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Using this guide
This guide is intended for trainers teaching an intermediate-level Wordfast training session. Wordfast is a CAT (Computer-Assisted Translation) tool that has become popular among translators. Depending on how much time is available, the trainer can go into more or less detailed explanations.
This guide can also be used by Wordfast users for self-training. If this is the case, they can ignore any text written with the trainer style , which is meant for trainers and has a pedagogical function.
The material of this guide is divided in four parts, each part corresponding to a 90-minute session, followed by 15 minutes for questions and answers. Here is an overview of the four sessions:
	Session 1
	Translation memory (TM) management.
Attributes: overview, customization
Penalties: overview, customization
The TM editor: Using filters; Special filters; Sorting; Background TM (BTM).
TM rules.

	Session 2
	Customizing placeables
Tagged files; fields; hyperlinks; footnotes; Bookmarks
The Tools tab in Wordfast
Selecting documents to process; Clean-up; Analyze; Quality-Check; Translate; Extract


	Session 3
	Terminology management
Fuzzy terminology recognition
 Fields "F1", F2" and "F3"

Creating a blacklist
The Glossary editor: Using filters; Special filters; Sorting


	Session 4
	Reference functions
Context search
Methods that are common to both methods
Pandora's Box advanced features


Prerequisites
Hardware and software
Microsoft Word 97 or higher
The training takes place on a computer equipped with Microsoft Word™.
	
	The ideal training session is best obtained with every trainee bringing her/his laptop computer.
This way:
the Wordfast installation, if it is not already done, will be made on the trainee's own computer;
( anything learned during the training will be remembered much better;
( it is sometimes difficult to install Wordfast on computer lab workstations, where security is tight, making it often difficult to add startup templates or macros to Ms-Word. Moreover, many training sessions take place on Saturdays, when the network administrator is absent, making the installation of Wordfast on networked workstations nearly impossible.


Wordfast 5 or higher
Wordfast must be installed and operational before the training session. It is assumed that trainees joining an intermediate-level training session have already used Wordfast for professional purposes.
	
	Each trainee should download and install Wordfast before the training session. Practice shows that the installation of Wordfast on different computers (different systems, different Ms-Office versions, different languages, keyboards, drivers etc.) can significantly delay the actual start of the training session, as the trainer has to go around solving individual cases.

In the rare cases when a trainee has tried but failed to install Wordfast following the steps of the manual, she/he should plan to arrive a little earlier so the trainer can install Wordfast with her/him before the training session actually begins.


Data to be used by trainees
The training session will make use of the following data:
1. a sample document (made available by the trainer) in Word DOC format, with a few sentences to be translated;
2. a sample glossary (made available by the translator) which contains a few terms that are found in the sample document;
3. a translation memory (TM) with over one hundred lines.
Trainees must create a folder that will be used for the training session (for example: c:\training) where these files will be located.
	
	Advice to the trainer : We recommend distributing the above-mentioned data and files by internet (attached to an email or made available by download) to trainees before the training session. Of course, there will be last-minute trainees joining the training session without having previously received the data. The trainer should have these data on an USB key. It is also recommended to have the data on a floppy disk for trainees that have a Windows 98 platform, which usually have problems reading USB keys. The trainer should also have wordfast.dot ready on a USB and/or floppy disk in the case he/she assists in the installation of Wordfast.


Session 1
Translation memory (TM) management
Attributes
Definition. Attributes are general categories (for example, "Subject", "Client" etc.). An attribute (a category, like "Subject") can take various attribute values like "Legal", "Electronics", "Medical", etc. These attribute values are applied to the translation units (TU) during a translation session. They are recorded together with the TU, and are an integral part of the TU. It is possible to change these attribute values when changing translation session. This is why a particular TM can contain TUs that have different attribute values.
Example. A translator wants to keep all her translations, made for a particular client, in one single translation memory (TM). For this one client, however, she performs translations in various subjects (domains): mechanics, electronics, legal, and general. She adds a "Subject" attribute to her TM, which will receive four attribute values corresponding to the four subjects. mechanics, electronics, legal, and general. When she starts a translation session on a specific subject, she first selects the appropriate attribute value (for example, "Legal") in the Wordfast > Translation memory > Attributes tab. The TUs that will be generated from then on will receive a code (the "Legal" attribute value code) until she changes the attribute value.
This would allow her, later, to extract all "Legal" TUs from this client's TM, as well as from other clients' TMs, and create one large "legal-only" TM, which is not client-specific.
In a nutshell, attributes make accurate TM management possible. Attributes 2 to 5 are optional: a translation memory, and the translation units it contains, can exist without such attributes. The first attribute ("User ID") is normally always defined and active, and stamped into every newly-generated TU.
How to create attributes
Start Wordfast. Click the "Translation memory" tab, then click the "Attributes" tab. The following screen should appear:
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Attributes are attached to a particular translation memory (the TM that's displayed in the "TM" tab, in other words, the "current" TM). This TM must be "active".
There are five attributes, numbered 1 to 5, but attribute #1 ("User ID") will always be the user as it is defined in Ms-Word.
The attribute values (the different values an attribute can take, and which are listed in the lower drop-down list) are made of a code or mnemonic (1 to 10 letters, without any space), followed with a space, followed with a narrative, where spaces are allowed. To see a set of sample attributes that illustrate all of the above, click the "Sample" button. Observe the various attribute values for attributes 2 and 3.
Customizing attributes
	
	Attribute #1 is reserved to "User ID", that is, your (the translator's) initials and name. If no initials or name are specified, Wordfast uses the initials and name that are set in Ms-Word's "User info" tab in the Tools/Options dialog box. 
A TM records up to 16 translators' identities. If a TM has been handled by different translators, you can see their various initials and names in the list of attribute #1 values.


To create, edit, or Delete attributes values, click in the lower drop–down list and use the Insert, Enter, Delete keys, or the +, Enter, – keys.
Enter attribute values with the following format: mnemonic, space, narrative, for example:
 EL Electronics 
By default, Wordfast uses attribute 2 for the translation Subject (domain), and attribute #3 for the client. This has become an accepted standard and facilitates the exchange of translation memories. However, you can rename attributes 2 to 5 according to your needs. To do so, click an attribute in the upper list, hit the Enter key, and enter an attribute name (one word, without any space).
Name a few attributes; enter a few attribute values.
Using attributes
Click attributes 1 to 3, one after the next, in the upper list. Every attribute value that appears in the lower, drop-down list is the currently active attribute value. This is the value which will be recorded in any translation unit (TU) you create from now on during translation sessions, until you change attribute values.
Demonstration
Close Wordfast. In a sample document, open a translation session and translate at least one segment. Close the translation session. Click the "TM editor" icon in the Wordfast toolbar to open the currently active translation memory. The following screen should appear:
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In the TM editor, press the "End" key on your keyboard to move the screen to the last TU. If the display is limited to source and target segments, click the ">" symbol at the left of the column headers. You should now see the entire TUs with their attribute values as you just defined them:
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Here, two attributes have been applied to TUs: "EL" and "ST", which correspond to the "EL Electronics" value of the "Subject" attribute and to the "ST SuperTron" value of the "Client" attribute. A same TM can contain TUs that have different attribute values.
Penalties
Attributes can be used to manage large quantities of TUs spread over different translation memories (TM). With the TM editor, you can filter TUs based on their attribute values, and you can copy them, then paste them into another TM.
You can also use attributes to apply penalties to some attributes, or to some attribute values. Let's suppose you work in a team, and frequently exchange or consolidate your TMs. One of your colleagues is a beginner, and you consider his translations not very reliable. You can define a 5-point penalty to this translator. As a result, any translation being proposed from this translator would never appear as "100%", but as 95% at the very best.
Absolute penalties
To apply an absolute penalty to an attribute value: in the Wordfast/Translation memory/Attributes tab, edit this attribute value (click the relevant attribute in the upper list, then click in the lower drop-down list, then press "Enter")
 JD Jim Dumb (5) 
From now on, any TU proposed from translations made by Jim Dumb will receive a 5-point penalty.
Relative penalties
To apply a relative penalty to an attribute: in the Wordfast/Translation memory/Attributes tab, edit this attribute (click the relevant attribute in the upper list, then press "Enter"). Enter the penalty value between parentheses, as follows:
 Client (5) 
From now on, any proposed TU will be downgraded 5 points if the "client" attribute value you have defined is different from the client whose attribute value code is in the proposed TU.
	
