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Using this guide

This guide is meant to be used by trainers when teaching a beginner-level Wordfast training session. Wordfast is a CAT tool that has become popular among translators. Depending on how much time is available, the trainer can go in 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.

This guide material is divided in four parts, each part corresponding to a 90-minute session, followed by 15 minutes for questions and answers:

	Session 1
	Presentation

Creating a TM

A first translation session.

Revising translated documents

	Session 2
	Handling placeables

Cleaning up after translation

The "Analysis" feature

	Session 3
	Terminology management

	Session 4
	Quality control

Translation memory (TM) management.


Users who have already installed and used Wordfast can proceed directly to the Wordfast: a quick startup section.

Prerequisites

Hardware and software

Microsoft Word and Excel, from Microsoft Office 97 or higher

The training takes place on a computer equipped with Microsoft Word™ and Microsoft Excel™.

	
	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.

	
	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.


If you need assistance in installing Wordfast, please turn to Appendix 1.

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;

1. a sample glossary (made available by the translator) which contains a few terms that are found in the sample document;

2. 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

Introduction

Why use a CAT tool?

CAT (Computer-Assisted Translation) must be distinguished from Machine Translation.

TM-based CAT rests on two essential methods: segmentation and translation memory. These two methods, each in its way, boost productivity.

Segmentation

With segmentation, the CAT tool displays source segments one after the other; a segment being an elementary unit of the source document, usually a sentence. Even in the absence of any translation memory, segmentation:

3. provides a more comfortable working environment;

4. avoids skipping text, which is often the case when translating from paper;

5. avoids having to re-create layout and style, except on rare occasions;

6. keeps source and target text in the same document, making revision a lot easier.

Translation Memory

A Translation Memory (TM) is a database of translated segments – mostly, a database of pairs of sentences. Translation Memory:

7. avoids having to re-translate anything that has been already translated;

8. allows workgroups to share translation that were previously done;

9. allows translators to build up a precious database of translations.

	
	Of course, it is possible to create as many translation memories as needed, for example for different subjects and/or clients, and/or language pairs. Wordfast does not impose any restriction in this area. This point is covered in the "TM Management" section.


Supplementary features

CAT can also offer supplementary features: terminology management, to make translation more consistent through large projects, quality control, quick access to references, like dictionaries, etc.

Wordfast: a quick startup

Prerequisite (the trainer makes sure all trainees are in sync)
Trainees have started Microsoft Word, the Wordfast toolbar is visible, and the sample document (sample.doc) supplied by the trainer is opened in Ms-Word.

Getting ready for the first translation session

If the Wordfast toolbar is not expanded, click the [image: image2.png]


 icon. The following toolbar should now be visible in Ms-Word:

[image: image3.png]SC-Yva«vs [ SOQETIVvIO




Versions of Ms-Word prior to Word 2007 will have a similar toolbar:
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Do not get into an explanation of every icon, as this could generate too many questions, and make you run out of schedule. Icons are described step by step during the training session, when the need arises.

Creating a Translation Memory (TM)

Click the last icon [image: image5.png]


 in the Wordfast toolbar. In the window that opens, click the Translation memory tab, then click the TM sub-tab. The following window should now appear (the information about your TM could be different):
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To create a new TM, click the "New TM" button. Wordfast will prompt you for a source language code, and the default "EN-US" value will be proposed:
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The following list of codes gives a few TMX language codes:

	AF-01 (Afrikaans)
	FA-01 (Farsi)
	NO-NY (Norwegian)

	AR-01 (Arabic)
	FI-01 (Finnish)
	PL-01 (Polish)

	BE-01 (Byelorussian)
	FR-CA (French, Canada)
	PT-BR (Portuguese, Brazil)

	BG-01 (Bulgarian)
	FR-FR (French, France)
	PT-PT (Portuguese, Portugal)

	CA-01 (Catalan)
	HR-01 (Croatian)
	RO-01 (Romanian)

	CS-01 (Czech)
	HU-01 (Hungarian)
	RU-01 (Russian)

	DA-01 (Danish)
	IN-01 (Indonesian)
	SH-01 (Serbo-Croatian)

	DE-AT (German, Austria)
	IS-01 (Icelandic)
	SK-01 (Slovak)

	DE-CH (German, Switzerland)
	IT-CH (Italian, Switzerland)
	SL-01 (Slovenian)

	DE-DE (German, Germany)
	IT-IT (Italian, Italy)
	SO-01 (Sorbian)

	EL-01 (Greek)
	IW-01 (Hebrew)
	SQ-01 (Albanian)

	EN-CA (English, Canada)
	JA-01 (Japanese)
	SV-SE (Swedish)

	EN-GB (English, UK)
	KO-01 (Korean)
	TR-01 (Turkish)

	EN-US (English, USA)
	LT-01 (Lithuanian)
	UK-01 (Ukrainian)

	ES-AR (Spanish, Argentina)
	LV-01 (Latvian)
	VI-01 (Vietnamese)

	ES-CL (Spanish, Chile)
	MK-01 (Macedonian)
	ZH-CN (Chinese, PRC)

	ES-ES (Spanish, Spain)
	MT-01 (Maltese)
	ZH-SG (Chinese, Singapore)

	ET-01 (Estonian)
	NL-BE (Dutch, Belgium)
	ZH-TW (Chinese, Taiwan)

	EU-01 (Basque)
	NL-NL (Dutch, Netherlands)
	


If your language is not listed above, check out http://www.wordfast.net/html/lang_frame.html for a more complete list of language codes. You can also consult http://www.lisa.org/tmx/tmx.htm (click "reference") for a more complete list of TMX codes available today.

After entering the source language code, enter the target language code. After entering the target language code, Wordfast will display a translation memory (which is a regular Ms-Word document in "Text" format, saved with a .txt extension) and will prompt you to save the document.

Two "Text" formats are recognized by Wordfast: "Simple text" and "Unicode". The "Unicode" format should generally be used to save TMs and glossaries.

