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Introduction

Introduction

As a technical translator and localization consultant, I've been continually
surprised at the lack of technical expertise and knowledge about software
tools among many translators and project managers. I've seen countless
hours wasted on tasks that could have been done automatically or in a
fraction of the time. And as an editor, I've often struggled to improve texts
that were translated with an adequate level of linguistic or subject-matter
expertise, but whose quality was sub-par because the translator didn't know
how to use the necessary tools or formats.

At some point after it became common for translators to use computers for
their work, it seems that many of us became convinced that we were really
not smart (read: technical) enough to become proficient computer users. The
irony is that many of us translate highly technical and complex subject matter
every day. There is no lack of intelligence among us—merely a prevailing not-
smart-enough-for-computers fallacy that we have bought into.

It is time to adopt a new paradigm for our profession: Not only is it acceptable
to use computers well—it is critical to our success.

The Purpose of This Book

This book attempts to bridge the gap between our technical paralysis and our
potential. It provides translators with an overview of the technical issues that
most of us are regularly confronted with. It starts with basic activities such as
zipping and unzipping files and file management in Windows, and then moves
on to more complex tasks such as working with desktop publishing
applications and conversion issues.

If you’re completely comfortable with your software equipment and your level
of technical translation expertise, you probably won’t need to read this book.
But if you feel that you could use your computer time more efficiently, |
encourage you to continue reading.

The Translator’s Tool Box - © International Writers’ Group, LLC 1



Introduction

I have focused primarily on a Windows-based environment not because |
think that Windows is better than any other operating system, but because it
is the most commonly used environment among translators and certainly the
best supported among translation-related tools.

It is important to remember that Windows operating systems can run on
either a traditional Windows PC or any other computer that supports
Windows through a virtual environment, including Intel Macintosh
computers.

a4k %

Oh, and in case you wondered about the little fellow that accompanies all the notes
and can be admired on the cover of this book. This is Jeromobot, the patron saint of
the modern translator!

The specific product names that | feature in the tutorials are not necessarily a
reflection of any favorable judgment on these in comparison with other
competing products. Instead, they represent either the most commonly used
products or the ones that I am most familiar with.

How to Read This Book

This book is not a tutorial on what to do or not to do with your computer.
Instead, it is a list of suggestions based on what has worked well (or not so
well) for me. Think of it as a tool box from which you can choose the tools that
may be appropriate for you at any certain time.

The comprehensive index at the end of the book will help you to quickly find
the information you need. To help you find some of the "tips and tricks" that |
list throughout the book, | have preceded the alphabetical index with a "How
to" section. Because you may not know exactly what you are looking for, |
encourage you to actually read or at least scan through the book.

Finally, read with courage and creativity! Computers and the plethora of
specialized software programs are powerful tools for translation, tools that are
more accessible and affordable than ever before. And with this tool box at
your disposal, the only limits to your craftsmanship as a translator are the
boundaries you set for yourself.
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How to Read The Updated Version of This Book

If you’ve used this book before, you may be primarily interested in the many
changes to this latest edition. 1 have posted an update log at
www.internationalwriters.com/toolbox/corrections.txt that contains detailed
information on what has changed between different versions.

Oh, and one more thing. This book is designed in a printer-friendly format, so
you can certainly go ahead and do that. But please consider the environment
before you contemplate printing the whole tome!

The Translator’s Tool Box - © International Writers’ Group, LLC 3
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Operating Systems

The most important program that runs on a computer is the "operating
system." Operating systems provide a software platform on top of which
other programs, called "application programs,” can run. Because the
application programs must be written to run on top of a particular
operating system, your choice of operating system largely determines
the applications you can run.

d bk

Software programs tend to inspire either a visceral love or hate response
among their users, and this is probably nowhere more true than with
operating systems. Generally, Mac and Linux users love their operating
systems (and shake their heads about everyone else, especially Windows
users). Windows users often dislike their platform, but they use it because
many of the programs they want or have to use are not available for the other
operating systems, or they would have to be run on a relatively expensive PC-
emulator program on top of a Mac or Linux platform. With the arrival of
Windows 2000 and its successors, however, Windows users should not feel
quite as unfortunate anymore. These versions are infinitely more stable than
any of their predecessors, and they have many features built into their
systems that make it easier for translators to use.