	It is recommended that you use low penalty values. A one-point penalty allows you to never consider a 100% match as 100%, or green, which is the essential purpose of this method. 5 points can be considered a maximum. Beyond this value, the combination of an already existing "fuzzy" note aggravated with a penalty can bring the match value below the fuzzy threshold, which would make you miss that fuzzy proposition.


Translation memory rules (TM)
Translation memory rules (TM) instruct Wordfast on what to do when translation units (TUs) are about to be produced, and the TM already holds a TU with the same source segment.
Wordfast default behavior is to accept only one version of a source segment. It is possible to set up Wordfast to accept more than one TU with the same source segment, but one should be aware of the complexity thus produced. In a large TM, the proliferation of redundant entries, even for reasonable purposes, will force you one day into spending hours sorting out which TU should be kept or discarded.
Wordfast default behavior is to refuse redundant TUs with the same source segment. Any TU that has been edited (1. a 100% match appears and 2. the translation is being modified) replaces the previous one.
Start Wordfast. Click the "Translation memory" tab, then click the "TM rules" tab. The following screen should appear:
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There are two main reasons why redundant entries (with the same source segment) can appear into a TM:
2. Use: There already exists a TU, and it is being proposed as a 100% match. However, attribute values for your current translation session are different from the attribute vales stored in the TU. Should Wordfast overwrite the original TU with the new attribute values, or should Wordfast keep the attributes of the existing TU?
3. Edition: There already exists a TU, and it is being proposed as a 100% match. You edit or change the target segment. Should Wordfast overwrite the existing TU that produced the 100% match, or should Wordfast keep it?
If the "When re-using an existing Translation Unit..." checkbox is checked, Wordfast will overwrite an existing 100%-match TU that's accepted "as is" with the new set of attribute values as they are defined in the current translation session.
When you edit the target segment of a proposed 100%-match TU, then if the "When editing an existing Translation Unit..." list of options has the following value:
1. Add to TM by overwriting the existing TU (default): this is the default value. Wordfast overwrites the existing TU and replaces it with the newly-created TU.
2. Add to TM; overwrite existing TU if attributes are identical: Wordfast adds the newly-created TU but overwrites the original TU only if its attribute values are different.
3. Add to TM; do not overwrite existing TU: Wordfast adds the newly-created TU but does not overwrite nor delete the original TU in the TM.
4. Do not add to TM: Wordfast does not add the newly-created TU and does not overwrite nor delete the original TU in the TM.
The translation memory rules are kept in the TM header, not in Wordfast setup ("INI" file). This is why these rules "follow" a TM – they stick to it. If you send a colleague this TM, then she/he will "inherit" these rules as long as that TM is being used.
The Translation Memory editor
Using filters
Click the "TM editor" icon in the Wordfast toolbar to start the TM editor. The following screen should appear:
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Press the F7 function key, or click the "Tools" button, or click on any column header. The following dialog box should pop up:
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Filters are being used to have the display show only TUs that match a given condition, or filter. These conditions must be entered in the "Type your filter here..." textbox. They should always have the following format:
 Field Operator "Argument" 
All fields and operators are listed in the two small drop-down lists located on the top right corner of the "Filter and sort" dialog box. For example, enter the following condition:
 SourceText & "is" 
Then press "Enter". From this point on, only TUs that contain the word "is" will be displayed:
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Note the following points:
4. TUs that do not match the condition are not deleted: they are only hidden.

5. You only need to press the F8 function key to cancel the filter and get back to displaying all TUs.

6. If you press Ctrl+A, (this marks all TUs) before pressing F8, you get back to displaying all TUs, but the one that match your condition are now marked. At this point, if you press Ctrl+D, you are back displaying only marked TUs, as if the filter was present.

As you understand by now, possibilities are endless. Moreover, it is possible to enter two conditions, linked with an AND or OR operator as shown below:
 SourceText & "is" AND Attribute2 = "EL" 
which could be read this way:
 the source text contains "is" AND Attribute #2 is equal to "EL" 
When a filter has been defined, it is possible to press Ctrl+A ("Select all") to mark all the filtered TUs, then press Ctrl+C to copy them into Wordfast own clipboard. It is then possible to open another TM (Ctrl+O in the TM editor), then press Ctrl+V (Paste) to paste the previously copied TUs. This is one method among many others.
Special filters
Once you have opened the TM editor "Filter and sort" dialog box, click the "Special filters" dialog box:
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When a special filter has been selected, it appears in the "Type your filter here..." textbox. Simply click "OK" to execute this special filter.
The "Mark redundant TUs" special filter
This first group of filters is made to spot then remove redundant TUs from the translation memory. The various options refer to how a redundant entry is defined:
1. (same source): Only TUs that have the same source segment are considered redundant. "Same source segment", means that, if Wordfast had to match them, it would rate them 100%.
2. (same source+target): Only TUs that have the same source and target segment are considered redundant.
3. (same source+target+attributes): Only TUs that have the same source and target segment and attribute values are considered redundant.
4. (same source+attributes): Only TUs that have the same source and the same attribute values are considered redundant.
Once this filter is executed, TUs that were found to be redundant are marked (not deleted). It is possible to sort the TM on source segment (simply right-click the "Source" column header), which groups redundant entries for faster inspection. As much as possible, Wordfast "keeps" (does not mark) the youngest TU, according to its date and time stamp.
Once redundant TUs are marked, you can press Ctrl+X (Cut – this operation can be undone with Ctrl+Y) to cut them. Then press Ctrl+Delete to rewrite the TM and definitively erase cut TUs.
It is also possible to cut redundant TUs one by one with the "Delete" key. Once this operation is done, Ctrl+Delete will erase them permanently.
The "Reverse source and target" special filter
This filter reverses a translation memory direction. A new TM is then created, so the existing TM is not overwritten. Wordfast reverses source and target segments, as well as language codes.
The "Export TM as TMX" special filter
This filter exports the current TM to the TMX format. The export filter has the same name as the TM, but it has a .tmx extension.
The "Rewrite as Unicode" special filter
This special filter converts a non-Unicode (ANSI text) TM into a Unicode TM. The TM itself is being rewritten, it is not renamed. The Unicode format used by Wordfast is always UTF-16. This filter is useful if your Ms-Word version is unable to "Save as..." Unicode. The Notepad application (Windows' own text editor) can perform the same task on Windows 2000 (or higher) systems.
The "Merge with another TM" special filter
This special filter merges the current TM with another TM of your choice. Both TMs must be Unicode, or not Unicode.
Sorting
Click the "TM editor" icon in the Wordfast toolbar to start the TM editor. The following screen should appear:
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Press the F7 function key, or click the "Tools" button, or click on any column header. The "Filter or sort" dialog box should pop up. Click the "Sort" radio button. The "Filter or sort" dialog box should now look like this:
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This dialog box is made for sorting the translation memory on any field (column). 

