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XTM Cloud — Getting Started

Introduction

This introduction to XTM Cloud explains how to start working in XTM quickly. XTM Cloud is a
translation management system accessible through a web browser and does not require download
nor installation on your PC. Getting started takes only a few minutes. You can use the platform
immediately after you create an account with it. Create your account at https://xtm.cloud and follow
the steps below.

XTM Cloud supports the latest versions of the following browsers:

Windows:
e Microsoft Edge 12+
e Firefox 4+
e Chrome 24+

Mac OS:
e Safari 6+
e Firefox 4+
e Chrome 24+

e Firefox 4+
e Chrome 24+

Tablets:
e Safari 6+ for iPad
e Firefox for Android 23+
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XTM Cloud — Getting Started

Step 1 — Logging in for the first time

Create an XTM account at https://xtm.cloud/trial/. You will receive an email with the log-in details.
Click the red link XTM Cloud in the email to go to the login page.

>

International

Dear

Thank you for requesting a 30 day XTM Cloud demonstration account.

“You can start translating online immediately by following this fink XTM Cloud and then entering the
below details:

Company Usemame Password

To make sure that vour data iz secure, when you log in for the first time, you will be asked to
aclivate your browser and then change your password.

To help you get up and nunning as quickly as possible we suggest you read the short Getfing
Started Guide which you can download here. We alzo run regular live webinars. Please join us by
signirg up here. Or alternatively on the same page, there are recordings of the webinars and short
tutorial videos. You can access the full XTM manual here.

For further help and advice pleaze contact support@stm_cloud and we will be happy to assist you.
Kind regards

The XTM International Team

KXTM International Ltd
Ponders, Hedgerley Lane, Gemards Cross, Bucks 508 85Y, UK. m t

T +44 1753 480 470 - email: sales@odm-intl.com

Better Translation Technology
visit: www._xtm-intl.com >

Registration email with the user credentials

Log in to the website. You will be asked to authorize your computer for security reasons. Click the
Authorize device button in the prompt.
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XTM Cloud — Getting Started

Authorize device

This device is not authorized. You cannot use it to log in
to account:

.
1Ty

To authorize this device please ensure cookies are
enzbled and click the button below.

Back to login page
The Authorize device prompt

You will receive another e-mail with an activation link. Click the activation link in the e-mail. From
now on you will be able to log in to XTM Cloud from your computer.

Dear

In order to activate your XTM account on thiz computer please enzure that cookies are enabled and then click the following link:
hitps:Veu xdm cloud/project-manager-guifactivate-computer-link. action ?uid=4b9492c 1a5ce 427905 T 247 c476d27 328 c=Deeply CoolCopy&l=en GB

Email with computer activation link

After you have logged in and your computer has been successfully activated, you will be presented
with the User Details page where you can change the password received in the registration email.

Terminology ~ Xchange

Userdeteils  Myaccount Data  Setfings

Pleacese ou cme zo0s o s g o diplay adustddacs and v,

Change password

Olc passwars

New password

Re-enternew passwerd

Personal details

Tite

Firstname

Lest name
Jobtitie
Vaermame
Nickname

Emai

Prfered language

Aualanilty

Logging in for the first time
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XTM Cloud — Getting Started

Step 2 — Configuring XTM

Configure your account by clicking on the cog icon. Fill in User Details, pick your default source
and target languages on the Data tab, then go to the Settings tab. Click on the Translation tab on
the left hand side and on this page you can choose your TM and terminology options, enable
Machine Translation, define privacy and security settings.

\Tm Projects  Customers Users TM  Terminology  Xchange

Userdefails ~ Myaccount  Data  Seftings

Sysem T | | Worlowandzccess || Memics | | Machine wanslaton | | Teminokogy | Sagment fiters

e (e e
Permit  Default setting
Reverss memary matching
Filss Save TM segment history
Sat matches with inline differances 2 fumy
Use rt appeoved memery ‘ )
Projects Match againgt all lnguage varizms
Mark segments as locked when
Matching of non-translztables Leave as non-translatables @ Match against TM

Seaurity Modify the existing TM record ¥ the project segment [ Source [ Inlines [0 Contest [ Tags
has the same

