 

 
 
You will now see an editable page known as the ‘Online Request Form (ORF)’. 

 
1. Fill in the fields as appropriate. See below for details. 
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A Your contact information will be automatically filled in. 
 

B Use the drop-down list to select another contact from within your business to whom delivered 
files should also be sent, if necessary. 
 

C Tick this box if you wish to receive the original document back with the final translated file. 
Remember, however, that the source file will always be available to you through your portal 
after you submit the request. 
 

D Enter a PO number here if you have one. Information entered here will be added to the invoice 
you receive from Capita Translation and Interpreting. If you do not have a PO number at the 
time of submitting a request you can add this later. Please refer to the section Amending a 
Request. 
 

E English (UK) and French (France) are the default source and target languages that are 
selected in the language drop-down lists. If you regularly request a different set of language 
pairs Capita TI can set up a template for you so that you do not need to select the same 
languages each time you will in this form.  
 
Note: Only one source language can be selected per request.  
 
You can select alternative languages from the drop-down lists if you require. If you want to add 
multiple target languages, click the green + button to the right of the 'Translate into' field and 
select a language from the subsequent drop-down list that appears. If you wish to remove a 
target language, you can click the red x button on the right of the box in which the language 
appears. 
 

 
 
Note: It is not possible to delete the first target language selected, you would need to change 
this to a required target language and delete any duplicate languages selected. 
 

F Enter the date you would like to receive the final translated file back. Click the calendar to 
select a date from the calendar display. When setting a deadline, please bear in mind the 
industry standard recommended output for linguists as follows: 

 Translation – 2000 words per day 

 Proofreading – 5000-6000 words per day 
 

G Enter a title for your request. This is a title which should have a meaning to you to make the 
request easily recognisable in a list and simplify future searches. 
 

H Add any instructions and additional comments here.  
This will be visible to all Project Managers and linguists. 
 

I Here you can enter a previous request number you would like your Project Manager to refer to 
for reference and link to the documents you are about to submit. For example, a similar 
document may have been translated previously and you may wish your Project Manager to 
refer to this previous translation for reference. 
 

J Here you can drag files from a location on your computer and drop them into the grey area to 
attach them to the request. Alternatively, you can click the 'Add Files' button at the bottom to 
locate the files on your computer and upload. If you have more than 5 files to send, or if a 
document size exceeds 5MB, documents should be compressed/zipped. If files are zipped 
there is no file size limit for submitting documents through the customer portal. 
 
If you are uploading documents for reference only and they should not be translated, tick the 
‘Reference’ checkbox on the left after uploading the file. 
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Note: Reference files should be uploaded separately to the files requiring work so that it is 
made clear which files are for reference only. 
 
If the files are confidential, tick the ‘Confidential’ checkbox on the left after uploading the file. 
Note: This needs to be ticked for each row as applicable. This will inform the Project Manager 
that certain security restrictions should be put in place when working on this document.  
 

 
 

K When you have filled in all details, click the ‘Send’ button to submit your request. 
 

 
 
Submitting a Request to Capita TI 

 

1. After clicking the ‘Send’ button you will now see the ‘Details’ tab for your request showing the 
information you entered into the ORF. The unique request number will be shown at the top of 
the screen in red.  
 

 
 
The request number starts with a unique code for your organisation, followed by the date 
(YYMMDD), together with the number of the request placed that day.  
 
For example, the first request placed by or on behalf of your organisation on the same day 
would end with 1, the second would end with 2, and the third would end with 3 and so on. 
 

2. In the ‘Documents’ section at the bottom of the screen you can click on the page icon to 
download your source file from the portal, or click on the red x to remove it from the request.  
 

 
 

3. You can click on the ‘Edit’ button at the bottom of the page to change to editing mode and 
make any desired changes, including uploading new or additional files if required. Click the 
‘Save’ button when you have finished making any changes. An automated email will be sent 
to Capita TI to confirm the modifications you have made to your request.  

 
4. If you do not wish to make any changes to your request after submitting it, click on the ‘Main 

Menu’ button to return to the main page displaying the ‘Existing Requests’ list. 
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Receipt by Capita TI 
 

When you have finished entering the details for your request and have clicked the ‘Send’ 
button, Capita TI will receive a notification that a new request has been submitted. You will 
also receive an automated email to confirm that your request has been received. This email 
will display the Request number. This is a unique number relating to your Request which will 
be needed if you are speaking to a member of the Capita TI team. You can click on the link in 
the email you receive to view the details of your Request in your portal.  
 