The format in which documents are saved is specified in the "File type" or "Save as type" drop-down list in the "Save as" dialog box which is brought to your attention when creating a TM, as in the screenshot below:
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Choose the "Plain text" format as in the screenshot above. Some versions of Ms-Word may call this format "Simple text". You can also choose a simple "Unicode" or "Unicode UTF-16" format. Do not choose "UTF-8" or a language-specific version of UTF.

	
	Some Ms-Word 2002/2003 versions do not have a "Unicode" file format in the "Save as" dialog box, unlike Ms-Word 97/2000, which always have that format. You can save the TM in "Plain text" format. Wordfast will automatically convert the TM or Glossary to Unicode at first use.


	
	A translation memory is a simple text file which you can easily open with Ms-Word (recommended) or with Windows' Notepad application, or with the Mac TextEdit application, or any text editor.


	 !
	Avoid editing TMs with Excel, because sentences longer than 256 characters could be truncated. We recommended using Wordfast TM editor.


Once the TM is saved in a folder of your choice, the Wordfast setup window appears again. Note the new name of the TM (which has now become the active TM) as it is displayed, with its creation date, language pair, and some other information.

Close the Wordfast window by clicking on the little "close" button (on top right in Windows, on top left in a Mac) of the window. Wordfast prompts you to save the changes you made to your setup (here, we just changed the active TM). Click "Yes".

We are now back in Ms-Word, on our sample document.

A first translation session

Make sure the cursor is positioned right at the beginning of the sample document.

Open the first segment by clicking on the Next [image: image9.png]


 icon (shortcut: Alt+RightArrow).

The first source segment appears on a blue background. The lower box is empty, with a light gray background. Note the purple delimiters that are before and after source and target segments:
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If Wordfast finds an exact or fuzzy translation, it will be displayed against a green or yellow background, otherwise, the lower box remains gray and empty, as it is the case here. Enter your translation in the target segment, that is, in the lower, empty, gray box.
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Once the translation has been entered, click the "Next" [image: image12.png]


 icon, or use the Alt+DownArrow shortcut to validate the translation unit and move to the next segment. Enter the translation for the second segment, but do not proceed to the next segment.

	
	Never use the Enter key, nor the tabulator key, to validate a translation. Source and target segments should not contain paragraph marks (carriage returns), page feeds, or tabulators.


Description of an open segment

A segment is "open" when the two colored frames (the upper frame is always light blue) are visible. In this state, all purple delimiters have a paragraph mark before and after them.

The central delimiter contains a number between 0 and 100 which shows the analogy rate (a.k.a. the "match value") between the document source segment (against a blue background) and the source segment found in the TM, if applicable. In the case of a 100% analogy rate, the target segment will be displayed against a green background. 

	 ! 
	Propositions coming from a translation memory must always be verified or revised, even when they are proposed with a 100% value. 


For fuzzy propositions (whose analogy rate is between the "fuzzy threshold" defined in Wordfast and has a default value of 75, and 99), the target segment will be proposed against a yellow background. For an unknown source segment – i.e., one that cannot be found in the TM or whose analogy rate falls below the fuzzy threshold, the target segment will be empty and displayed against a gray background.

A segment is validated when you move over to the next segment, or when you end the translation session (with Alt+DownArrow, Alt+End, or any other action that closes the current segment). At this moment, the pair of source and target sentences is recorded in the translation memory.

Delimiter protection

	 ! 
	Purple delimiters are important. If these delimiters are changed, deleted, or edited, the clean-up stage will be difficult or impossible. Get used to not overwrite them. This is quickly learned and becomes second nature after a day's practice. 


The use of the deletion or correction keys (Delete or Backspace) is the main danger. This is because, in order to delete words in a target segment, we often keep the Delete (or the Backspace) key pressed. This habit may unwillingly delete delimiter or the paragraph mark(s) that are before and after them. This is why Wordfast offers a protection on these keys: if your finger remains on the deletion key, it is normally impossible to delete a segment enclosing paragraph mark or delimiter.

Note that you can deliberately position the cursor within a delimiter and type text there, do not do this since the delimiter would be damaged.

If you need to repair delimiters, use the Ctrl+Alt+F12 shortcut, which toggle delimiter protection on or off. Observe the result of the Ctrl+Alt+F12 shortcut in Ms-Word status bar.

	
	Note the Ctrl+Alt+X shortcut which is intended to clear (delete all text within) the target segment in one time, without the need for repeatedly pressing Delete or Backspace).


Demonstrate this point

Closing the translation session

You must always close (end) a translation session before you close a document on which a translation session is in progress. The "End translation session" shortcut is Alt+End, or the [image: image13.png]


 icon. Close the translation session.

When a translation session is closed, the opened segment is closed, the colored backgrounds disappear and all purple delimiters are in the same paragraph as the source and target segment (all paragraph marks within the entire segment disappear).

Once the translation session is closed, the document can be closed, and Ms-Word can be closed if needs be. You can save the work document (the document on which a translation session is in progress) at any time, but you must close a translation session before you close a document.

Resuming a translation session

Place the cursor in the work document, at the level where the translation session must resume. Use the Alt+DownArrow shortcut, or click the [image: image14.png]


 icon.

If you need to resume a translation session on a long document, use the Alt+Home shortcut, which will take you right to the segment on which the last translation session was closed. Note that Wordfast re-opens the last segment (the one on which you closed the previous translation session). So this segment should normally appear against a green background. Click Alt+DownArrow to move to the next segment and resume translation.

Returning to the previous segment

The Alt+UpArrow shortcut lets you return to the previous segment, for example, if you need to correct a typo. Once the correction is made, use the Alt+DownArrow shortcut to go down to the segment you were previously on.

Cancel ("Restore") a segment

The Alt+Delete shortcut cancels the current segment, that is, restores it to the unsegmented state, where only the source segment was visible.

	
	This feature is also visible in the first "More..." submenu of the Wordfast menu.


Demonstrate this point

Force segmentation

If you need to "skip" part of a document, to resume translation at some further point below, you can position the cursor where the next segment should be opened and use the Shift+Alt+DownArrow shortcut. You can also select a portion of text (without any paragraph mark) and use the same shortcut.

	
	This feature is also visible in the first "More..." submenu of the Wordfast menu.