	
	Note that the TM can also be sorted on the number of characters, or words, a segment contains, using the "SourceCharacters" or the "SourceWords" criteria.


Sorting is used in advanced TM management operations. The translation memory itself is sorted and rewritten (not just the display of it), which can take some time on large TMs with over 100,000 TUs. In all cases, if the same result can be reached with filtering rather than sorting, you should prefer filtering, which does not rewrite a TM.
The "natural" order of a TM is the date/time order, because this is usually the way a TM is created: one TU after another.
Sorting source segment is sometimes useful to spot redundant entries. Sorting on an attribute is interesting, because it can group attributes by attributes values – but the same purpose can be reached with a filter, so using a filter would be recommended.
Background translation memory (BTM)
A background translation memory (BTM) is a regular Wordfast TM, which has been sorted on source segments. Such a TM is selected and made active in the "BTM" sub-tab of the "Translation memory" tab in Wordfast.
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A BTM only proposes TUs if they are rated 100%. They are signaled with an audible beep sound, and a message in Ms-Word status bar. BTM propositions are always considered first, even if the TM also has the same 100% match.
The BTM is in read-only mode. Any new translation will be recorded only in the current TM, not in the BTM.
Session 2
Special care
Customizing placeables
Placeables are elements of the source segment which Wordfast can recognize and which can be selected with the Ctrl+Left and Ctrl+Right shortcuts. This technique is meant to increase both speed and reliability.
The "Pandora's Box" list lets you define in finer ways which elements of the source segment should be considered placeable.
Start Wordfast. Click the "Setup" tab, then click the "PB" sub-tab. Click the "Commands" button, then the "OK" button. The screen should now look like this:
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The textbox contains a list of commands. All these commands are not active as long as they contain an underscore character. For example, the first command, Allow_EmptyTarget, is not active. To make it active, just remove the underscore in it so it reads AllowEmptyTarget. Also make sure that the "Enable PB" checkbox is checked.
Pandora's Box contains a set of commands that allow you to customize placeables:
	PlaceablePlusSpace
	Forces Wordfast to add a space after a placeable, when the placeable is copied using the Ctrl+Alt+Down shortcut or the "CopyPlaceable" icon.

	PlaceableBetween=[],(),{}
	Instructs Wordfast to consider text comprised between [ and ], ( and ), { and } as placeables. You can specify other pairs of characters. Separate pairs of characters with commas.

It is not recommended to use PlaceableBetween=<> or PlaceableBetween=&; with tagged files.

	PlaceableContains=#@=+:
	Instructs Wordfast to consider words containing the characters appearing after the equal sign as placeables.

Here, for example, the I+YOU expression would be considered a placeable.

	Placeable=FirstCap
Placeable=AllCap
	Instructs Wordfast to consider words with a capitalized first letter, or entirely capitalized, as placeables. This simply means that the Ctrl+Alt+Right/Left shortcuts can "grab" the source placeable and copy it (Ctrl+Alt+Down) at the insertion point (cursor location) in the target segment. For instance, Placeable=AllCap allows you to easily grab/copy any source text entirely in capital letters, rather than manually retype it.

	Placeable=MixedCase
	Instructs Wordfast to consider words with a mixed case format (excluding the first letter) as placeables. In other words, terms like "DosAppName" or "en_LangID" will be considered placeables.


Have trainees run through at least two examples of placeable customization and use
Tagged files

Some translation agencies, which are equipped with tagging software to prepare documents, can ask free-lance translators to work on tagged files. Both agencies and free-lance translators should know that Wordfast is compatible with the most current tag formats, such as Trados and RWS Rainbow
. Here is some advice for translating tagged documents. Please pay attention to the following advice, because tagged files that are not properly handled can cause problems.

(Agencies that entrust tagged files to a translator for the first time should review the first translated file immediately after the translator has completed it, to make sure tags have been properly handled. If necessary, adjustments should be made before going any further into the project.)
Internal tags

The red tags (usually with the style tw4winInternal) are internal and can be found within the translation.

Example:

The <B>final</B> document.

translates into

Le document <B>final</B>.
In this example, <B> and </B> are tags that command the bold type. The translator has positioned the red tags at the right position in the translated sentence. The translated text does not have a tw4winInternal (neither a tw4winExternal) style, so it remains in black (with a "Normal" or "Translatable" style). Only tags have a tag style, red or gray. Styles are important, because tagging/untagging software relies on style, not color, to differentiate tags from translated text.

Internal tags must never be modified, edited or translated. Some tags can be added or omitted if the translation requires it. Otherwise, the golden rule is that all internal tags (usually enclosed between < and >) present in the source segment must be duplicated in the target segment, and positioned correctly.

To duplicate these internal tags, Wordfast provides a set of shortcuts. Ctrl+Alt+left/right will select the next/previous internal tag (in the source segment); Ctrl+Alt+down will duplicate ("bring down", or "transfer") the selected tag at the insertion point, in the target segment. You should get used to these shortcuts. Not only do they save time, but they also make the translation process much more reliable.

If you copy the source text into the target segment and translate by overwriting it, or if you edit an existing target segment, make sure the translated text does not have a tag (red or gray) style. If the cursor is immediately after a red (or gray) tag, whatever you type will also be red (or gray), and this causes problems later on. To avoid this, remember that if your cursor is immediately after a red tag, pressing Ctrl+Spacebar will restore the normal style at that point, and the text you type will not have a tag style. Ctrl+Spacebar is an Ms-Word shortcut.

Here are examples of correct and incorrect translation units:

	Examples of translation units
	Notes

	The <B>final</B> document is here.

Le document <B>final</B> est ici.
	This TU is OK.

	The <B>final</B> document is here.

Le document <B>final</B> est ici.
	Problem: the target word "final" has an internal tag style

	The <B>final</B> document is here.

Le document <B>final</B> est ici.
	Problem: the target segment first tag has lost its internal (red) tag style.

	The <B>final</B> document is here.

Le document <B> final est ici.
	Problem: the target segment second tag is missing (it should be </B>).


Wordfast has a quality-check option called "Identical tags in source/target segments". It is recommended to turn this QC option on in Wordfast/Setup/QC. To avoid having false alerts for tags that are actually optional, enter these optional tags in Wordfast/Setup/General/Optional tags.