The Benefits of Windows 2000 and Higher

These operating systems are essentially upgrades of the Windows NT series—
the operating systems widely used by corporations with large networks—
rather than the "home™" series (Windows 95, 98, and ME). For you as a user,
this means first of all an increase in stability. More importantly, there is a
significant difference in the way that the NT kernel (the central module that
runs the operating systems) runs programs: in case of an application failure,
the operating system remains stable, resulting in (believe it or not, dear
Windows 95/98/ME user) no reboots after application crashes. While this is an
improvement for all users, Windows 2000, XP, Vista, and 7’s method of
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handling Unicode and non-Western languages is of particular benefit for
translators. It is possible to process non-Western text, including double-byte
(Japanese, Chinese, Korean) or bi-directional text (Arabic, Hebrew), without
any additional programs or utilities.

Unicode is a standard for representing characters as integers. Because it

F ¥
T ~ is possible to represent all characters of all known languages with

J’ Unicode, there is no longer a need for different character sets (or "code
& 4w = pages") between languages. See also page 156.

Multilingual display thanks to Unicode:

Catala - Deutsch - English - Espafiol - Francais - Italiano - Nederlands - 54555 - Norsk (bokmal) - Polski - Portugués - Pycckuit - Romana - Suomi -
Svenska - Volapik - 37

iz - Asturianu - Azerbaycan / AL - FEofEn AféAT - Bosanski - Brezhoneg - Bbnrapeku - Cesky - Cymraeg - Dansk - Eesti - EAAVIKd -
Esperanto - Euskara - s Galego - 1204 - Ta=1 - Hrvatski - Ido - Bahasa Indonesia - Islenska - nny - Basa Jawa - Joorgenn - Kurdi / st -
Latina - Lumbaart - Latvie3u - Létzebuergesch - Lietuviy - Magyar - MakefoHckn - TRIET - Bahasa Melayu - <9T= ¥ITST - Norsk (nynorsk) - Nnapulitano -
Occitan - Piemontéis - Plattdiidtsch - Shqip - Sicilianu - Simple English - Sinugboanon - Slovenéina - Sloveni€ina - Cprcku -
Srpskohrvatski / CprickoxpsaTcky - Basa Sunda - Tagalog - Gl - Senib - "Iy - Tiirkge - YkpaiHcska - Tigng Viét

TN ']D‘W T

Afrikaans - Alemannisch - hfC’F - Aragonés - Arméneashce - Arpitan - Kreyol Ayisyen - Ban-lm-gi - Basa ( T - ST - Boarisch - Corsu -
“Yaimaw - Dettsch + NI - Eald Englisc - Feroyskt - Frysk - Furlan - Gaeige - Gaidhlig - &30 / X ¥ 3 » Luubphil - Hurn]userbsce lokane - Interingua - 1por seszar + #35 - Kapampangan -
Kasz&bsczi - Kernewek - Ladino /13y - Ligure - Limburgs - Lingala - 220080 - Mahi - Maori - Mowron - Nahuatiaht5li - Nedersaksisch - ST - Nouormand - Novial - O'zbek - T - Pangasinan -
# - Kasarua - Ripoarisch - Rumantsch - Runa Simi - T - Samegiela - Scots - Kiswahil - Tarandine - Tatarca - Towwks - Lea faka-Tonga - 2 - Véneto - Véro - Walon - West-Viams - Winaray -
w - BEE - Yoriba - Zazaki - Zemattéska

(W oo AT

eumire  AVafie'd - ABap - Aymara - Bamanankan - Bawmopt - Bikol Central - 5535 - Chavacano de Zamboanga - Diné Bizaad - Dolnoserbski - Emiglan-Rumagnal - Evegbe - Gaelg - <18 1l -

ThTISE - Hak-ki-fa / FSEL - ‘Olelo Hawai'i- Igbo - A=7D" f Inuktitut - Interlingue - FFATT / 5se2% - 20711 - Kongo * Kaipruiswa - uaanana - lojban - Malagasy - Mazarini/ s -

Ming-d&ng-ngu - MonaoEsHACKS - suaoo - Ekakairl Naoero - Nehiyaw8win / ="a5T:4" - Norfuk / Ptkern - Hoxuuiis - I - Afaan Oromoo « TR - il / _okes, - Papiamentu - Qunimtatarca -

Romani / TATT - Kinyarwanda - Gagana 5amoa - Sardu - Sestersk - So@ » i - CnostHbCrs « Af Soomaali- Reo Tahiti - Tagbaylt - Tetun - +-IC7 - Tok Pisin « 6 W¥ - Tiirkmen - Yamypr -
4352 Uyghur - Tshivenda - Wollof - 245 - Zetuws - 5iZuly

Other - Weitere -0

W
=

lista jezykow - % # 38 ¥ - [lpyrue sisbikn - Aliaj lingvoj - CL2 @101 - Ngén nai khic
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There are even multi-language versions of these operating systems that allow
you to switch the user interface between 24 (2000), 33 (XP), 30 (Vista), and
36 (7) languages. While the multi-lingual versions for Windows 2000 and XP
were difficult to obtain for anyone outside the Microsoft Development Network
(MSDN—see http://msdn.microsoft.com/en-us/goglobal/bb688178.aspx) with
the versions before Vista, they are now offered as an integral part of Windows
Vista Ultimate and 7. To change the display language in Windows Vista or 7
Ultimate, select Start> Control Panel> Regional and Language Options
and make a selection or install an additional language under Display
language.