Transzton Treat hyperit 2 traneltabie

Workflow 1CE matches .
Fopulzts tager wih match Gl 7 fies zre the zame v
Numbser of matches to display 3 v
Permit  Default setting
Allow eciting of ICE matched szgments ! !
St ICE matches from not approved TH to done i ® allz=ps O Frstsmponly O All excepr zstsp

e ——————-
Search only i thers are no ICE matches )
Shaw leveraged matches Yes v
Populste taret with match Only Finlines are the same M
Nurmber of matches to display ] v
Permit  Default setting

Save contec of leveraged matches in TM when
automatically set to done

‘Set everaged matches from approved TM to dane Allst=ps @ First st=n only Al eicepe ezt s=p

St g s ot o o Mlsps ® Frsrsaponly O Allexceps et sep
.

Settings — Translation — TM tab
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XTM Cloud — Getting Started

Step 3 — Creating users

In XTM, users can have one or more roles that define their access to different parts of the program
and the functionality available to them. Administrators and Project Managers can create new users
and choose their roles but only Administrators can create and edit other Administrators. Only
Linguists can be involved in Workflow steps such as Translate, Correct, Review and LQA.

( l m Projects Customers Users Tasks Concordance ™ Terminology

Import users User list User groups LSPs View login history m

Username First name Lastname = Email Roles Workflow steps Language combinations  Quality  Punctuality
= Admin Wojciech Administrator wtomaszewski@xtm-  Administrator Correct Arabic English (UK)  96% 100% (3]
intl.com Linguist LA English (UK) Spanish
Project Manager  Localization =»(Spain)
TM Expert engineering English (UK) Slovak

Terminologist

= dbrack Dean Brack wiomaszewski@xtm-  Linguist Correct English (UK) Irish 100% ]
intl.com TM Expert LoA (Gaelic)
Terminologist Review English (UK) German
=(Germany)
German Spanish
(Germany) ~ (Spain)
= jcave John Cave wtomaszewski@xtm-  Linguist Correct English (UK) Spanish o
intl.eom LA (spain)
Review English (UK)=pirish (Gaelic)

English (UK) Japanese

= DeFount Jacqueline DeFount wiomaszewski@xtm-  Linguist Correct English (UK) German e
intl.com Review (Germany)
Translate English (UK) *French
(France)
= jdoe John Doe wiomaszewski@xtm-  Linguist Correct English (UK) Spanish e
intl.com LA (Spain)
Review English (UK) _Japanese
English (UK) *French
(France)

Users — User list

To create a new user, go to the Users tab and click the Add user button. Fill in the required fields.
Depending on the role assigned to the user, different tabs will be added when you click the Save
button. Navigate through the tabs and adjust the settings you need.
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Customes ™ Terminology
Add user
® Genenl General info
Title Choose... v
First name
" Lastname
Jab title

" Roles

Project Manager
TH Expert
Terminologist

Workflow steps

Automatically add all new steps of type Please salect options

Usemame

" Nickname

" Password
Confirm password

Staws Active v

Availability Available v

Adding a new user — General info
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XTM Cloud — Getting Started

Step 4 — Adding customers

In XTM Customers are an important concept. They can either be a list of your end customers or a
way of classifying your TM and terminology. For example, you may wish to create a different
customer for each type of source content that you are sent, such marketing, website text and
technical docs etc. To add customers, go to the Customer tab, click Add Customer, fill in the fields
and click the Add button at the bottom of the screen.

( T m Projects  Customers Users Tasks Concordance TM  Terminology

Customer list  Inactive customers ~ Customer PMs

e
“ Customer
Customer nickname
TH and term only
Vat number

Praject Manager Choose... v
sia asia
xtmuser ximuser
Project watchers

©
o

e

Address 1
Address 2

City

Staks | County
Postcode | ZIP
Country Choose. v
Phane 1
Phane 2
Mobile phene
Fax

Website

Skype

Men

Add & new Add

Adding customer screen
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XTM Cloud — Getting Started

Step 5 — Importing a Translation Memory

Translation Memory (TM) is a database that stores translations. It helps you to reuse translations
when the same or similar text is sent for translation again. This will cut down translation costs,
shorten the turnaround time and build a trustworthy and reliable brand image.

XTM can import translation memories in the following formats: TMX, XLIFF and MS Excel.