Demonstrate this point

	
	Tip: you can even shorten a segment by selecting a portion of the currently opened source segment and pressing the same Shift+Alt+Down shortcut.


Copy the source segment

The "CopySource" [image: image15.png]


 icon is used to copy the source segment over the target segment, for example when the source segment does not need to be translated and can be used "as is".

Expand/Shrink a segment

The Expand [image: image16.png]


 (Alt+PageDown) and Shrink [image: image17.png]


 (Alt+PageUp) shortcuts are designed to lengthen or shorten a segment when punctuation has gone in the way of segmentation. For example, it is very likely that the following segment:

This process was designed by Prof. Johnson one century ago.

was cut (segmented) after the unconventional "Prof." abbreviation. If this is the case, the Alt+PageDown shortcut, or the Expand icon, will let you expand the segment until its "natural" end. This operation can be repeated if the first use of Alt+PageDown does not allow you to reach the real end of the segment.

Conversely, Shrink lets you shorten a segment that was lengthened with Expand.

	
	A segment cannot be expanded beyond a paragraph mark, page break, end of cell in a table, etc.


Exercise

Translate the sample document to the end. Try and practice the various shortcuts you just learned. Ask the trainer for assistance when needed.

Provisional segments

When a segment is opened and you cannot finalize the translation (you want to get back to it later because some information is missing), this segment must be tagged as "provisional". To do so, use the F10 shortcut on the opened segment (reminder: a segment is said to be opened when the source segment and the target segment appear against colored backgrounds).

The F10 function key marks the segment as "provisional" with a purple tag, and moves you over to the next segment. It is possible to mark as provisional as many segments as needed.

Wordfast refuses to clean up a document if it contains at least one provisional segment. If this is the case, a warning pops up and the cursor is positioned at the first provisional segment found in the document.

To finalize a provisional segment: no segment being opened (no translation session being in progress), press the F10 function key on the document. Wordfast will re-open the first provisional segment, if it finds one. Finalize the translation and then validate the segment (by using the End-of-session shortcut, Alt+End, or by moving over to the next segment, Alt+DownArrow, or by any other action that validates the current segment). The segment is now final, and the purple tag disappears.

	 ! 
	If your client or your agency asks you to deliver uncleaned documents, you must verify that it does not contain provisional segments before delivering it. To do so, use the F10 shortcut once on every document before delivery. The reason is, your client may use another program to clean up files (like Trados Translators' Workbench). However, Wordfast "provisional segments" method is not implemented by other tools, like Trados.


Revision of a segmented document

You can revise (proofread) a document in any of the two following ways: 

1. by directly editing the target text in Ms-Word, without using Wordfast. If this is the case, make sure the hidden text (the source text and the delimiters) is made visible. To do so, (if needs be), use the [image: image18.png]


 icon in Ms-Word "Standard" toolbar, which displays all unprintable characters. Make sure you do not edit, delete, or otherwise modify, the purple delimiters.
You can use the Ctrl+Comma shortcut to toggle between a display of all source and target text, or of only the target text, as it would look like after clean-up. Note that you must return to a display of all source/target text, and delimiters, when you are actually editing text;

2. by using Wordfast to revise the document, opening segments if you need to edit them. This is the recommended, and sure, way. Note that even an unlicensed version of Wordfast can be used to revise or proof-read documents.

	 ! 
	If revision must be made on a paper document, note that when printing a document, it is possible that only visible text is printed, which renders revision difficult. To print a document with the hidden text, call up the "Print" dialog box using the File/Print menu, click "Options" and tick the "Hidden text" checkbox.


Session 2

Handling placeables

Overview

"Placeable" defines any term or expression, within the source segment, which Wordfast "recognizes" for any reason. Placeables are usually terms that can be transposed as they are into the target segment, during the translation process. Wordfast provides shortcuts to transfer placeables in the target segment. This method saves time and increases reliability.

Selection placeables

With a default setup, when no other command is provided, Wordfast considers the following elements as placeables:

10. All terms within the source segment which were recognized to exist in one of the active glossaries. These terms are normally highlighted in light blue color.

11. All numbers, or combinations of letters and numbers (for example: 120, or TT120).

12. Email addresses and URLs (web addresses).

13. Fields, footnotes and graphics.

The Previous Placeable (Ctrl+Alt+RightArrow) [image: image19.png]


 and Next Placeable (Ctrl+Alt+leftArrow) [image: image20.png]


 icons are used to select placeables. When a placeable is selected, it is boxed with a thin red line:
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Copying placeables

When a placeable is selected, the CopyPlaceable (Ctrl+Alt+DownArrow) [image: image22.png]


 icon can be used to insert the placeable at the insertion point (the cursor). Of course, the cursor must have remained in the target segment.

	
	If the placeable is a term that was recognized as belonging to one of the active glossaries (it is highlighted in blue in the source segment), Wordfast will not copy it, but copy the corresponding target term. 


Customizing placeables

Many other elements of a source segment can be defined as being placeables, so you can use the above-mentioned methods with them.

Customizing placeables is done with commands made active in Wordfast setup tab, in the "Pandora's box" sub-tab. If the textbox is empty, click the "Commands" button, then click "OK":
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Tick the "Enable PB" checkbox. Find the "Placeable=First_Cap" command and delete the underscore in it, so it reads Placeable=FirstCap. This "PB" command is now active. It will render "placeable" any word that begins with a capital letter, except for the first word of a sentence.

Demonstrate this point

The main purpose of this command is to make all proper nouns placeables, which is a great time-saver: you only have to select, then copy them. Even if the speed increase is modest, reliability is greatly improved.

Other "PB" commands can turn into placeables terms that are surrounded with some given characters, or which contain some given characters. This is very useful when translating texts that contain all sorts of untranslatable codes or parameters.

Cleaning up after translation

Once the document is translated and revised, it is possible to clean up the document to get rid of the source text, and the delimiters. There are two ways of cleaning up a document, depending on how it was revised:

General case (the "Tools" tab in Wordfast)

The revision was made directly on the document without using Wordfast, or it was made on another computer, with another translation memory. In this case, the translation memory did not record the various changes that were made after the initial translation.