E Regional and Language Opticns @
Keyboards and Languages | Administrative

Keyboards and other input languages

To change your keyboard or input language click Change keyboards.

[ Change keyboards... ]

How do I change the keyboard layout for the Welcome screen?

Display language

To install or uninstall languages that Windows can use in menus and
dialogs, click Install/uninstall languages.

’ @InstallfuninstallIanguages... ]

Choose a display language:
[Engtish -]

MNederlands

How can [ install additional languages?

[ QK H Cancel ] Apply

Figure 1: Switching the display language in Windows Vista

For a language professional, in my opionion this feature would be the

7
b only reason to purchase the Ultimate version of Windows 7 (or Vista).

d b=k 4
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If you prefer the "classic" Windows look with your version of Windows XP and
higher, you can select this in three different areas.

You can change to the less task-oriented but more precise classic view of the
Control Panel under Start>= Control Panel> Classic View. (The instructions
in this primer are all related to the Classic View of the Control Panel).

v Control Panel »

# Control Panel Home . .
System and Maintenance User Accounts

Get started with Windows @ Add or remove user accounts
Back up your computer

Cla

Appearance and
Personalization

Change desktop background
Customize colors

Adjust screen reselution

Security

Check for updates

Check this computer's security
status

Allow a program through
Windows Firewall

Clock, Language, and

—, Network and Internet Cl™ Region
View network status and tasks o Change keyboards or other input
Set up file sharing methods

Hardware and Sound Ease of Access

Play CDs or other media Let Windows suggest settings
automatically Optimize visual display
Printer

Recent Tasks M
ouse e .
Change the theme Additional Options

Uninstall a program Programs
Check this computer's security 2 Uninstall a program
status Change startup programs

Figure 2: Switching into the "Classic View" of the Control Panel in Windows Vista

8 The Translator’s Tool Box - © International Writers’ Group, LLC
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To change the "theme," i.e., the general appearance of dialogs, windows, and
menus to the old look, select Start> Control Panel> Display> Themes=>
Windows Classic (XP) or Start> Control Panel> Personalization>
Theme> Windows Classic (Vista and 7).

e Th_-eme i F
— - .
Themes

A theme is a background plus a set of sounds, icons, and other
elements to help you personalize your computer with one dick.

Theme:
[Modiﬁed Theme - ] Save As... Delete
Modified Theme
My Current Theme
Windows Vista
Windows Classic
Browse. ..
Active Window
Window Text

Figure 3: Switching into the "classic" view in Windows Vista

And lastly, the Start menu can be switched to the classic menu by selecting
Start> Control Panel> Taskbar and Start Menu> Start Menu=> Classic
Start Menu.

The Translator’s Tool Box - © International Writers’ Group, LLC 9
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Windows Explorer

10

The most helpful and often-used Windows component on my computer is the
Windows Explorer.

In Windows 2000 and higher, Microsoft has tried to hide the Windows
Explorer in relative obscurity by placing it within the Accessories folder
(Start> Programs> Accessories> Windows Explorer). To more
quickly open the Windows Explorer, right-click on any folder or the
Windows Start menu and select Explore, or press the key combination
WINKEY (the key with the Windows icon to the left of the spacebar on most
keyboards)+E.

d b=k 4

The Windows Explorer is the application where most of my file management
activities take place; where | can easily sort files by name, date, size, or type;
and where | can customize the breadth of my searches for files and folders.

In most editions of Windows, clicking on the Explorer icon opens the Explorer
in the My Docunent s folder. This is helpful if most of your work files are
located there, but I always found this a nuisance when | wanted to access
Program Fi |l es, W ndows, or other main folders on my main C: drive.

Here’s a great way to either have several shortcuts for different purposes or
(my preference) one shortcut to the Explorer that simply opens right on top of
the C: drive.

Right-click any blank part of the Desktop and select New=>= Shortcut. Type
(or copy and paste):

explorer /e,/root,c:\programfiles (to open Program Files—you can
substitute any other path)

expl orer /e (to open on top of the C: drive)

Click Next, give the shortcut an appropriate name, and then click Finish.
That'’s it! Now you can drag that icon to your Start menu or your Quick
Launch area (the icon bar to the right of the Start button).