You can import your translation memory on the TM tab > TM import. To import a TM:

Select a customer name from the dropdown list
Enter a name for the import project

Choose the source and target languages

Select other options if necessary

Choose a TMX, XLIFF or MS Excel file to import
Click the Import button

The Import history section will show a new record with the status of the import. The status changes
from “In progress” to “Done” when the import is complete.

Importing a TM

Page 11



Step 6 — Managing terminology

XTM Cloud — Getting Started

While the use of terminology during translation is not obligatory, it is good practice to use it.

Terminology is a database dedicated for terms. It can be extracted from the source text and

translated before the actual translation begins. Using terminology simplifies the translation work,
adds consistency, and improves the quality of translations. Any terms in your terminology database
will be highlighted in XTM Workbench and the approved translation of the term will be available to

use.

Terms are customer specific and can be imported to XTM in an Excel file or added directly under

the Terminology tab — Manage.

(Tm Projects  Customers Users Tasks Concordance TM  Terminology  Xchange

Manage

Import Export

Concept vASD
v Defni
Domain Refarence
asiz X v
Tags
grupal-tag2  grupal -tagl
Customer:rendne | Grestedby: ava (RE042016 0927) [ oI T
Term AW
Fiease search
Languzge Status
English (UK) valid ~
Notes Remark:

term_dropdown

Chaaze...

Created by: asia (222016 1634) /

Context

Managing terminology
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XTM Cloud — Getting Started

Step 7 — Creating projects

1. To create a new translation project, go to the Projects tab and click the Add project button

2. Fill'in the General information section. It is obligatory to choose a customer from the
dropdown list and provide a name for the project. All the remaining fields in this section are
optional.

(Tm Projects  Customers Users Tasks Concordance TM  Terminology  Xchange

Projectlist ~ Templates LSPLQA  POs  Dashboards

General information @

Customer name Choose...
Project name

Description

Reference ID
Delivery due date
v

Auto-calculate due dates for D
workflow steps

Use previous settings D

Template Choose...

Please start by choosing a customer.

Creating a new project

3. Inthe Translation section choose a source language of the document and one or more target
languages. Choose a file for upload and click the plus (+) symbol to add more or the minus (-)
symbol to remove files. Files can be uploaded in batches using .zip archives. They can be joined
during project creation. In such case they are displayed in the Editor as one (this option is only
available during project creation). You can also add Reference material files such as PDF files the
same way as files for translation.

XTM supports the following file formats for translation:
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XTM Cloud — Getting Started

Microsoft Office (doc, docx, xls, xlsm, xIsx, ppt,

Microsoft Visio (vdx)

pptx)
e  Open Office (sxw, odt, ods, odp) e  Java property files
e Adobe FrameMaker (mif) e jsonMAdcap
¢  Adobe InDesign (idml, indd, indb) o DITA
e  Adobe Photoshop (psd) e  po, pot
e  Adobe lllustrator (fxg, svg) e yml, yaml
e  pdf (converts pdf file to Word) e  asp, aspx, ascx
o fxt e  resx, resw
. rtf . rc
e ini e iOS apps (strings)
o xlf, xliff e  Android apps (xml)
¢  MemoQ (mqxliff) o sdf
e  Trados Studio (sdlxliff) e  Document template (tpl)
e Trados (ttx) e svg
o  Wordfast (txml) e  SubRip text (srt)
o xml o  SalesForce (stf)
e php e Digia QT (ts)

° html, htm xhtml, xht, shtml, shtm ° MadCap Flare (flprj)

4. In the Workflow section define a workflow for the project. XTM provides a number of
predefined workflows.

(Tm Projects  Customers Users Tasks Concordance TM  Terminology  Xchange
Project list Templates LSPLQA  POs Dashboards
Additional files D n
Workflow @
* Main workflow Translate # Review AR ]
Use different workflows for target D

anguages

Automatically finish steps where all D
segments are green/done

Worldlow for non-analysable files

O

Settings ®

Creating a project — Workflow section

5. In the Settings section, you can select the terminology and TM that you want to use for the
project: XTM automatically tags TMs and terminology with the customer name. The selected
terminology and TM will be compared against the source file and matches will be provided for
leverage. It is also possible to use other TMs and terminology. You can specify it below the
“Use the selected customer’s option” by choosing more customers from the “Select customers”
box.
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XTM Cloud — Getting Started