Click the last icon [image: image24.png]


 of Wordfast toolbar. In the window that opens, click the Tools tab, then click the Select-Files sub-tab. Make sure the document you are about to clean up is ticked in the list of documents:
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Click the "Clean up" button. Wordfast will ask whether you want to update the Translation Memory. Clicking "yes" will allow Wordfast to verify all segments at clean up time and update the ones that were changed at revision time.

Clean up report

The first cleanup method, described above, generates a cleanup report, which is delivered in the form of an Ms-Word document. This document gives a count of all segments, words and characters (spaces included) in both the source and target segments, which can be useful for billing or statistics. This document can be saved or discarded, as you need.

In the case when you cleanup multiple documents, a final report will total all individual results.

Simplified cleanup method (the "QuickClean" icon in Wordfast toolbar)

If the document has been revised by opening all segments with Wordfast, and by using the same TM as when the document was originally created, the "QuickClean" icon in Wordfast toolbar can be used. This method is much faster, because it does not require verification of every segment. On the other hand, it does not produce a cleanup report.

Click the Quick-clean icon [image: image26.png]


 on Wordfast's toolbar.

	
	When a document is being cleaned up with Wordfast, with both methods, the document as it is before cleanup is backed up into a file with the same name, but with a .bak extension. It is possible to fall back on this backup document if, for example, the cleanup was performed by mistake. If you open the "File" menu in Ms-Word, you will see this backup document in the list of recent files, at the bottom of the menu.

	
	Note: we recommend archiving the backup versions of the segmented documents. Some after-delivery disputes cannot be resolved without this important document. Moreover, if a translation memory is lost by accident, cleaning up a copy of these backed-up segmented documents can re-generated the translation memory.


The "Analysis" feature

Overview

The "Analysis" function in Wordfast is primarily used to produce an estimate for a given project. Of course, this method deals only with translatable source text, as it is found in the documents that are to be translated.

Once a translation project is over, the cleanup tool will also produce a segment/word/character count for the target (translated) text.

Launching analysis

The analysis (as with all other tools) is done on a certain number of files that are selected first. There are two possibilities:

14. One or more documents are already opened in Ms-Word: The documents listed in the Tools/Tools tab in Wordfast are the ones that are currently opened in Ms-Word.

15. Wordfast is launched when no document is opened. The Tools/Tools tab in Wordfast lists documents and/or files that are found in Ms-Word current document folder, which is the last folder where you opened or saved a document. It is possible to navigate on the hard disk, as well as limiting the list to some types of files.
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The documents that are to be analyzed must be ticked in the list of documents before you click the "Analysis" button. Analyzed documents are read during analysis, they are not modified, and they are not saved.

The analysis report created after analysis details the following points:

ANALYSIS REPORT          16:14:40  01-06-2005

=========================================================

c:\My Documents\testdoc.doc

 Analogy     segments    words    char.    %

---------------------------------------------------------

 Repetitions      2     22     119   11%

 100%          0      0      0    0%

 95%-99%        0      0      0    0%

 75%-94%        0      0      0    0%

 0%-74%        12     182    1039   89%

 Total         14     204    1158

 (character count includes spaces)

Repetitions: this term refers to repetitions found within the documents that were analyzed (this does not concern the translation memory). For example, if a same sentence (segment) appears 3 times in the set of analyzed documents, the repetition counter will show 2 repetitions.

Analogies (match rate) per percentage: this is comparison made between the segments that are found in the documents and any matching source segment found in the translation memory.

Note that this count includes spaces.

The word count is made following a method upheld by Wordfast, but which is generally used by most translation tools. This word count is usually more "generous" than that of Ms-Word. For example, apostrophes and dashes separate words, so that in the example below:

L'argent de Louis-Philippe

Ms-Word will count three words, but Wordfast (and Trados etc.) will find five words.

Overall, a CAT tool word count may find 10% more words than an Ms-Word word count. The difference between Wordfast and Trados is about 1%, and usually less, when counting words in regular, untagged files.

Translators should agree with their client before engaging into a project as to which word count method should be used (Ms-Word, Wordfast) and on which basis (source or target text).

	
	Text found in headers and footers, as well as footnotes are included in Ms-Word word count. Text found in text boxes (elements that are distinct from the regular text flow in the documents; these elements can be clicked, revealing a dimensionable box around them – so these are not tables or text with a border) is not taken into account. 


Session 3

Terminology management

Overview

A good translation can be ruined with a bad terminology, and vice-versa. Many clients have an existing terminology (the "jargon" of their trade), which is often delivered to the translator under the form of a bilingual "glossary", amassed during previous translations. In this case, the final result should harmoniously integrate the translator's linguistic skill with the client's terminology requirements.

Wordfast offers various techniques that assist the translator in managing these terminology requirements:

· integrated glossaries, used right during translation, with active terminology recognition;

· a quick access to external dictionaries or databases, locally or through the web, using Ms-Word shortcuts;

· a context search in one or in many translation memories;

· a reference search (documentary search) in a set of raw documents;

· a quality-check feature to monitor, right during translation, the correct use of client terminology.

Glossaries

Overview
There are cases when the client asks the translator to deliver a glossary built over the course of the assignment or translation project. The translator must then create a glossary, and add project-specific terminology to it. Adding terminology can be done before translation (in an initial phase devoted to spotting and extracting terminology), or during the translation process itself.

In many cases, however, the client will provide a glossary of terms that was built during previous translations. The translator must then conform to the glossary, and may sometimes have to contribute to it.

Wordfast is designed to assist the translator in all the situations explained above. Moreover, Wordfast can simultaneously use up to three distinct glossaries during the same translation session. These glossaries are simple text files, in which columns are items separated with tabulators: the so-called, universal, tab-delimited text format.

Creating a glossary

Click the last icon [image: image28.png]


 of Wordfast toolbar. In the window that opens, click the Terminology tab, then click the Glossary 1 sub-tab. The following window should open (the information concerning the glossary itself may be different):
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Click the "New glossary" button. Wordfast creates a sample, English-French dictionary, made up of three lines (commonly referred to as entries). Each entry is made of a source term, followed by a tabulator, followed by a target term. This is a sample glossary, in which you can edit or delete existing terms. Note that Wordfast glossaries do not contain language definitions (language codes) so you can re-use the sample, EN-FR glossary even if your language pair is different.