The Translator’s Tool Box - © International Writers’ Group, LLC
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There are, of course, extended third-party tools that act like a Windows
Explorer on steroids. Many translators (and many computer users in general)
say they "couldn’t live without™ applications such as Total Commander (see
www.ghisler.com). Some of the helpful features of these tools include the
ability to preview documents without actually having to open them or to add
notes to files (which is really helpful when you have a bunch of files that need
to be proofread; adding a little "done" to each finished file eliminates
confusion.)

The Windows Explorer experience in Windows Vista and 7 is quite different
and you might need some time to get used to it, but there are several
advantages that you won’t want to miss once you get used to them.

One is the preview feature which allows you to automatically preview HTML,
MS Office, PDF, and text files within the Explorer (you need to enable this by
selecting Organize> Layout> Preview Pane).

In Windows 7 the previewed files also include graphics files and other
formats. In addition, the Preview pane can be activated through
selecting the Preview button on the toolbar.

| =

d b=k 4

by
+ 4y

An element that might be confusing at first but may become one of your
favorite features is the new address bar. The path to the selected file is no
longer displayed in the usual manner with backslashes (such as

C. \ W ndows\ Font s); instead, it is provided through a "breadcrumb trail.” This

The Translator’s Tool Box - © International Writers’ Group, LLC 11
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is an interactive address which, in case of very long addresses, is shortened
and provided with little right-arrows between the different locations on the
path. Clicking on any of those arrows displays all other possible branches that
go off from that point so that you can quickly navigate there.

= @E=s

@'\:‘j'| A » Computer » |OS(C:)|v|Windows » Fonts - | s | | Search o

SRecycle.Bin i
33273b3b66444027293d06 <0

ATA

File Edit View Tools Help
‘Organizev

B Views v

Namef ] Boot ,,:- pe :?= nGe! GHIFKLMNO XVZ
E < | of & DEL i
E E_Cz“”‘ent-' 0 4 Ul doctemp 2 quich Browin fOX jrmps over the bazy dog
Iictures —

I Music 1 Ea . Documents and Settings Re q“icq érow“ ‘ox i“mﬂs oV
More » () ;: . Drivers L , '
ol — ] foundom he guich Brown fox ju

olders v |
0 . MDT
. addins - () -

— 1™ M50Cache

e [ 'Ge guick Growi’

. Boot .
| Branding . Bl & Program Files .

| csc () ol | Programbata r“e 'c ‘
. Cursors M1 Systern Volume Information “

. Debug Y Er | temp

. DigitalLocker @T 3 . Users

[#] Downloaded

1w FrameMakerSmallFont .
s . ‘ Y e “'c
4 Fonts @/_‘ 4.50 KB %

b Globalizatior . Franklin Gothic Book
. Helo T M OnenTune
Forte Font type: OpenType
( Size: 603 KB
Font file names: C:\Windows\Fonts\FOR...

Figure 4: The Explorer in Windows Vista with the active breadcrumb and preview features
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If you prefer the old-fashioned method of displaying addresses, you will only
need to right-click the address bar and select Edit Address.

®v| A » Computer » O5(C) » Windows » Fonts vl"&llSean:h p|
Copy Address

File Edit View Tools Help

Copy Address as Text

By Organize ~ 3= Views ~

- Nam?’ Font tune Sive GHIPEMNOPORSTIAMIXYE ~
(o= ==
[ € [ @G Windows onis +[ %3] [ search o]

File Edit View Tools Help

Figure 5: Switching the breadcrumb view to the traditional path view

The Translator’s Tool Box - © International Writers’ Group, LLC 13



Operating Systems

Tweaking the User Interface of Windows

14

Microsoft has been distributing a little application called TweakUI since
sometime after the release of Windows 95. This was prompted by an ever-
increasing number of user calls complaining about the lack of customizability
of Windows.

TweakUI for Windows versions prior to XP is accessed through the
Control Panel, but in Windows XP it is run as a separate program,
accessible from the Programs folder.

d bk

TweakUIl is not available for Windows Vista and 7. There are however
commercial third-party product— for instance Tweak VI and Tweak-7 (see
www.totalidea.com)—that offer a large amount of customizability features.