(T m Projects  Customers Users Tasks Concordance TM  Terminology  Xchange

Projectlist ~ Templates LSPLQA  POs  Dashboards

Settings ©)
Use the selected customer’s O Terminclogy O ™ © Terminology and TM
Select customers -aDita (@aDalmportu
<img src=x onemer=alerf{'3sdf = °
400zip °
4209 -
Use not approved memory
Hide repeated segments D
Allow editing of ICE segments
Set ICE matches from not approved . .
TM o done O Allexcept last step Q First step only @ Allsteps
Set leveraged matches from — e . .
approved TM to done O O Alexceptlaststep @) First step only O Aisteps
Set leveraged matches from not A ~ ) . .\
e D O All except last step @ First step only O All steps
Set non-translatables as done |:| O All except last step @ First step only O All steps
Mark segment as locked Match type is approved or not approved ICE and Leveraged M
Menitor target length D

e TS You can not use because of pre-translation.

Use Anonymization D (i ]
Run Terminelogy extraction D

TM language variant penalty profile | None M
Use approved terms enly D

Creating a project — Settings section

If you want to apply length limits, check the Monitor target length box to instantly find out when the
specified length restrictions are violated.

Also, consider using the Run Terminology extraction option. It extracts term candidates from
source texts before the translation phase begins. Term candidates can be downloaded for offline
translation and uploaded back to XTM after the translation has been finished.

Select other options that should be used with the project, then click the Create button. You can
also save the selected settings as a template that you can reuse in the future. The created project
will be displayed under Projects -> Project list.
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Step 8 — Allocating linguists to tasks

1. Click on the Workflow tab that shows the project overview window. The workflow management
window displays one row for each target language where you can allocate a linguist to all the
files or bundles for a specific language.

If you mouse over the information icon 0 it displays the total number of files along with the
number of files that were analysed successfully, empty, not supported or had errors.

2. Select the name of a linguist from the pull-down list on each task. Note that only linguists with
the corresponding language pair will be displayed.

3. Click on the # icon to view the details of the available linguists. Then click on a linguist's
name you wish to assign to a task.

4. Select a name from the top pull-down list to enter that name in all empty tasks, for all files, for
that step.

Project Editor - The truth about beef

€ Metrics Targetlanguage | oo

I Sratistics

Wy Workfow [E——————

@ Fies

Translate 1 # Correct 1 -> Review 1

& Estimates = m
B A [i]

Connors Elizabeth (Eii * &, Connors Elizabeth (Ei ¥ & Doe John (Doe) r&

Translate 1 i Correct 1 -> Review 1

L) Doe John (Doe) T o Jacek A Annd M

Project Editor: Allocating linguists to tasks
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Step 9 — Starting a workflow

1. When you have allocated linguists to all tasks in a project, click the save button to approve
your choice.

2. To start the workflow, click the start button. Note a green surround that displays for tasks that
are active meaning the selected linguists can work on them.

Project Editor - The truth about beef

@ Generalinfo Publishin XTM Xchange [ JORRRR Rt

© Metrics Targetlanguage | -
L statistics
Workflow management L
[g— [
3
Files Translate 1 , Correct 1 -> Review 1
(=] Estimates &l o |
B Loa (] s
Connors Elizabeth (Eli ¥ | & @ Connors Elizabeth (Eli ¥ | & € © Doe John (Doe) v -
Translate 1 N Correct 1 -> Review 1
L=
o , . * )
Doe John (Doe) v a0 jacek 000 AnnA =0
Save as template ance Email users assigned

XTM Project Editor: Starting a workflow

3. The allocated linguists will receive an email telling them that they have been allocated to a
new task and providing a link to log onto XTM.
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Step 10 — XTM Workbench — a brief overview

XTM Workbench is the online translation environment for linguists within XTM. XTM Workbench
comprises a workspace to view the source text and enter translations and at the foot of the window
a resizable docked panel, to view meta data relating to the active segment.