Name and save the new document (the sample glossary) in "text-only" format, just as if it were a TM. This newly-created glossary now appears as the "Current glossary". Make sure the "This glossary is active" checkbox is ticked – but it should already be ticked at this point.

Selecting an existing glossary

Use the "Select glossary" button to select an existing glossary. In the "Open" dialog box, make sure the list of "File types" is positioned on "Text files (*.txt)" so you may see all Text files. Open the sample glossary that was provided by the trainer (sampleglo.txt).

Using a glossary

In the "Terminology/Glossary 1" tab in Wordfast, make sure the "This glossary is active" checkbox is ticked.

Click the "Reorganize" button. This forces Wordfast to sort and index the entire glossary.

Close Wordfast.

Open a segment in the sample document provided by the trainer. At least one of the source terms listed in the glossary should be present in the segment that you open with the Alt+DownArrow shortcut. Once the segment is opened, the terms that are "recognized" by Wordfast as being in the glossary are highlighted in blue as in the figure below:
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In the above screenshot, the "double-furnace boiler" and "implements" terms were found to be part of the currently active glossary. This is why they are highlighted. The Ctrl+Alt+LeftArrow and Ctrl+Right+RightArrow shortcuts can now be used to select any of these terms. A term is selected when it is boxed in red. 

Select one of the highlighted terms, then a second one if applicable.

A few operations are now possible.

Insert a target term at the position of the cursor

The Ctrl+Alt+DownArrow shortcut will insert the target term corresponding to the selected and recognized source term at the position of the cursor.

	
	Of course, the cursor must have remained in the target segment. It is not necessary to "quit" the target segment to select a highlighted term.


Open the glossary editor on a selected term

The Ctrl+Alt+Enter shortcut allows you to open the glossary editor, which should display the selected term. This would allow you to see the entire entry, to edit it, or to search the glossary for other terms.
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Adding terminology

The Ctrl+Alt+T shortcut allows you to add pairs of terms to a glossary during a translation session, and even when no translation session is in progress. This process is in two steps:

16. Select a source term (with the mouse or the keyboard) Press Ctrl+Alt+T. Ms-Word status bar confirms the selection of the source term.

17. Select the target term (with the mouse or the keyboard) Press Ctrl+Alt+T. At this point, a Terminology addition dialog box opens up. You can verify the two terms, edit them if needed, and perhaps add a comment. The F1, F3, and F3 fields are also available to add codes as needed. You can freely decide how to use them. For example, the F1 field could receive a client code, the F2 field, a subject code, etc.

You can also specify in which glossary the pair of terms should be added, in case you use more than one glossary. The three checkboxes are preset according to the most recent selection .
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Click "Ok" to add the pair of terms of the specified glossary(ies).

Fuzzy terminology recognition

Every time a translator opens a new segment, Wordfast must verify the possible presence of any of the source terms in the currently active glossary(ies). This operation is also called terminology recognition (TR). Recognized terms are then highlighted in blue in the source segment.

TR aims at "matching" terms in the source segment to terms in the glossary. If this matching is not fuzzy, it is possible for Wordfast not to "see" terms because of their inflections (the source segment contains flywheels while the glossary contains just flywheel). To solve this problem of inflections, two matching modes can be defined: an automatic mode, and a manual one.

If the "Use fuzzy terminology recognition" checkbox is checked in a glossary tab in Wordfast, then terminology recognition is set to fuzzy. This fuzzy terminology recognition uses a statistical – not linguistic – method to get at terms. It proceeds by gradually stripping ending letters to lemmatize terms, that is, get at their roots. This raw method is done within certain bounds, and has limitations. This method gives acceptable results for technical jargon, which is often made of multi-word expressions, and which if rather made of longer words. Terms like "double- furnace boiler" or "flywheel" will be always found, even if they are inflected (in plural form, for example).

If the source terms in a glossary contain asterisk as in the example given in the above figure, then Wordfast will be able to find flywheel, flywheels, and even the unlikely flywheeled. This mode is called the manual fuzzy terminology recognition mode (MFTR).

When the client delivers a glossary at the beginning of a project and the deadline is short (the usual case), using the Automatic Fuzzy Terminology Recognition (AFTR) mode is recommended. Once the project is completed, it is advised (if the glossary is kept for other projects) to review every source term and manually add asterisks to make fuzzy terminology recognition more reliable.

Opening the glossary in a drop-down list

A glossary can be also viewed and consulted in a drop-drown list available right from within an Ms-Word toolbar. This allows very fast consultation and access to terminology. To do so, select a source term with mouse or keyboard in the source segment and use the Ctrl+Alt+G shortcut. A drop-down list should now appear in an Ms-Word toolbar, which you can open.
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Wordfast glossary editor

Overview

The glossary is a database in which Wordfast records terminology which makes terminology recognition possible. A database is a set, or collection of, records; records are here called "entries" and they appear as "lines". A glossary entry contains the source term, the target term, an optional comments and fields. These fields can be used to add user-defined codes pertaining to the domain, subject, etc.

The format for Wordfast glossaries is "tab-delimited text". This format can be opened with NotePad (Windows' own "small" text editor), Ms-Word, etc.

Importing terminology

If your client has sent you a glossary, chances are, it's in the form of a columned document (source term, target term, comments). This could be an Ms-Word document, or an Excel spreadsheet.

Importing terminology is usually done with the clipboard – copy and paste.

Example 1: the client glossary is in Ms-Excel format.

18. Open the glossary with Ms-Excel.

19. Make sure column A contains source terms, column B contains target terms. Move or swap columns if needs be.

20. Select all cells that contain terminology and use the Edit/Copy (Ctrl+C) feature in Ms-Excel.

21. Close the client glossary, but keep Ms-Excel opened.

22. Open a Wordfast glossary with Ms-Excel. When opening it with Ms-Excel, confirm that it's a tab-delimited text.

23. Position the cursor right below the last entry in that glossary.

24. Use the Edit/Paste menu, or the Ctrl+V (Paste) shortcut.

25. Close Ms-Excel and confirm that the glossary should be saved.

Example 2: the client glossary is an Ms-Word document with a table.