G Tweak UT 21

B+ About

| v

[ Settings

Beep on errors =
Enable combo box animation

Enable cursor shadow

Enable list box animation

Enable menu animation

Enable menu fading

Enable menu selection fading

Enable mouse hot tracking effects LI
i Thumbnails
i Command Keys r~ Description
- Common Dialogs The "Beep on errors” check-box enables the playing of a

=) Taskbar beep sound (customizable in the "Sounds” control panel)
‘.. Groupin when a system error occurs. This setting does not affect
P ping custom error sounds played by applications.
- X¥P Start Menu

El- Desktop This is a per-user setting.

- First Icon

[#- My Computer

- Control Panel

- Templates Jiss
[#- Internet Explorer

- Command Prompt
R LI oK I Cancel | Aply

Figure 6: TweakUI for Windows XP

Some of the options provided to manipulate the way Windows displays data
are more helpful than others, but looking through them may give you the
opportunity to finally turn off the one feature in Windows that you have
always hated. TweakUI for Windows XP, which is quite a bit more
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comprehensive than its predecessors, can be downloaded at
www.microsoft.com/windowsxp/Downloads/powertoys/Xppowertoys.mspx
(for earlier versions of Windows, make a Google search for "TweakUI").

On the same website you can also download a number of other tools,
including the wonderful ClearType Tuning, a feature that makes fonts on
your computer screen a lot more readable.

4
oo} Y&

RS Though the basic functionality is part of the standard Windows XP,

Vista, or 7 installation (you can activate it under Start> Control Panel> Display>
Appearance> Effects> Use the following method to smooth edges of screen
fonts> ClearType in XP and Vista and Start> Control Panel> Display> Adjust
ClearType text> Turn on ClearType in Windows 7), this utility will allow you to
adjust the display of fonts to your personal preference.

Helpful Shortcuts

To Send Files to Other Drives or Programs

To send any file or folder to any drive (or any program)—including your floppy
drive or CD writer—right-click on the file and folder and open the list under
Send to.

A Any Folder

(2] Compressed (zipped) Folder
@ Desktop (create shortcut)
Excel

_J Mail Redpient

h:'l My Documents

h:'l My Documents

S?-, PaintShop

@ Waord

.2, DVD/CD-RW Drive (D:)

Figure 7: Right-click access to a variety of options

The Translator’s Tool Box - © International Writers’ Group, LLC 15


http://www.microsoft.com/windowsxp/Downloads/powertoys/Xppowertoys.mspx

Operating Systems

16

These shortcuts are stored in the SendTo folder (under W ndows in Windows

9x and ME, Docunents and Settings/<user> in Windows 2000 and XP, and
User s/ <user >/ AppDat a/ Roam ng/ M cr osof t / W ndows in Windows Vista and
7). You can delete any of the existing shortcuts or add links to any program

you would like to have listed there. In the above example, | added shortcuts
to Word and Excel in the SendTo folder so that | can open all possible files in
these programs through a right-click.

In Windows XP, Vista, and 7 there is a much quicker way to access

F ¥

i -+ complicated folder locations than to navigate to them step by step. You
j can use the Run command (Start> Run in Windows XP or the search

+ w2 = barinthe Start menu in Windows Vista and 7, or, even easier, WINKEY+R

in all versions) and enter shell: followed by the folder name. For
instance, the command shel | : sendt o will for instance open the SendTo folder or
shel | : fonts the Fonts folder. This only works with commonly used folders within
Windows.

Another helpful way to open files quickly in many programs (especially Office
and desktop publishing applications) is simply to drag the file into the open
program while no other file is displayed. When the cursor with the file is
located over the dark grey background, a plus symbol will be displayed.
Releasing the mouse cursor will then open that file in the appropriate
program.

T Microsoft Word
- Flle Edit View Insert Format Tools Table Window Help

DS WH&ESGRY | o-o- 1 =

l | L e 7o

Page Sec At tn Cal REC TRK EXT OVR A

Figure 8: Opening a file by dragging it into an open application
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i
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Wildcards in file searches are very powerful. Right-click on any folder, select

Operating Systems

A wildcard is a special symbol that stands for one (?) or more (*)
characters. This means that a*b could be any combination of characters
starting with the letter a and ending with the letter b, whereas a?b can
only be a three-character combination starting with a and ending with b.

Search, and (for instance) type a*. exe to find any program file (.exe) that

starts with an a.