Optional tags are tagged items (like the unbreakable space, quotes, ampersand etc) that look like &amp; , or <:hs> , or &nbsp; , etc. You may have them in the source segment but not in the target segment, or the reverse, according to the translation needs. Thus, the following segment:

The R&amp;D department is <B>ready </B>.

Le Département "Recherche et Développement" est <B>prêt</B>.

is valid, even if there are three internal tags in the source segment and two in the target. The source segment ampersand has not been re-used. There may be other exceptions where even non-optional tags must be added or omitted.

Long tags. Wordfast considers any contiguous text with an Internal style as a one tag. So for example
<p align="left" font="Times New Roman" size="12"><strong><table align="center">
is considered one tag.

If this contiguous stretch of text actually contains more than one tag, and if these tags have to be handled separately, use the Ctrl+Alt+Up shortcut to make Wordfast treat this tag as separate placeables. The pairs of characters < and > as well as & and ; will be considered as tag beginning and tag ending.

Note that the PB option "BreakDownTags" will translate tags into symbolic, short entities such as <1>, <2> etc. in any opened segment. When validating the segment, tags will be restored to their original syntax. This allows you to have shorter and more readable segments when long tags are present. When such a tag is selected as a placeable, the tag full syntax appears in the status bar.

External tags

External tags (tw4winExternal style) are kept out of the translation. Like internal tags, they must not be edited, deleted, translated etc.

In case of doubt, stop and ask the client or the agency. Do not proceed if you are not sure you handle tags correctly. If you start working on a project with tags for the first time, submit your first translated file for review and approval before going any further.
Have trainees correctly handle at least three tagged segments
Fields and objects

An Ms-Word document can contain fields or objects like hypertext links, buttons, graphics etc. Normally, fields should not be translated (unless specifically required by your client, like index fields, for example), but copy-pasted into the translation, or better, transferred into the target segment using the placeable shortcuts (Ctrl+Alt+right/left/down). Note that the display options in Tools/Options/View can toggle the two views of fields: either the field result (a field is an instruction processed by Ms-Word, usually resulting in some displayed text - the result), or field code. A field code looks like { DATECREATION \* FUSIONFORMAT }. Use the standard Ms-Word Alt+F9 shortcut to toggle the two views (or the corresponding icon: use the View/Toolbars/Customize menu, click the Commands tab, then View in the list, then drag-drop the {a} icon into the toolbar of your choice).

To graphically understand this concept, press Alt+F9 right now a few times to grasp the concept behind fields , and the two ways to look at fields (result or code). The following "Today's date" field: 24/01/2012 should toggle between the two views. The Table of Contents of this manual is actually a TOC field. If you were to translate this manual, you would not translate the Table of Contents, but merely update it by having the cursor anywhere in the Table of Contents and pressing Ms-Word F9 shortcut after the entire manual has been translated and cleaned-up.

When fields are present in the source text and no proposition comes from the TM, you may consider using Wordfast Copy source icon to copy the source segment into the target segment, and translate by overwriting it, leaving fields or objects unchanged. Otherwise, individual fields and objects should be carefully copy-pasted into the target segment translation, at the appropriate location.

Translatable fields

Fields where the result (not the code) must be translated.

Hyperlinks are a good example. These fields should be manually copied from source to target, then manually translated - toggle the field view with Alt+F9 as necessary, so you can edit the translatable element (the result). Another approach is to right-click the hyperlink, select "Edit" and translate the text displayed in the field.

With Ms-Word 2000 or higher, right-click the field, click "Hyperlink", then "Edit hyperlink". The translatable item is at the very top of the "Edit hyperlink" dialog box.

Fields where part of the code must be translated.

The code for most fields cannot, and should not, be translated. There are a few exceptions to this rule, like index fields ("EX", "XE"). Such fields have a translatable item, contained between quotes as in the following example:

{XE "Translatable text:Page 4 Figure 5" \b \r }
Make sure Ms-Word View options (Tools/Options/View or the Alt+F9 shortcut) are set to display field codes and hidden text.

When you open a segment with translatable fields (and the TM does not bring any match), you can use the Previous/Next Placeable utility (either the [image: image14.png]
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 icons in the toolbar, or the Ctrl+Alt+left/right shortcut) to select the field in the source segment, then copy it down [image: image16.png]


 (Ctrl+Alt+down) at the proper position in the target segment. At this moment, Wordfast will display a text input dialog box containing the translatable part of the field and will wait for the translation (if a match is found in the TM, it will be proposed).

Another way is to use the CopySource icon [image: image17.png]


 or shortcut. When Wordfast copies a source segment with translatable fields, it will take you to each translatable field and prompt you for translation.

It is also possible to directly edit the editable part of the field in the document, if the field codes are made visible (Alt+F9). This is recommended if the above method fails for some reason.

Footnotes

When a source segment contains a footnote reference (a number that looks like this: 1 and which, if double-clicked, opens the corresponding footnote), start translating the target segment as usual. At the point where the footnote reference should appear in the translated text, use Ctrl+Alt+left/right to select the footnote reference (it should be boxed in red), then transfer it into the target segment using Ctrl+Alt+down. If these shortcuts are not available, you can use the corresponding icons (Next/Previous/Copy Placeable) in the Wordfast toolbar.

You can also manually select the footnote reference, cut (not copy) it and paste it into the target segment. The important point is to actually cut (not copy) then paste the footnote reference (move the footnote reference), otherwise you would duplicate the actual note.

When the translation of the document is over, double-click any footnote reference to open the footnote pane (the current window will split and the bottom half will show footnotes; make the footnote pane larger by dragging the separating line) to translate the actual footnotes. Simply put your cursor in a footnote and start translating as usual with Wordfast. You can translate footnotes immediately after a segment, by closing the segment then opening the footnote pane and translating the footnote. But I recommend translating all footnotes in a separate translation session when the translation of the document is over.

After you transfer a footnote reference, Wordfast will replace the source segment original footnote reference with a "dummy" footnote reference number, so the reviser can know where the original footnote reference position was.

Note that when there are multiple footnotes references in the same segment, they will appear wrongly numbered after you transfer the first footnote reference. The correct numbering will be restored when you transfer the segment last footnote reference.

In case of mistake, use Ms-Word undo function.

Bookmarks

Briefly explain what a bookmark is. Use Ms-Word Insert/Bookmark dialog box to illustrate your point. 

When a translation session is started over a document that contains bookmarks, Wordfast will propose to prepare bookmarks for translation so they can be easily transferred from source to target segments:
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Handling bookmarks, or not handling bookmarks, is a question to be discussed with the client. In many projects, the author or the client may not need bookmarks to be positioned in the translated text. This is simply due to the fact that in many cases, bookmarks are part of a complex, carefully engineered scenario, and the owner of the document may rather wish an engineer, or a technician, to re-position bookmarks on the translated document, then test the entire document again. In this situation (the translator not being required to position bookmarks in the translated document), simply click "No".

The bottom line is: do not transfer bookmarks - a complex task at times - unless your client asks you to do so, and carefully weigh and estimate the extra workload. A bookmark, at the very least, should be billed as three words, although it usually takes longer to correctly position the two ends of a bookmark than to translate three words.