26. Open the glossary with Ms-Word.

27. Select the columns that contain source and target terms.

28. Use the Edit/Copy menu, or the Ctrl+C (Copy) shortcut.

29. Open a Wordfast glossary with Ms-Word, put the cursor right below the last entry, and use the Edit/Paste (Ctrl+V) function.

30. Save the document as text-only.

The Glossary editor

Close Wordfast if needed. You are now In Ms-Word.

If the glossary toolbar is not visible, have it displayed using the Ctrl+Alt+RightArrow shortcut:
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Click the [image: image35.png]


 on the glossary toolbar. The following window should appear:
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Shortcuts and methods of the glossary editor

This window is an editor that gives direct to the glossary. The following shortcuts will let you act or interact with the glossary entries:

	Enter
	Edit an entry.

	Delete (Del)
	Delete an entry. Note that this action does not prompt you for a confirmation because it can be reversed: pressing the Delete key again will "resurrect" the deleted entry.

	Ctrl+Delete
	Permanently erases the entries that were deleted using the simple "Delete" method described above. This action cannot be reversed: this why a confirmation is required.

	SpaceBar
	Mark an entry. This marking is done to prepare some entries for later actions like "Copy", "Delete" etc.

	Ctrl+C
	Copy marked entries. Entries are not copied in the system clipboard (Windows or Mac OS), but in a clipboard that belongs to Wordfast, and whose size is unlimited.

	Ctrl+X
	Cut. This shortcut has the same result as the "Delete" key, but this time, all marked entries will be cut or deleted; the Ctrl+Y shortcut can undo this operation.

	Ctrl+V
	Paste the entries copied with Ctrl+C or Ctrl+X at the end of the glossary. Newly-pasted entries are marked.

	Ctrl+A
	Mark (or unmark) all entries in the glossary.

	Shift+Ctrl+A
	Reverse the current mark pattern.

	Ctrl+D
	Toggle the display between display all entries and display only marked entries.

	F7
	Open the "Filter or sort" dialog box to set filters, or to sort the glossary.

	Ctrl+O
	Open another file (another glossary).


Do some practice on the above (the trainer does and comments every operation):

· Delete an entry, then undelete it.

· Mark all entries.

· Unmark all entries.

· Mark three entries at random.

· Reverse the current mark pattern.

· Reverse the current mark pattern again.

· Cut the three marked entries.

· Paste the three cut entries; locate them (at the end of the glossary).

· Display only marked entries.

· Display all.

The Ctrl+O shortcut.

This shortcut has the same function as the "Select glossary" function in a Wordfast > Terminology management > Glossary tab. It allows you to change the currently active glossary.

The "Filter and sort" dialog box

The F7 function key (or clicking the "Tools" button, or clicking on column headers) opens up the advanced management tools, which are described in the intermediate (level 2) training session.

Note the Special filters list. These filters are preset to execute operations on the glossary such as:

	Mark redundant entries (same source)
	This filter marks redundant entries, meaning, entries that have the same source term. This filter only marks entries. You can then cut them with the Ctrl+X shortcut, then use Ctrl+Delete to permanently erase them.

	Mark redundant entries (same source+target)
	This is the same filter as the previous one, but it considers entries to be redundant if they have the same source AND target terms.

	Reverse source and target
	This filters reverses source and target columns.

	Rewrite Glossary as Unicode
	This filter rewrites the glossary in Unicode format.


Session 4

Quality control functions

Overview

Wordfast offers statistical functions that are designed to monitor typography or terminology during the translation process. These functions are not absolutely fail-proof, like most spell-checkers: they supplement the translator's vigilance and skill, they don't replace them.

Typography functions

Start the Wordfast setup window by clicking the last icon ([image: image37.png]


) on Wordfast toolbar. Click "Setup" then "QA". The following screen should now appear:
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where several Quality Assurance features can be selected by ticking the corresponding check boxes, such as the Glossaries used for terminology checking.

	
	


Spelling and grammar check functions

The two lines (Spell-check the current segment and Grammar check current segment) allow the user to activate the spellchecker and/or the grammar checker during translation sessions, when a segment is opened. These two options are not checked in Wordfast default setup. There are two reasons why:

31. a majority of translators wish to concentrate on meaning (source-target accuracy) during the first phase, leaving spell/grammar (a target-only task) to the revision stage;

32. some versions of Ms-Word may run out of memory when this option is activated and too many errors are found: spell/grammar check can drain the system resources, which are already heavily used by the Wordfast/Ms-Word combination. If the document itself is complex, the stability of Ms-Word can be affected. In this case, disabling real-time spell/grammar check is recommended.

Checking untranslatable elements

In most cases, untranslatable terms of a source text must be found unchanged in the target text. Numbers are usually untranslatable elements (unless conversions are needed), as well as URLs, email addresses, fields, graphics, footnote numbers, etc.

When you check the "Identical untranslatable in source/target segments" checkbox, Wordfast verifies that the above-mentioned supposedly untranslatable elements are found in the target segment when you validate a segment.

Wordfast will simply warn the translator if a source untranslatable element is missing or changed in the target segment. Of course, the translator can choose to force the segment as it is, or get back to it and edit it as needed.
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Tag verification

The Identical tags in source/target segments option is for making sure the translator has transferred tags from the source segment to the target segment. The translation of tagged documents is described in the intermediate (level 2) training session.

Bookmark checking

The Identical number of bookmarks in source/target segments option is for making sure the translator has transferred bookmarks from the source segment to the target segment. Bookmark handling is described in the intermediate (level 2) training session.

	 ! 
	These Quality-check options are active if the Enable the following QC options during translation checkbox is ticked.


Translation memory (TM) management

Overview

The Translation Memory (TM) is the database where Wordfast records all translations made by the translator. A database is a set, or collection of, records; records are here called Translation Units (TU) and they appear as "lines" in the TM editor or in a text editor. A TU contains the source and target segments, the creation date and various administrative details.