B search Results

File Edit Wiew Favorites Tools Help

=10jx|

&

QBak - o) - (¥ ||,O Search | Folders | i1

Address Ia Search Results

B

Search Companion X | _Mame | n Folder | Releva... |
MLCHARS.EXE C:\Program Filesiallchzo1
‘__.:Anim.exe C:\Program Files\Paint Shop Pro 6
F::I:;‘;ﬁ;i;: friill'ﬁiswhat EADLSched.exe C:\Program F?Ies'l,NewsStand'l,Reader
you wanted? 4 ANSReader. exe C:\Program F!Ies'l,NewsStand'lfReader
. - . 4= ALPDATE EXE C:\Program FilesiSymanteciLivelpdate
Ves, finished searching macrobat.exe C:\Program FilesiadobelAcrobat 5.00Acrobat
‘fes, buk make Future acrodist.exe C:\Program FilesadobelAcrobat 5.00Distillr
searches faster acrokray.exe C:\Program Files\Adobe! Acrobat 5,04 Distillr
Mo, refine this search AOM, exe C:\Program FilesiCommon FilestAdobelweb
and... ARTGALR\".EXE C:\Program Files\Common FilesiMicrosoft Sharediartgalry
Change file name or ﬂndobaRagSZ.exe C:\Program Files\AdobelPMESIEXTRASIREGISTER
keywords
Look in more locations
,) Start a new search
1O | 2
11 objects 4

Figure 9: Searching with wildcards in Windows XP
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The combination of this search feature and the method to open files (see page
16) also makes it possible to open many different files at the same time, even
if they are located in different folders. Just use the search method described
above, highlight all of the files in the Search Results dialog (press CTRL+A),
and drag them into the application.

I Microsoft Word
i Fle Edit Wiew Insert Format Tools Table Window Help
D R S NP W Sy N A R R -]l iRead Hdden | =8 14

B Search Results

File Edit View Favorites Tools Help

O © B[P Zres (X 9

sddress | ] search Results

Search Companion

ipraws s | Autmshepess S s IO ) o Al e gl 19 O A

I Page Sec A Ln Col REC |TRK EXT OWR
=

Figure 10: Opening multiple files simultaneously

One of the main features of Windows Vista and even more so Windows 7

¥ ¥

T -~ is accessibility and the ease of search. Unlike earlier versions of Windows
j where searches were rather slow and tedious, it is now possible to find

» hw2 s datain file names or within files (the supported file types include HTML,

text-based, XML, and all kinds of MS Office files) in a matter of seconds if
the file is contained within one of the "indexed locations" on your computer. These
typically include everything under the Start Menu and the User s subdirectory.
However, you can change this under Start> Control Panel> Indexing Options.

There are also many third-party search tools available. One of the more
outstanding ones has to be Everything (see www.voidtools.com). This tool is
an extremely small utility (both in terms of its download size and the files it
creates) that is able to index all names of files and folders on a computer—I
had more than 200,000, and it needed less than three seconds. Once indexed,
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the files and folders are all listed in Everything's main application window; you
can look for any part of the name by typing it into a search box (using
wildcards or not) and the results are displayed instantaneously. You can
search your complete hard drive or on any folder or folder group in Windows
Explorer—just right-click and select Search Everything.

We all know that the search feature in Windows XP is painfully slow, so there
is obviously not even the chance of comparing Everything to XP, but even
against Vista and 7 it wins hands-down

B *.pdf - Everything FEX
File Edit Search Tools Help
| =pdf
MName Path Size | (&
? Prometric June 1,04.pdf C:\My Documentsljinvoices!Galton 149 KB
? Prometric Mov 18.pdf C:\My Documentsljinvoices!Galton 140 KB
? PslDbScan. pdf C:\My Documents\SDL Passolo 2007 Samples\MacroSamples\PsiDbScan 62 KB
? Psllava.pdf C:\My Documents\SDL Passolo 2007 Samples\MacroSamples'\PslJava 54 KB
? QAC.pdf C:\My Documents TMMarketplace 21KB
? QADareDevilGerman. pdf C:\My Documents\Bruce 366 KB
? Quick Reference Card (2).pdf C:\My Documents\Idiom'g.0 33KB
? Quick Reference Card.pdf C:\Program Files\IdiomTranslation Workbench 212 KB
? QuickStart.pdf C:'\My Documents\applications\Catalyst\209 1PublisherPro 254 KB
? QuoteInterwoven. pdf C:\My Documents TMMarketplace 25KB
? R_G5100_110.pdf C:\My DocumentsTests etc\align 605 KB
? RAMTrainer_45eiter_04.09.07_web.pdf C:\My Documents\Vertalen'carl-walther 1,287KB
? ReadMe.pdf C:\Program Files\Adobe\llustrator 10.0.3 63 KB
? ReadMe.pdf C:\Program Files\Quark\QuarkXPress 7.0'Documents\English 766 KB
? ReadMe.pdf C:\Program Files\SafeMet Sentinel\Sentinel Protection Installer\7. 2. 2\English 167 KB
? ReadMe.pdf C:\Program Files\SafeMet Sentinel\Sentinel Protection Installer\7.4.0\English 419 KB
? ReadSoft_ DOCUMENTS _brochure.pdf C:\My Documents\eriksenreadsoft 1,630 KB
? RecoverySolutionMSHelp. pdf C:\My Documents\Aculis 1,184 KB
? ReferenceManual. pdf C:\Program Files\5DL Passolo 2007\Manuals 6,308 KB
? ReferenzHandbuch. pdf C:\Program Files\5DL Passolo 2007\Manuals 5,181KB
. Reflected Best-Self Feedback.pdf C:\My Documents\Galton0302 277 KB
ik Fe DU 7 dE I P st D1 e amnvn
< ¥
1,676 objects