Normally, bookmarks found in the source text should be transferred into the target text, over the corresponding span of translated text.

One important point is, since two bookmarks cannot have the same name in the same document, bookmarks must be transferred (moved), not copied, into the target text. In other words, you cannot duplicate or copy bookmarks as you would, for example, duplicate or copy fields.

Before starting a translation session over a document that contains bookmarks, Wordfast will warn you of the presence of bookmarks and propose to mark them using conspicuous red markers positioned at the beginning and end of the bookmark, like this: [ and ]. If a bookmark has a null length (its beginning and end coincide), you would see []. Answer "Yes" to have bookmarks thus marked.

Wordfast will prompt you only once (per document) for marking bookmarks. If you answer "No", then Wordfast will not prompt you anymore for marking bookmarks on the current document unless you open a translation session with the cursor at the very top of the document. If you answered "No" by mistake, or if you want to mark bookmarks at a later stage, use the Wordfast menu, select the Miscellaneous submenu and run "Unlink". Once the document has been "unlinked", Wordfast will prompt you again for marking bookmarks if you start a translation session.

During translation, if a source segment contains red markers, all you need to do is use the Next/Previous/Copy Placeable icons or shortcuts (Ctrl+Alt+Left/right/down) to select or box the red bookmark markers (they always come in pairs, opening and closing), then transfer the red marker(s) at the appropriate location in the target segment using Ctrl+Alt+down.

When cleaning up a document, Wordfast will remove the source segments as usual then replace the red markers in the target segments with the appropriate bookmarks.

Wordfast Quick-clean function will propose an option for processing (restoring) bookmarks without cleaning up the document. This is useful for translators who are required by the client to send back "uncleaned" or "bilingual" documents (for example, because the client wants to clean up the documents with a different tool, not with Wordfast). In this case, the document is not cleaned up, but all bookmark markers are removed, bookmarks are correctly assigned to the target text.

Proceed to a demonstration on a short document with three bookmarks: one has a null length, one has a length of two words, one spans over two segments..

The Tools tab in Wordfast
Start Wordfast. Click the "Tools" tab, then click the "Tools" sub-tab. The following screen should appear:
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Selecting documents to be processed
The list on the right side of the tab contains documents to be processed. Check the document(s) which should be processed. To check multiple documents, you may need to keep the Ctrl key pressed when clicking.
There are two ways to select documents:
1. One or more documents are already opened in Ms-Word: these documents are displayed in the list and can be checked (selected).
2. No document is opened in Ms-Word: Wordfast will display all files found in the current Ms-Word folder. You can change folder by clicking "Browse". This method lets you easily process large quantities of files.
Clean-up
This button is used to clean up documents. Unlike the "Quick-clean" icon in Wordfast toolbar, the Clean up tool will update the TM by re-examining every segment and re-recording it if it has changed (if it is not found as a 100% match in the TM). This would be the case if you, or another person like a reviser, proceeded to edit segments directly in a segmented file without using Wordfast to open segments – or if you used another TM. This is why this method is slower than the "Quick-clean" icon.
Unlike the "Quickclean" icon, a cleanup report is produced.
Analyse
Use this button to analyse documents and produce an analysis report. Refer to the level 1 (beginner) manual for a detailed explanation of the Analysis report.
Quality-Check
This button produces the same analysis as the "Quality check" icon in Wordfast toolbar, but you can run it on multiple files. It produces a QC report which lists problems that were found.
The QC points examined are the ones listed in the "QC" sub-tab in Wordfast "Setup" tab, as well as terminology consistency if the "Use for QC verification" checkbox is checked in any of the three "Terminology" tabs.
Translate
This button pretranslates selected files. Target segments are left empty if there are no propositions from the TM. Enable CopySourceWhenNoMatch in Pandoras' Box if you would prefer to have the source segment copied over to the target segment when there is no proposition from the TM.
Extract
This button extracts all translatable segments from the selected file(s). These segments are written in "text" mode, without any formatting, and presented to you in a simple text document.
Proceed to demonstrate every button
Session 3
Terminology management
Fuzzy terminology recognition (FTR)
FTR in Wordfast can be automatic (AFTR), or manual (MFTR).

MFTR is done by manually adding asterisks (*) at the end of words so that all, or most, inflections of the glossary entry will be recognized. For example, a glossary source entry like

Digital Analog* Converter*
(red colour added only for emphasis)

will allow Wordfast to recognize various approaching forms such as

Digital Analog Converters
Digital Analogic Converter

etc

when they are found in the source segment.

AFTR is useful on RRR (Rush, Raw, Rogue) glossaries, where the translator has no time to introduce asterisks as explained above. Wordfast uses various techniques to automatically make up for the possible inflections of terms or expressions found in the document source text.

Note that the same glossary can contain both AFTR (raw) and MFTR (asterisked) entries. If any entry has an asterisk, Wordfast will not attempt AFTR on this entry, but make use of asterisks. If two entries match the same queried term, the MFTR entry will be chosen rather than the match brought up by AFTR. However, if an un-asterisked glossary entry perfectly matches a queried term (no AFTR neither MFTR needed) then of course this entry will prevail over all others.

Wordfast can use more than one glossary. This enables you to simultaneously use both client terminology and your own, homegrown terminology, in two distinct glossaries. You can even set color schemes to immediately spot from which glossary a term has been recognised: see the Glossary1Colour family of commands in Pandora's box (PB).

Client terminology is usually rushed together with the job, and in some cases, it can even be rushed after the job started, by overworked project managers. Manually fuzzying-up a glossary takes time and is best done between jobs, on spare time, this is why AFTR is best for RRR client terminology, in the heat of a live project.

AFTR attempts to recognize most inflections. AFTR is by nature an imprecise (fuzzy) process, and may bring up occasional mismatches, which should simply be ignored, or, if time permits, lead to manual fixing/fuzzying (MFTR) in the glossary. Here are a few observations:

1. AFTR fares poorly on single, short words.

2. The longer a word, the better AFTR stands a chance to correctly recognize it.

3. AFTR is better on expressions of 2 or more words.

4. AFTR may be defeated by large glossaries that have many terms, especially made of single, short words, that look similar.

The conclusion is that AFTR should not be attempted on large glossaries with many similar entries. And in no case can AFTR be used for "autoassembly" or "quasi machine translation" schemes, or be a substitute for machine-translation.

Typical client-supplied terminology looks like this (target terms omitted):

two-way multiplexed autoresponder

double furnace boiler

dichotomic search

DOS-based application

etc.

This is where AFTR really helps, and yields best results. Once the job is completed, and you have a spare hour, you may consider integrating client terminology into one of your existing glossaries, and manually add asterisks like:

two-way multiplexed autoresponder*

double furnace boiler*

dichotomic search*

DOS-based application*

This way, your homegrown glossary runs on MFTR rather than AFTR.

Two PB (Pandora's box) commands can be used to fine-tune AFTR: GloStemmingRule and GloStrip.