The format for Wordfast TM is "tab-delimited text". This format can be opened with NotePad (Windows' own "small" text editor), Ms-Word, etc. Once a TM is opened, TUs can be referred to as lines.

Create/Select a Translation memory

At any given time, Wordfast uses only one central TM (Wordfast can also use a so-called Background TM, or BTM). This TM can be created as previously explained. It is also possible to select an existing TM. To do so, click the last icon [image: image41.png]


of Wordfast toolbar. The Wordfast setup window appears. Click the "Translation memory" tab, then click the "TM" tab. To change the active TM, click the "Select TM" button.
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The "Reorganize" button forces Wordfast to read the entire TM and re-create the index that allows it to find entries ("matches"). Normally, it is not necessary to use that button, because Wordfast is capable of detecting whether a TM needs to be reorganized.

The "Reorganize" action also compacts the TM by erasing unnecessary information. This is why it is advised to reorganize a TM before sending it to a colleague, or before archiving it.

Also, if you feel that Wordfast is no longer able to spot matches that you know for sure are present in the TM, use the "Reorganize" function.

Importing a TMX Translation Memory

To import a translation memory in TMX format, simply use the "Select TM" button.

In the "Open" dialog box, set the "File type" list of formats to "All files (*.*)", otherwise, TMX files that typically have a .tmx extension, will not be visible.

Once the TMX file is selected, Wordfast converts it to its own TXT format and this new file (which now has a .txt extension) becomes the active TM.

The original TMX file is not affected: it is only read, not changed or modified.

The Translation Memory editor

Close Wordfast if needed.

Click the last icon [image: image43.png]


 on Wordfast toolbar. The following window should appear:
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Shortcuts and methods of the TM editor

This window is an editor that gives direct to the TM. The following shortcuts will let you act or interact with the TM entries:

	Enter
	Edit a line

	Delete (Del)
	Delete a line. Note that this action does not prompt you for a confirmation because it can be reversed: pressing the Delete key again will "resurrect" the deleted entry.

	Ctrl+Delete
	Permanently erase the entries that were deleted using the simple "Delete" method described above. This why a confirmation is required.

	SpaceBar
	Mark a line. This marking is done to prepare some entries for later actions like "Copy", "Delete" etc.

	Ctrl+C
	Copy marked entries. Entries are not copied in the system clipboard (Windows or Mac OS), but in a clipboard that belongs to Wordfast, and whose size is unlimited.

	Ctrl+X
	Cut. This shortcut has the same result as the "Delete" key, but this time, all marked entries will be cut or deleted.

	Ctrl+V
	Paste the entries copied with Ctrl+C or Ctrl+X at the end of the TM. Newly-pasted entries are marked.

	Ctrl+A
	Mark or un-mark all lines (entries) in the TM.

	Shift+Ctrl+A
	Reverse the current mark pattern.

	Ctrl+D
	Toggle the display between display all entries and display only marked entries.

	F7
	Open the "Filter or sort" dialog box to set filters, or to sort the TM.

	Ctrl+O
	This shortcut is used to open another TM.


Do some practice on the above (the trainer does and comments every operation):
· Delete an entry, then undelete it.

· Mark all entries.

· Unmark all entries.

· Mark three entries at random.

· Reverse the current mark pattern.

· Reverse the current mark pattern again.

· Cut the three marked entries.

· Paste the three cut entries; locate them (at the end of the TM).

· Display only marked entries.

· Display all.

The Ctrl+O shortcut.

This shortcut has the same function as the "Select TM" function in the Wordfast > Terminology management > TM tab. It allows you to change the currently active TM.

The "Filter and sort" dialog box

The F7 function key (or clicking the "Tools" button, or clicking on column headers) opens up the advanced management tools, which are described in the intermediate (level 2) training session.

Note the Special filters list. These filters are preset to execute operations on the glossary such as:

	Mark redundant entries (same source)
	This filter marks redundant entries, meaning, entries that have the same source segment. This filter only marks entries. You can then cut them with the Ctrl+X shortcut, then use Ctrl+Delete to permanently erase them.

	Mark redundant entries (same source+target)
	This is the same filter as the previous one, but it considers entries to be redundant if they have the same source AND target segments.

	Mark redundant entries (same source+target+attributes)
	This is the same filter as the previous one, but it considers entries to be redundant if they have the same source segment, target segment AND attributes. Attributes are explained in the intermediate (level 2) training session.

	Reverse source and target
	This filters reverses source and target segments, as well as source and target language codes.

	Rewrite TM as Unicode
	This filter rewrites the memory in Unicode format.

	Export TM as TMX
	This filter exports the current TM in TMX format. This is useful if you want to re-use the TM with other translation tools that are TMX-compliant.


TM optimization

This is a vast chapter, and it is explained in greater detail in the intermediate (level 2) training session.

The re-use counter of a Translation Unit (TU) indicates how many times a TU was re-used "as is", without editing or changing it.

TMs keep growing up to a point when they can outgrow the capacity of your computer or of Wordfast to respond with reasonable speed. 360,000 TUs can be considered a "very large" TM – it takes an average translator three years of full-time work to reach that quantity.

A brief survey shows that a majority of TUs have very little or no chance to "come back", that is, to be found as 100% matches in later translation jobs, while a minority of TUs keep coming back. This is even truer for specialized translators who constantly see recurring text (legal translators, people specializing in contracts, or working mostly for the same client).

A TM compression can prove to be fruitful when the TM is larger that 100,000 lines, and even before that level is reached. The intermediate (level 2) training session shows how to use fine parameters to selectively delete TUs. We will show one example of how to delete all TUs that have a re-use counter of zero. This is the most commonly used "TM optimization" method.

	 ! 
	Before going any further, back up your TM (or else, work on a copy of your TM).


· Open the TM editor

· Make sure no TM is marked (use the Ctrl+A shortcut twice).

· Press F7 or click the "Tools" button. Enter the following filter: Counter = 0 then click OK.

· Use the Ctrl+X shortcut to cut all marked lines.

· Use the Ctrl+Delete shortcut to permanently erase all marked lines.