Note: If you are not already logged into MultiTRANSTM at this point you will need to re-enter 
your username and password to access this information. 
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Search for a Request 
 

1. Click the ‘Search’ button at the bottom of the ‘Existing Requests’ list on the main page. 
 

2. Enter the criteria you wish to search on. 
 
If you have the appropriate access rights assigned for you to see requests from other 
colleagues within your company, you will be able to search for all requests submitted by a 
colleague by choosing their name from the drop-down list in the ‘Requested By’ field.  
 

 
 
If you do not see this field you will see the ‘My Requests Only’ field instead. 
 

 
 

3. Click the ‘Search’ button to submit your search criteria. You will now be returned to the main 
page where only the requests matching your search criteria will be displayed. Click the ‘Clear’ 
button to return to the full list of requests. 

 
4. Each individual column in the ‘Existing Requests’ list is also searchable using the boxes at the 

bottom of the screen. 
 

 
 

Results will be filtered as you type. For example, if you know the partial request number you 
can enter it into the ‘Request No.’ box and only requests containing the numbers/letters in this 
order will be displayed. 

 
5. The order of the requests in the list can be reorganised by clicking on the column headings. 

For example, if you click on the ‘Reception Date’ header you can choose to display either the 
newest or oldest submitted Request first. 

 
6. You can also choose how many entries you wish to view per page by selecting a number from 

the drop-down list at the bottom of the screen and you can navigate between pages by using 
the buttons on the right. 
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Receiving and Approving a Quotation 
 

1. You will receive a quotation for your request by email. A PDF of the quotation will be attached 
to this email.  
 
You can click on the link in the email you receive to view the quotation details for the request 
in the customer portal.  
 
Note: If you are not already logged into MultiTRANSTM at this point you will need to re-enter 
your username and password to access this information. 
 
Alternatively, log-in to the customer portal, find your request in the ‘Existing Requests’ list on 
the main screen or use the search function to find this. Open the request and click on the 
‘Quotation’ tab.  
 
Note: This tab will only appear once a quote has been submitted by Capita TI. 
 
The quote identification number will appear in blue. This is the same as the request number 
which you can see in red at the top of the page but will also have an additional number suffix.  
 
If there are multiple quotes for the same request, for example, the different quotes have been 
submitted for different service options, the suffix will increment with each new quote, e.g. -01, 
-02 etc. 
 

 
 

2. The quote details displayed include the quotation Creation Date, Target Date, Status (Waiting 
for Approval or Approved), and the total quoted price. 
Click on the magnifying glass icon to save and view a copy of the full quotation. 

 

3. To accept the quotation, click on the ‘Accept Quote’ button. The ‘Status’ column will now 
show as ‘Approved’. You will now receive an automated email to confirm that the quotation 
has been approved and your Project Manager will also be notified. 
 

If you need to add a Purchase Order number to the request you can do so at this stage. 
Please refer to the section Amending a Request. 
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Declining a Quotation 
 

1. If you do not wish to proceed with a request you can cancel this by clicking on the ‘Cancel 
Request’ button. A box will appear below where you can enter your reasons for this. 

 
2. Click on the ‘Confirm’ button to submit this response. The Project Manager will be notified 

and the status of the request will change to ‘Cancelled’.  
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Tracking your Request 
 

Checking the Overall Status of a Request 
 

1. Log in to your portal and find your request in the ‘Existing Requests’ list on the main screen or 
use the search function.  
 

2. The ‘Status’ column in the ‘Existing Requests’ list will show the overall status of the request. 
 

Waiting for Quote You have submitted a request and are now waiting for a 
quotation to be sent to you by Capita TI. 
 

Waiting for Approval You have received a quotation and Capita TI is now 
waiting for you to accept the quotation before beginning 
the work requested. 
 

Quote Approved You have approved a quotation and the request is waiting 
to be started by the Capita TI team. 
 

Processed A quotation does not need to be approved (as per a prior 
agreement between your organisation and Capita TI). The 
request is waiting to be started by the Capita TI team. 
 

In Progress The request has been started and is currently in progress. 
 

Cancelled The request has been cancelled and will not be 
processed. 
 

Completed Files have been completed but not yet delivered to the 
customer portal for collection. 
 

Delivered Files have been completed and delivered to the customer 
portal ready for you to download. 
 

 

3. To open the request and see further details about individual files, click on the relevant row in 
the request list, then double click, or click the ‘Open’ button at the bottom. 
 

4. You will now see the ‘Details’ tab displaying the details of your request.  
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Checking the Status of a File 
 

1. To check the status of a file, click on the ‘Status & Delivery’ tab. 
 

 
 

2. Whilst a request is in progress documents will appear in the ‘Incomplete’ section. 
 

3. Files will appear in the ‘Delivered’ section when they have been completed and you have 
received an email to confirm this. You will also see the date the file was delivered. 
 