{TM File Preview Settings Help Equipment
Translater English (UK) - Polish £ | Equipment 2.txt v QAv'~  FilterT~ H 1
This contest is open to anyone. - Kazdy moze wzigé udziat w konkursie. 99%
[ ]
2 | Deadline for entries is September 30, 2011, 12.00 pm/ - Zgtoszenia mozna przesytac do 30. wrzesnia 2011, 12.00 GMT. 92% E]
L ]
3 | - Winners will be selected randomly from all eligible entries - Zwycigzcy zostang wylonieni drogg losowania ze wszystkich waznych zgfoszen. 100% m
[ ]
4 | - Each winner will be notified via e-mail - Kazdy zwyciezca otrzyma powiadomienie w wiadomosci e-mal 100% m
L ]
5/ Prizes to win: Nagrody: 100% m
6 - 1st place: 1. miejsce: 99% m
7 | -2nd place: - 2. migjsce: 100% m
8 |- 3rd place: - 3. miejsce: 100% m
9 | Win an economy-flight to Switzerland for 2 persons and rest for 3 nights in a hotel in Zarich. Przelot do Szwajcarii w klasie ekonomicznej dla dwdch osdb, 3 noclegi w hotelu w Zurychu. 100% m
10 online online ]
11 | Plaaea raad hafara anaratina uaur haarina aid Pracyaia nrsarsutaé nerad nisnuezum usveism manne 117
Matches (2) Concordance Terminology (0) Inlinetags Comments (2) History
Score Source Target Metadata n N B
99% This contest is open to anyone. - Kazdy moze wziaé udziat w konkursie 22-10-2019 13:50 rephrase
Localization (22-10-2019 13:57, xtmuser xtmuser)
xtmuser ximuser
it's correct
99% —This contest is open to anyone. - Kazdy moze wzig¢ udziat w konkursie, EQ'C:?'ZU"" 16:05 (22-10-2019 13:59, xtmuser xtmuser)
ocalization

N 0% Segments Total: 21 Done:0 To be done: 21 Words Total: 112 Done:0 To be done: 112

XTM Workbench: Workspace and docked panel view

XTM Workbench workspace

XTM Workbench divides the source document into sentences and phrases known as segments. The
editor displays the following information, from left to right:

1) Segment ID

2) Source language text
3) Target language text
4) Segment status

Title bar

The title bar displays your role, the source language, the target languages, the file name, QA button,
Filter button, segment range, and the Finish button. The pull-down menu helps users navigate
through multiple files within a project.

m 11 -

XTM Workbench: Title bar view
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Progress bar

The progress bar at the bottom of the page enables linguists to track the progress of their work in
percentages, words, characters, and segments. Another useful option is the character counter
enabled under the Settings tab (useful when Monitor target length option is activated).

Matches (1) Concordance Terminology (7) Inlines (

Score Source Target Metadata
ICE On average, about 4 Im Durchschnitt besuchen =~ 17-07-2019 12:53
- . . TestCustomer record
million people visit jedes Jahr etwa 4 AdTT

all IS 29% Segments Total: 175 Done: 50 To be done: 125 Words

Total: 4326 Done: 1270 To be done: 3056
XTM Workbench: Progress bar view

Docked panel

The docked panel gives access to the following tabs: Matches, Concordance, Terminology, Inlines,
Comments, and History. The size of the docked panel can be adjusted to user’s needs by selecting

and dragging the top of the panel. Horizontally, the size of the two sections can be modified by
dragging the division bar laterally.

Matches (2) Concordance

Terminelogy (0) Inlinetags Comments (2) History
Score Source Target Metadata 0 N ®
99% This contest is open to anyone. - Kazdy moze wziaé udzial w konkursie 22-10-2019 13:50 rephrase
Localization (22-10-2019 13:57, xtmuser xtmuser)
xtmuser ximuser
it's correct

99% —This contest is open to anyone. (22-10-2019 13:59, xtmuser xtmuser)

- Kazdy moze wziaé udziat w konkursie. 09-03-2011 16:05
Localization

0 Segments Totak: 21 Done:0 To be done: 21 Words Total: 112 Done: 0 To be done: 112

XTM Workbench: Docked panel view

Matches can be copied from the docked panel to the target box of the active segment by hovering
over the selected match and clicking on the popup icon.
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Step 11 — Checking metrics and progress of translation

You can review all the information about a project by opening the Project editor. To do this double
click on the project in the project listing or click on the icon in the left-hand column and a menu will
appear.