Background Translation memory (BTM)

Overview

A background Translation Memory (BTM) is a regular Wordfast TM which is used in a read-only format, and which only proposes 100% matches.

Selecting a BTM

Click the last icon [image: image45.png]


of Wordfast toolbar. The Wordfast setup window appears. Click the "Translation memory" tab, then click the "BTM" tab. To select a BTM, click the "Select BTM" button.
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The "Sort BTM" button must be clicked at least once, to sort the BTM. A background translation memory (BTM) is a regular Wordfast TM, which has been sorted on source segments.

	 ! 
	We recommend using a copy of a TM as BTM.


A message in the status bar, and a beep sound, will warn you when a proposed match comes from the BTM rather than from the TM. 

When Wordfast finds two 100% matches, one in the TM and one in the BTM, the BTM match will be proposed. It still possible to consult the TM proposition by using the Ctrl+Alt+M shortcut or the [image: image47.png]


 icon. At this point, if the TM proposition is preferred, it can be copied into the target segment with the Shift+Alt+Insert shortcut.

Appendix 1 : Wordfast installation assistance

Automatic installation

With versions of Ms-Word higher than Ms-Word 97, use Ms-Word Tools/Macros/Security dialog box, set security to "low". If you see a "Trusted sources" pane, check all options present in it. Then close Ms-Word and open it again before automatic installation can be done.

To perform an automatic installation, start Ms-Word, open the wordfast.dot template using Ms-Word File/Open dialog box (as when opening regular documents), enable macros if prompted to do so, and double-click the "Install Wordfast" button.

Systems using Unicode, like Chinese, Japanese, Korean, Russian, CE, Arabic, Hebrew etc should read the note on using Latin-character path (folder) names and file names
Automatic installation is the only case when you actually open wordfast.dot as a document. After installation, wordfast.dot has been added as a startup template and resides in Ms-Word Tools/Templates & Add-Ins dialog box. Wordfast.dot does not need to be opened as a document again.

Manual installation

Manual installation should be used if the automatic installation fails. When performing a manual installation, wordfast.dot should not be opened as a document, but added to Ms-Word list of templates, as follows:
Close Ms-Word. Copy the file wordfast.dot into your Ms-Word Startup folder. Here are the typical locations for such folders (yours may be different):

Ms-Word 97 (all systems)

...\Program files\Microsoft Office\Office\Startup

Ms-Word 2000 and above:

Windows 9x: ...\Windows\Application Data\Microsoft\Ms-Word\Startup

Windows NT: ...\WinNt\Profiles\User name\Application data\Microsoft\Startup

Windows 2000, XP: ...\Documents and settings\User name\Application data\Microsoft\Ms-Word\Startup

MacIntosh:

 ...:Microsoft Office 98:Startup

 ...:Applications:Microsoft Office X:Office:Startup:Word
The exact location of your Startup folder is given by Ms-Word in the Tools/Options/Default folders (or Edit/Preferences/Default folders on some Mac versions) dialog box. If no startup folder is specified in this dialog box, please specify one. Ms-Word must have a startup folder for add-ons to be loaded at startup time. If you cannot see your Ms-Word Startup folder in your hard disk, see the note below on hidden folders.

Systems using Unicode, like Chinese, Japanese, Korean, Russian, CE, Arabic, Hebrew etc should read the note on using Latin-character path (folder) names and file names.

Open Ms-Word. If you do not see the Wordfast icon, use Word View/Toolbars menu to check the Wordfast toolbar. If this menu does not have a "Wordfast" option, see below.

Another manual installation (if the above method fails): Start Ms-Word. Use Ms-Word Tools/Templates & Add-Ins dialog box. Click the "Add" button, find then add wordfast.dot. Note that every time your start Ms-Word, you will have to use the same dialog box, and check the "Wordfast" template.

If no automatic and no manual installation works:

1. Create a new folder at the root of your hard disk, for example C:\Wordfast or C:\Program files\Wordfast. Copy wordfast.dot into that newly-created folder.

2. Start Ms-Word. Use the Tools/Options/Default folders, click the Startup folder, then click the change button and specify the newly-created folder so it becomes the new Startup folder. Close and re-start Ms-Word. If the Wordfast toolbar does not appear, use the View/Toolbars menu to activate it.

3. If step 2 still does not work, in Ms-Word, use the Tools/Templates & Add-Ins dialog box, click the "Add" button to add the wordfast.dot template jus copied in step 2. If the Wordfast toolbar does not appear, use the View/Toolbars menu to activate it.

Note 1: If you have difficulty locating Ms-Word Startup folder: start Ms-Word, see Tools/Options then Default folders. Make a note of the startup folder full name.

Note 2: If, at any time, Ms-Word asks you whether you want to "save" changes made to the Wordfast template, answer no. The Wordfast template should stay unchanged.

Note 3: Having Wordfast.dot in Startup will activate Wordfast every time Ms-Word is started. If Wordfast.dot is copied into Templates, you will have to open the Tools/Templates dialog box, click the Add button, select Wordfast.dot and press OK. You should never open Wordfast.dot as a document.

Note 4: Mac "classic" OS users, please read the note on allocating sufficient memory to Ms-Word, in the troubleshooting section, as well as the note on the PPC registration database preference file.

Note 5: Ms-Word 2000 or above: use the Tools/Macro/Security menu to set the security level to low, then restart Ms-Word.

Note 6: Ms-Word 97 users: see the troubleshooting section on Ms-Word 97

Note 7: If you have two different versions of Ms-Word on the same hard disk, have two copies of Wordfast, one in each "Startup" or "Templates" folder for each version of Ms-Word. This way, each wordfast.dot will have its own INI file, where its own license number will be kept. Apply twice to receive a license number for each version of Ms-Word, since each version of Ms-Word will make Wordfast produce a different Install number.

Click the blue/green icon in Wordfast toolbar.

If this icon does not appear, use the Tools/Templates & Add-ins menu. In the Templates dialog box, click the "Add" button, find Wordfast.dot in your hard disk and open it. Close the Templates dialog box.

A toolbar with a single blue/green icon should appear. Click it: the full toolbar should expand, and look like this:
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