The essence of AFTR is to determine what is a word stem by gradually stripping letters from the word end. Note that we deal here with statistics, not linguistics. Wordfast is language-blind. Stripping is done gradually, by increments of one trailing letter. Two commands in Pandora's box can fine-tune this process:

	GloStemmingRule=A,B,C

example:

GloStemmingRule=5,4,2
	(see the FTR section for an introduction on Fuzzy Terminology Recognition)

This command defines how the FTR algorithm proceeds. Wordfast takes each word in the source segment, and attempts to find a matching word in the glossary(ies).

When Wordfast looks up a word, it gradually strips characters from the end of the word, then looks up the dictionary at every step. B is the number of characters stripped from the end of the word.

Example: with GloStemmingRule=5,4,2, and supposing the source segment contains multiplexing while the glossary contains multiplex, Wordfast will use the following iterations:

Do we have multiplexing in the glossary? No. Then, try FTR as follows:

1. Do we have multiplexin in the glossary? No

2. Do we have multiplexi in the glossary? No

3. Do we have multiplex in the glossary? Yes

Here, three iterations yielded a match.

A is the minimum quantity of characters a word must have for FTR to be attempted on it. So there would not be any FTR attempt on a word like make because it has only four letters.

C is the minimum quantity of characters a word must be left with after stripping. If maker were to be stripped, it would be stripped down to ma but not further.

The default value GloStemmingRule=5,4,2 strikes a balance between "too much noise" and "too little signal". Be careful when experimenting, as this may either bring up too much garbage or too little relevant hits.



	GloStrip=ful,ing,ness,es

separate the endings with a comma, do not add a space after the commas.
	(see the FTR section for an introduction on Fuzzy Terminology Recognition)

This command complements the glossary FTR algorithm defined above by providing language-specific endings that should be stripped in order to get a term root, or stem.

If the ending of a word is present in the list of most common endings (here, ful,ing,ness,es), then this ending is stripped in just one iteration, and the FTR rate is set to 1 - even if more than one letter was stripped. In other words, both GloStemmingRule=5,4,2 and GloStrip=ing,ness would get from the inflected multiplexing to the stem multiplex and hit a match in the glossary for multiplex. But GloStemmingRule=5,4,4 would give a rate of 3 (a rather poor match rate) while GloStrip=ing,ness would yield a better rate of 1. GloStrip, of course, is always tried first.

If the language-specific endings are too many, you can have multiple GloStrip= entries in PB - they will all be taken into account.

It is recommended to use both GloStrip and GloStemmingRule.


The F1, F2, F3 fields in the glossary "Add terms/Edit entry" dialog box
When adding terminology to a glossary (see the training manual, beginner level), a dialog box appears. This dialog box offers three fields (F1, F2, and F3) which the translator can use as needed. You can preset values for these fields.
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You can manually add your own codes, so that glossary entries can later be sorted or filtered based on the codes you entered (subject, client, job etc.). Some of these codes will need to be entered every time. If this is the case, enter the code in a field (like the F1 field), then right-click the F1 label (the label is right before the textbox) to record this value as the new default value. Every time you create a new glossary entry, the F1 field will be pre-filled with this code. To cancel this behavior, simply empty the F1 field then right-click the F1 label again.
Demonstrate this point
It is possible to enter special "hot" codes which Wordfast will replace with a given value. These codes are:
	Code
	Meaning

	{doc}
	The current document name

	{Today}
	The current date

	{Today=yymmdd}
	The current date, formatted as you specify, where:


yy is the year in two digits;


yyyy is the year in four digits;


mm is the month in two digits;


mmm is the abbreviated name of the month;


mmmm is the full name of the month;


dd is the day of the month in two digits;


ddd is the abbreviated name of the weekday;


dddd is the full name of the weekday.

	{TM}
	The name of the TM currently in use

	{User}
	The current user's initials

	{SrcLang}
	The current source language TMX code

	{TrgLang}
	The current target language TMX code

	{SrcTerm}
	The term currently in the "Source" textbox

	{TrgTerm}
	The term currently in the "Target" textbox


The codes are not case-sensitive: you can enter {Code} or {code} or {CODE}.
Creating a blacklist
Start Wordfast, click the Terminology tab and click the Blacklist sub-tab. The following screen should appear:
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Click the "New blacklist" button. Wordfast creates a blacklist and fills it with a couple English terms. To delete these terms and replace them with your own terms, simply edit this file with Windows' Notepad, or even with Ms-Word.
A Wordfast blacklist is a simple list of terms in simple text (text-only) format. When validating a segment, Wordfast verifies whether any of the "forbidden" terms in the blacklist exists in the target segment. If this is the case, the translator is warned.
Blacklist terms can end with an asterisk, as in the glossary MFTR method.
The Glossary editor
Using filters
Make sure that at least one glossary is active in one of the Glossary sub-tabs of Wordfast Terminology tab. On an opened document, use the Ctrl+Alt+G shortcut. A toolbar with a drop-down list should appear:
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Click the last icon in the toolbar (this icon has a number: Here, "1" means that "Glossary #1"). The Glossary editor should appear:
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Press the F7 function key, or click the "Tools" button, or click on any column header. The following dialog box should pop up:
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Filters are being used to have the display show only glossary entries that match a given condition, or filter. These conditions must be entered in the "Type your filter here..." textbox. They always have the following format:
 Field Operator "Argument" 
All fields and operators are listed in the two small drop-down lists located on the top right corner of the "Filter and sort" dialog box. For example, enter the following condition:
 SourceText & "is" 
Then press "Enter". From now on, only glossary entries that contain the two letters "is" are displayed.
Note the following points:
1. Glossary entries that do not match the condition are not deleted: they are only hidden.
4. You only need to press the F8 function key to cancel the filter and get back to displaying all glossary entries.
5. If you press Ctrl+A, (this marks all glossary entries) before pressing F8, you get back to displaying all glossary entries, but the one that match your condition are now marked. At this point, if you press Ctrl+D, you are back displaying only marked glossary entries, as if the filter was present.
As you understand by now, possibilities are endless. Moreover, it is possible to enter two conditions, linked with an AND or OR operator as shown below:
 SourceText & "is" AND TargetText & "is" 
which could read this way: the source term contains "is" AND the target term contains "is"
When a filter has been defined, it is possible to press Ctrl+A ("Select all") to mark all the filtered glossary entries, then press Ctrl+C to copy them into Wordfast own clipboard. It is then possible to open another glossary (Ctrl+O in the TM editor), then press Ctrl+V (Paste) to paste the previously copied glossary entries. 

Special filters
Once you have opened the glossary editor "Filter and sort" dialog box, click the "Special filters" dialog box:
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When a special filter has been selected, it appears in the "Type your filter here..." textbox. Simply click "OK" to execute this special filter.
The "Merge with another glossary" special filter
This filter lets you merge the current glossary with another glossary, which you specify. Both glossaries must be of the same format (non-Unicode, or Unicode).
The "Reverse source and target" special filter
This filter reverses the glossary direction. The glossary itself is being rewritten. The source and target fields (columns) are reversed; all other fields are not reversed.
The "Mark redundant entries" special filter
This group of filters is made to spot and mark redundant glossary entries. The various options refer to how a redundant entry is defined:
7. (same source): Redundant entries are defined as having the same source term.

8. (same source+target): redundant entries are defined as having the same source term and the same target term.