Figure 11: Everything’s main window with a filter for PDF files
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To Copy Files or Folders

Holding the Ctrl key while you drag a file or folder to another place within the
Windows Explorer makes a copy of the file or folder rather than moving it.

@ C:'Deja Yu Files ;Iglll
File Edit View Favorites Tools  Help | ‘z’
P Back - ) - 5 | ) Search |E‘j‘; Folders | -
Address Ifﬁ C:\Deja Yu Files j =
Folders x | _Mame = | size | Type | Date Madified |
& 3% Floppy (40 ;I @Access File Folder 5/2/2002 1:43 PM
Elw Local Disk (C:) @Align File Folder 4/3/2002 11:45 AM
03 ATI @databases File Folder 5/2/2002 2:02 PM
53 compag @DV Docs File Folder 5/1/2002 9:25 PM
) Config M 0¥ files File Folder 4/3/2002 11:46 AM
) cPags @Excel File Folder 5/2/2002 1:45 PM
EEY0ci i Filos @Frame File: Folder 413{2002 11:46 AM
P— @Glossary File Folder 4/3/2002 11:46 AM
) dlign CSnm File Folder 4/3/2002 11:46 AM
) databases @Interleaf File Folder 4/3/2002 11:46 AM
) DY Docs @PageMaker File Folder 4/3/2002 11:46 AM
{E3) DY files @Powerpoint File Folder 4/19/2002 12:01 PM
) Exeel DQuark File Folder 4/3/2002 11:46 AM
23) Frame B8] @RC_Java Properties File Folder 4/3/2002 11:46 AM
) Glossary @Trados File Folder 7I10/2002 2:54 PM
55 HTML @Word File Folder 4/3/2002 11:46 AM
) Interleat [=EL File Folder 6/25(2002 3:54 PM
) PageMaker Equipment List.csv 45 KB  Microsoft Excel Com... 5/2/2002 1:55 PM
{3) Powerpoint ﬁschema.ini 1KE Configuration Settings  5/2/2002 2:01 PM
{3 Quark.
-{[J) RiC_Java Properties
{) Trados
{0 wiord
@ WML
-3 Dacuments and Setkings -
|1 ohjects selected | | d My Computer 4

Figure 12: Dragging and copying a file in the Windows Explorer

Moving the file or folder within the same folder will make a copy of that file or
folder and rename it to Copy of <O dName>.

The same procedure (highlighting an item and dragging it while pressing
the Ctrl key) also works within most Windows applications to duplicate
the highlighted item. This procedure can be especially helpful when you
work in a bilingual translation environment and you need to copy non-
translatable items (e.g., product names or codes) from source to target.

?
i

d b=k 4

e hw

If you press the Shift key rather than the Ctrl key while copying a file, a link to the
file will be created in the same directory (in Vista and 7 it will be copied to the
Desktop).
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To Switch Between Applications

If you have several applications open, you can switch between those by
selecting them on the Windows taskbar. In situations where the taskbar is not
visible—for instance, when displaying a PowerPoint presentation—it is easier
to do this by pressing the ALT+TAB key combination:

SEleOs 8%

[tnbox - Microsoft outlook

If you continue to press the ALT+TAB combination, you can rotate through the
open applications. Releasing the keys will open the appropriate program.

For Windows XP, Microsoft also offers an enhanced version of the ALT+TAB
feature, called Alt-Tab Replacement. It not only shows the program icons but
also a thumbnail preview of each page. You can download this little utility at
www.microsoft.com/windowsxp/downloads/powertoys/xppowertoys.mspx.

a Intemational Writers' Group - Writing. Translation. and Lc onsutting - b

2 [3] N
G

Figure 13: XP’s Alt-Tab Replacement
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In Vista this feature is the standard switch, called Windows Flip. Vista also
offers the 3D Flip, activated by pressing the WINKEY+TAB instead of ALT+TAB.