4. When you download a document from the portal it will be transferred to the ‘Downloaded’ 
section (after refreshing the page), the status will show as ‘Downloaded’ with the date 
downloaded displayed. There is no limit on the number of times you can download a 
document. 
 

5. Click the ‘Back to Main Menu’ button to return to the ‘Existing Requests’ list on the main 
screen. 
 

Amending a Request 
 

1. From the ‘Existing Request’ list open the request you wish to amend, and then click the ‘Edit’ 
button. You can do this at any point after the request has been submitted. 
 

2. Make the amends on the ‘Details’ page as required, such as updating the ‘Instructions and 
Comments’ section, entering a PO/Reference number or adding a new document etc.  
 
Note:  If you upload a new document with the same name as a previously uploaded 
document, this will overwrite the existing document and Capita TI will no longer have 
any access to the original file. We recommend that you upload a new version of a file 
stating a new version number. 
 

You can check the name of the file you have previously uploaded by referring to the 
‘Status & Delivery’ tab. 
 

Please think carefully before uploading a new document and ensure the replacement 
document being uploaded is the final version. If we have already started to action your 
Request additional charges will be incurred for any work already carried out. 

 

3. When finished, click ‘Save’. Your Project Manager will receive a notification of the 
modification and will take action. 
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Retrieving a Completed File 
 
You will receive an automated email to confirm that a file has been completed and is ready to be 
downloaded from the portal. If you click on the link in your email, this will take you to the login page for 
MultiTRANSTM. When you log in you will be taken directly to the ‘Status and Delivery’ page within your 
Request. 
 
Click on the file name in the ‘Delivered’ area to download and view the document. 
 
After refreshing the page, the file will move to the ‘Downloaded’ section where it can be downloaded 
again at any time. 
 

Returning a File 
 
In the unlikely event that there is something wrong with the file that has been delivered, you can click 
the ‘Refuse’ button to the right of the file name. You will then be prompted to enter a reason for your 
refusal. When you have done this, click ‘OK’. 
 
The file will return to the ‘Incomplete’ section and your Project Manager will now receive an 
automated email to inform them that this document has been returned and the reason for this. 

 

Editing your Profile 
 
You can edit details in your personal profile by clicking on the ‘Profile’ link at the top right of the 
screen. 
 

 
You will now see the screen below. 
 

 
 

1. Your contact details are displayed in the ‘General Info’ section on this page. You cannot 
change these details yourself so if you wish to, please contact your Project or Account 
Manager. 
 

2. In the ‘Languages’ section you can choose to set some default source (original) and target 
(translated to) languages which will be selected each time you create a new request. To add 



 

Page 15 
 

CUSTOMER_Using the Customer Portal in MultiTrans_v1.1.docx 

an additional target language, click the green plus button. To remove a target language, click 
the red x button which appears next to the language name after it has been selected. You will 
always be able to change these languages each time you create a request if required. 
 

 
 

3. In the ‘User Profile’ section you can see your username and change your password. 
 

To change your password, enter a new password into the ‘Password’ box, then type this 
again in the ‘Confirmation’ box. Then enter your current password in the ‘Your current 
password’ box. 

 

 
 

4. In the ‘Localization’ section you can choose the language you would like to view 
MultiTRANSTM in by selecting a language from the ‘Interface Language’ drop-down list. 

 
You can also choose what language you would like to see and receive our automated email 
communications in by choosing a language from the ‘Comm. Language’ drop-down list. 

 
Please note, however, that both the system interface and automated emails are currently only 
fully available in English. 

 

 
 

From the ‘Date format’ and ‘Time format’ drop-down boxes, you can choose how you would 
like dates and times to be displayed in your portal.  
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You can also select your time zone from the ‘Time Zone’ drop-down list. 
 

 
 

Why we need to know your time zone 
 

The time zone is particularly important because MultiTRANSTM will use this to adapt the dates and 
times displayed in your portal. This will make the deadlines you are required to work to clearer to you. 
For example, if a Project Manager in the UK enters a delivery time for your task in the system as 
16:00 GMT and you are based in France, so you have set your time zone as ‘Europe/Paris’, the 
delivery time you will see in your portal will be 17:00 to account for the one hour time difference. 
 
When you have finished making any changes needed in this section, click the ‘Save’ button. You can 
click the ‘Flow’ or ‘Main Menu’ link at the top of the page to return to the main screen. 
 

 
 
Logging Out 
 

To exit MultiTRANSTM, click the ‘Logout’ link at the top right of the page. This is always visible, 
regardless of which screen you are currently viewing. 
 

 