Once this filter is executed, glossary entries that were found to be redundant are marked (not deleted).
Once redundant glossary entries are marked, you can press Ctrl+X (Cut – this operation can be undone with Ctrl+Y) to cut them. Then press Ctrl+Delete to rewrite the glossary and definitively erase cut glossary entries.
It is also possible to cut redundant glossary entries one by one with the "Delete" key. Once this operation is done, Ctrl+Delete will erase them permanently.
Sorting
Click the "Glossary editor" icon in one of Wordfast glossary toolbars to start the Glossary editor. The following screen should appear:
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Press the F7 function key, or click the "Tools" button, or click on any column header. The "Filter or sort" dialog box should pop up: Click the "Sort" radio button. The "Filter or sort" dialog box should now look like this:
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This dialog box is made for sorting the glossary on any field (column). 

	
	Note that sorting can also be made on how many characters, or words, a glossary entry contains, by using the "SourceCharacters" or the "SourceWords" sort criteria.


Sorting is usually used in advanced glossary management operations. The glossary itself is sorted and rewritten (not just the display of it), which can take some time on large glossaries with over 50,000 entries. In all cases, if the same result can be reached with filtering rather than sorting, you should prefer filtering, which does not rewrite a glossary.
The "natural" order of a glossary is the alphabetical order of the source field (column). Wordfast cannot use a glossary if it is not sorted on source terms.
Session 4
Searching for reference
Concordance search
The search for concordance will be done first in the background translation memory (if applicable), then in the regular translation memory. The purpose of Concordance search is to find Translation Units (TUs) that contain a given word or a set of words. The Ctrl+Alt+C shortcut or the Concordance icon [image: image28.png]


 launches the search. The search will bring results on words that begin like the searched-for item, case-insensitive. Searching for cat will bring TUs that contain cat, or catering or caterpillar, etc, but not bobcat or supercat.

Searching for *cat will bring TUs that contain words like bobcat or supercat etc.

The AND operator can be used. Searching for cat+dog will bring TUs where the two words cat AND dog are found. If words are simply separated with spaces, the OR operator is assumed, so searching for cat dog will bring TUs where either cat OR dog are found. To search for an exact phrase, have it contained within straight quotes, so searching for "The cat chases the dog" will bring results where the phrase "The cat chases the dog" is literally found, regardless of case.

Note that to open the dialog box that lets you specify such extended search options, you must start concordance search when no selection is made; if a selection is made (for example, one word is selected in the source segment), then Wordfast assumes that the selected word has to be searched and will directly search for it, without offering the extended search dialog box. This allows fast searches with minimal clicks or shortcuts.

The same rules apply for Reference searches as well.

If you check the "Search concordances in all sibling translation memories" option in Wordfast/Terminology/Other, the concordance search will be extended to other TMs present in the same folder as the currently active TM.

It is possible to cancel a Concordance search with the Escape key, or with the same shortcut that started the search (i.e., Ctrl+Alt+C).

Some commands in Pandora's Box can be used to refine the search method:
	ConcordanceDialog=Always
	Forces Wordfast to always display the Concordance/Reference input dialog box, even when Ctrl+Alt+C or Ctrl+Alt+N is pressed without text being selected.

	ConcordanceCloseAfterCopy
	Closes the concordance search window when you use the Alt+F12 shortcut (copy-paste into target segment).

	ConcordanceMaxHits=X
	Where X is a number. Limits the number of concordances found to X. The maximum value is 4096.

	ConcordanceNoHeaders
	Turns off the display of TU creator, date and attributes when displaying concordances, so that more entries can be visible on one page.

	ConcordanceSearch=X

where X can be All, Source or Target
	During sessions, if you select a term in a source segment, Wordfast will execute a concordance search in the TMs source segments only. If you select a term in a target segment, Wordfast will execute a concordance search in the TMs target segments only.

ConcordanceSearch=All will force Wordfast to search all segments (source and target), regardless of where you selected a term.

ConcordanceSearch=Source will force Wordfast to search only source segments of the TM.

ConcordanceSearch=Target will force Wordfast to search only target segments of the TM.

If this command is not enabled, Wordfast searches concordances in target segments only.

	ConcordanceSearch=
ExactExpression
	With this command active, when you select an expression in a document and press Ctrl+Alt+C, Wordfast will assume that the exact expression is searched, as if you had provided the expression between quotes. If this command is not active, Wordfast assumes that you are searching for all the unique words in the expression and their possible ending inflections, with the AND operator.

	ConcordanceSearch=
ExactWord
	With this command active, when you select a single word or term in a document and press Ctrl+Alt+C, Wordfast will search for this exact term, not looking for beginning or ending inflections. When this comnand is not active, a search for cat will bring cat and cats (but not bobcat).


Reference functions
Wordfast is equipped with a search engine that lets you search textual references in a raw corpus of documents made of various formats. These formats can be Ms-Word (DOC), RTF, TXT, HTML, SGML, XML, as well as all text-based formats like CSV, MIF, etc.
The (usually monolingual) documents should be located in a dedicated folder. Wordfast can spot paragraphs that contain a given keyword or a set of keywords.
These documents are, for example, a set of reference documents sent by your client to complement a poor or missing glossary, or when other resources are not available.

Start Wordfast. Click the "Terminology" tab, then click the "Reference" sub-tab. The following screen should appear:
[image: image29.png]Wordfast (c:balwordfast.ini)
Translation memory  Terminology | Tools | Setup |

Glossary 1 | Glossary 2 | Glassary 3 | Blacklist. Reference | otrer |

External dictionaries:

Reference search folders (Ins/+ to add, Del/- to delets) Convert





Click the "Reference search folders" list and press the Ins (Insert) key or the + key. Wordfast will prompt you to open a document in the desired folder (the folder where your corpus of documents is located). This will let Wordfast know which folder holds your corpus of documents. This operation can be repeated if multiple folders are being used.
Make sure the search folders are checked before you close Wordfast.
On a work document, during a translation session or outside any translation session, use the Ctrl+Alt+N shortcut. Wordfast will behave just like for context searches, but it will lookup documents rather than the current TM, searching for paragraphs that match your keywords.
Usage of the & and + operators are the same as for context search.
Methods that are common to both Concordance and Reference search
When a result window opens and contains translation units (Concordance search) or paragraphs (Reference search), you can select a portion of text with the mouse or the keyboard. The Alt+F12 shortcut will transfer the selected text into your current target segment, at the position where you left the cursor there (if a translation session is in progress), and Wordfast will take you back to the document where the translation session is in progress. Moreover, the ConcordanceCloseAfterCopy command in Pandora's box, if it is active, closes the context or reference document window, which avoids the proliferation of these windows when you are frequently searching for concordances or references.
Pandora's Box advanced features
Start Wordfast, click the Setup tab, click the PB (Pandora's box) sub-tab. If the textbox is empty, click the "Commands" button, then click "OK":
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PB commands are case-sensitive: use them the way they are produced when clicking the "Commands" button, or the way they are written in this manual. Adding or removing the _ (underscore) character makes them inactive or active. The underscore character can be located anywhere within the command. Thus,

AllowEmptyTarget is active;

Allow_EmptyTarget is not active;
AllowEmpty_Target is not active;

Allowemptytarget is ignored because its case (its capitalization) is not correct.