(Tm Projects

Templates LSPLOA  POs  Dashboards Add project

Simple search  Advanced search  Actions

w | ouren | avonwes | oeacwered [N Fiers = Columns =
Name Source language  Terget languages  Date created 0 Mexstatus Minstsus Project Manager  Date due Customer  Timecrested ¥ Newsource  Source iles Archivedststus  Confirmation  Ref 1D
= noru Spanish (Spain)  Folish or10201 Transiate 1 Transiata Customerl 03102019 ) At Not required o
1 0828
= NOPM Spenish (Spain)  Polish Translate 1 Translate  xtmuser ximuser Customer] Active Not required [:]
= r-chsh (UK) arbic (Algeria), 04702019 3170 Fmished  Not 31102019 p.clent 0870209 13 active Not required e
inese started 182661 101
@ (St chi 858 826819 018
1SSt statescs Chiness (Smyifies) (simpified),
My Manage workflow Cath Danich, Dutch,
(1 Manage ties Dukh zfm:h (France),
erman
Open Edie French Franca
iom 0 (Barmany), aian
0 Opontdesenger | Geman(Germany) Japaness, Koraan,
Halan Russian, Spanish
o e (Mesico), Spanish
0 Siovgereniian {Spain Swedish
(2 cions e < (1K) Chinese 04102019 Finished p_clent 02102019 2 hctive ol required o
& Domioas Somiesice) o i

Spanish (Sosn) Dar
Sundit French (Fr:

Opening the Project Editor

( T m Projects Customers Users Tasks Concordance  TM Terminology Xchange

Project list Templates Company dashboard

Project Editor - XTM Branch v10.6

@ Genenalinfo Target language Savesllas

B Mefrics
Data Progress Charts

& General - All languages:

Characters
Files Characters  excluding
Initial Segments  Words Word%  Characters % spaces

Statistics

Workflow

Groups
Total count 111345 394141 100% 2415673 2128798

Estimate
stmates Non-translatable o 8 5 0% 88 64

LoA Translation memory matching

ICE match 358,678 2,189,534 1,922,152

Leveraged match i) 28,567 % 184,957 % 170,828

95.99% Fuzzy match 5 1,158 7,180 6,246
85-94% Fuzzy match 1,110 % 6,129 o 5173
7584% Fuzzy match 2,068 12667 11,166
Machine translation 0 % 0

Internal matching

Repeat

95-99% Fuzzy repeat

85.94% Fuzzy repeat

75.84% Fuzzy repeat

No matching

Progress - Translate 1

Project Metrics window

The Metrics tab contains the project word counts and the progress of translation.
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Step 12 — Downloading the target file

Go to the Projects tab and then to Projects list. Open the Project Editor, go to the Files tab, then
click the cog icon in the Target column to generate your translated file. When it is ready, the status
will change successfully. Now you can download the target file by clicking the download icon.

(T m Projects  Customers Users Tasks Concordance ™ Terminology ~ Xchange

Project Editor - Google Sheets Copy of XTM-app-script (Sheet29)_2

Metrics
Target language | Choose v

Statistics
; Workflow ) ) )
Source Target Preview T™X offline translation
Files

All files.
¢ Groups

5 ogr 0B ] ]
Estimates Generate target
Generate target after step
LoA Finished files Generate pseudo target

Files — Generating a target file

(T m Projects  Customers Users Tasks Concordance TM  Terminology  Xchange

Project Editor - NO_PM_1

Metrics
Targetlanguage Polish ¥
Statistics
; Workfiow
Source Target Preview ™K Offine translation
Files 1010-2019 16:06
Alfles e
& Estimates
3 - 4 ¢ () - -] -3 4
B oA
— el
La casa de I3 tortura en Nigeria.md simuser tmuser
2 110 @ ] - JF 1

Files — Downloading a generated target file

Instead, you can generate and download other types of files, including: PDF, HTML, Excel
previews or extended tables, TMX files or Unclean Word.

Click the download icon next to the source file name to download the source or reference file. You
can also manage the source files (add, update or delete them) using the “Manage source files”
button or download reference materials by clicking the “Reference material” button.
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General info

B Metrics

S =

: Workflow
Files

Estimates

B o

:

Targetlanguage Polish v

Source

Allfiles
3

La casa de la tortura en Nigerl

3

XTM Cloud — Getting Started

Xchange
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