	AllowEmptyTarget
	Allows Wordfast to validate a segment with an empty target. Empty targets do not pose any particular problem, but in regular mode (especially for beginners), there's a warning that prevents the user from validating an empty segment.

	CopySourceWhenNoMatch
	Is equivalent to using the Copy source icon in Wordfast when no match is proposed by the translation memory.

	DifferentCase=99
DifferentNumbers=99
DifferentTags=99

DifferentFormat=99
	This command will force Wordfast to downgrade to 99% segments that would otherwise be considered 100%. The condition is that there is a difference in case, or numbers, or tags, between the document source segment and the TMs source segment.

DifferentFormat=99 attempts to detect a difference in format (like font name or font color) between the document source segment and the proposed 100% segment coming from the TM.

	FR="Stext","Rtext",/wc,/mc,/ww,/x


	This command will execute a find-replace (FR) operation in the target segment, as if Ms-Word Find-replace dialog box was used. Stext is the text to find, Rtext is the replacement text.

Switches:

/wc turns on the Use wildcards option

/mc turns on the Match case option

/ww turns on the Whole word option

/x, where /x can be:

/1 means that this command will be executed when a proposition (exact or fuzzy) comes from the TM;

/2 means that this command will be executed when the CopySource icon or shortcut is used (or when Pandora's box CopySourceWhenNoMatch is used, see above)

/3 means that this command will be executed in both cases 1 and 2.

/4 means that this command will be executed at validation time (after the translation has been entered, when the user moves to the next segment).

/5 means that this command will be executed in cases 3 and 4.

You can have as many FR= lines as you want in Pandora's box.

Thoroughly test your FR parameters (using Ms-Word Find-replace dialog box) on a test file.

Wordfast sample shows two FR commands that are designed to change US-style thousand/decimal separators (comma/dot) into their French equivalents (non-breaking space/comma) in financial documents.

Here is a sample that shows how to force a non-breaking space before :;!? in the target segment:

FR="([a-z,A-Z,0-9]) ([\:\;\!\?])","\1\2",/wc/3

FR="([a-z,A-Z,0-9])([\:\;\!\?])","\1^s\2",/wc/3



	Glossary1Colour=X

Glossary2Colour=X

Glossary3Colour=X


	Normally, glossary terms are highlighted in blue, whatever glossary they come from. This command forces Wordfast to use other highlighting colors (one per glosssary), with a value X drawn from the following table:

Yellow=7

White=8

Gray50=15

BrightGreen=4
Gray25=16

Pink=6
Teal=10

	KeepTemplate=addin.dot
	When you expand the Wordfast template, Wordfast de-activates any template or add-in found in Tools/Templates & Add-Ins. Many templates have shortcuts or macros that conflict with those of Wordfast.

If you want to keep a template which can work together with Wordfast, enter its name. The example provided here would keep the template named "addin.dot" active together with Wordfast.

To keep all templates, use KeepTemplate=All. This setting, however, may cause problems with templates that rely on shortcuts used by Wordfast.

	ProcessQuotes=147,148
	This command will force Wordfast to always use the required quotes when proposing a possible target segment, regardless of what sort of quotes are in the translation memory. Possible values are:

ProcessQuotes=171+160,160+187 will force French-style quotes (with the required unbreakable spaces) as in "example".

Mac syntax: ProcessQuotes=199+202,202+200

ProcessQuotes=147,148 will force curly double quotes (up) as in “example”
Mac syntax: ProcessQuotes=210,211

ProcessQuotes=145,146 will force curly single quotes as in ‘example’

Mac syntax: ProcessQuotes=212,213

ProcessQuotes=132,147 will force curly double quotes of another sort (up/down) as in „example“. PC only.

Mac: no equivalent, but note that 227 is for closing curly double quotes.

ProcessQuotes=34,34 will force straight quotes as in "example"
ProcessQuotes=Source will replicate the source segment quote style

Note: in case isolated segments should not receive the quotes you specified, but re-use the source segment quotes (this may be the case for technical parameters), use the Ctrl+Alt+U shortcut to copy source quotes to the target segment.

	ProcessApostrophes=39
	Similar to “ProcessQuotes”. This command will force a certain style of apostrophes, regardless of what the TM has. Possible values are:

ProcessApostrophe=39 will force straight apostrophes as in l'exemple
ProcessApostrophe=146 will force curly apostrophes as in l’exemple
Mac syntax: ProcessApostrophe=213

ProcessApostrophe=Source will replicate the source segment apostrophe style

Ctrl+Alt+U will replicate the source segment apostrophe style.

	ProcessDashes=45
	Similar to “ProcessQuotes”. This command will force a certain style of dashes, regardless of what the TM has. Possible values are:

ProcessDashes=45 will force simple dashes (minus sign) as in attaché-case
ProcessDashes=150 will force the endash (short) as in attaché–case
Mac syntax: ProcessDashes=208

ProcessDashes=151 will force the emdash (long) as in attaché—case
Mac syntax: ProcessDashes=209

ProcessDashes=Source will replicate the source segment dash style.

Ctrl+Alt+U will replicate the source segment dash style.

	Propagate1
	When using CopySource, all known terminology (but only if terminology recognition is turned on) in the target segment is replaced with its translation. Also active with the "Translate" tool, but only for unknown segments (which are replaced with the source segment using the CopySource function). This command uses glossary #1. This command is often associated with CopySourceWhenNoMatch.

	Propagate2

Propagate3
	Same as above, but using glossary #2, or #3. The three commands can be used together.

	PropagateAndHighlight
	When propagation is done, propagated terms in the target segment are highlighted.

	PropagateCase=X
	Where X can be 0, 1, 2, 3.

0 is the default setting: the glossary case is propagated as it is.

1 forces a propagation of the target term in all lower-case.

2 forces a propagation of the target term in all upper-case

3 tries to re-use the source term case.

	PropagateOnlyKnown
	Normally, propagation will be done on a copy of the source segment. In contrast, this command will insert all known terminology (separated with a space) in the empty target segment.

	PropagateWhole
	If a recognized single term ends with a wildcard, the whole word is replaced, rather than just its root. Thus, if the glossary has affect* = affecter and the source text has affection, the final result will be affecter rather than affection.

	ShowBetterMatch

WriteBetterMatch

DiscreteBetterMatch
	When revising a segmented, bilingual document (translated with TM1), using another TM (such as TM2), this can be useful to receive propositions from TM2, if they are rated higher than the ones originally proposed by TM1. If a better match exists, it will be displayed above the segment (Shift+Alt+Insert will copy TM2 proposition to the target segment).

WriteBetterMatch: same as ShowBetterMatch, but the better match will directly replace the existing target segment with the better proposition. The analogy rate is also replaced with the new analogy rate.

DiscreteBetterMatch : same as WriteBetterMatch, but the existing analogy rate will not be replaced with the new analogy rate.


� The Rainbow set of filters can be found at � HYPERLINK "http://www.translate.com" ��www.translate.com� in the "langtech/free l10n tools" section. The Rainbow filter is a freeware widely used in the industry to prepare files for translation from various non-Word formats, then re-create the files in their original format after translation.
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