Figure 14: Vista’s 3D Flip

In addition to the 3D Flip feature, Windows 7’s reworked taskbar (which has
no distinction between the Quick Launch and the main area) adds a number of
other features that allow for quick switching between tasks. If you have a
number of instances of one application open, there is only one icon for all
these instances on the taskbar with a stacked appearance. Hovering over that
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icon displays a number of thumbnail images. If these thumbnail images are
too small for you, you can put your mouse cursor on one of them to see a
much larger representation. This should make it easier for you to decide which
instance you want to work in. This feature is called Aero Peek.

a N The 172nd Tool Kit - Premium Edtion - Message (HTML)

ter for lation professivnal

Issue 10-B-172
(the ons bundred seventy-second edition)

Contents Large Moose and Jeromojewels
L. The Finger Brains

[t's mot that nothing is happening these days —in the

) Sec mom sbout: fout Zetrsche

Figure 15: Windows 7’s Aero Peek

Memorable Keyboard Shortcuts

Most non-Asians who study East Asian languages find it much easier to
remember characters of Chinese origin with the help of (real or imagined)
pictographic aids. The same aid can be used with some well-chosen, fairly
universal keyboard shortcuts.

The easiest to "see" this with is X (as in CTRL+X) for Cut (see the picture of
scissors?). But how about CTRL+V for Paste? Can you see the proofreader’s
classic insert mark in the V? The same concept accounts for the Y in CTRL+Y
for Redo, and CTrRL+Z for Undo is a pictographic representation of a scribble-
out.
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Most other keyboard shortcuts are rather English-centric (because they are
associated with the English word for the respective action: CTRL+O for Open,
CTRL+N for New . . .); nevertheless, it is extremely helpful to learn this basic
set of shortcuts because they are used across the majority of programs and
languages.

If you have too much time on your hands and would like to refresh your
-+ memory on all kinds of keyboard shortcuts for Windows products, here is
j a super-comprehensive list: www.microsoft.com/enable/products/
= Keyboard.aspx.

| =

>
> hwe

Folder and File Structure

24

The nature of our work as translators requires dealing with a large number of
files, and often with numerous versions of the same file (original, translated,
edited, proofread, etc.). Many clients, especially translation vendors, will
require you to maintain a certain file and folder structure for their projects;
others do not, but it will be advantageous to you if you maintain a uniform
structure. Here is what | usually do: In a client folder (I use My Documents for
this—or Documents according to Vista terminology), | maintain folders for
each of my clients in which | create subfolders according to the date that |
receive the job. | find this organization of folders helpful in many respects—
end client names of projects often mean little or nothing to me a few months
after the project is finished, plus I have a good indication of what should be
archived and deleted from my hard drive (as in everything older than two
years, or some other criteria).

The best way of doing this is by labeling each subfolder within a client’s folder
with year-month-day since this gives you the easiest way to sort. Now, it’'s
possible to do this manually, but it's easier to add the date to the folder name
automatically.

The following is a trick that works well in Windows XP and Vista, but | have
not been able to make it work in Windows 7:
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First you need to change the way that Windows displays dates. Select Start>
Settings> Regional and Language Options. On the first tab click
Customize (in XP) or Customize this format (in Vista). In Customize
Regional Options select the Date tab and choose yyyy- MM dd from the
drop-down list. Click OK and OK.

Customize Regional Options

Mumbers | Curency | Time | Date

Calendar
When a two-digit year is entered, interpret it as a year between:

and 2029 =

-

Short date
Short date sample: |08-10-28

Short date format: | HELLLE:L] v

M.
Date separator: M/dAy

Long date MM/dd Aryyy
Long date sample: ryyy-MM-dd

Long date format:  |dddd, MMMM dd, yyyy W

[ ok ][ canca |

Figure 16: Customizing the date format

Now you need to make changes to the registry (for more information on the
registry, including how to make a registry backup before doing this, see page
36).

Select Start>= Run or press the WINKEY+R to open the Run dialog box. Enter
regedi t and press Enter. In the ensuing Registry Editor navigate to

HKEY_CLASSES ROOT\ Di rect ory\ shel |

on the left-hand pane. Right-click the shell icon on the left-hand pane and
select New=> Key. Type Dat e_Fol der, and press Enter. Select that folder and
double-click on the (Default) icon in the left-hand pane. The Value Data box
appears and you need to enter the command as you want it to appear on your
context menu. For example, you can type
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New fol der with today's date

Click OK. Now right-click the Date_Folder key on the right-hand pane and
select New> Key. Name it

conmand

and press Enter. Select the command icon on the left-hand pane and double-
click the (Default) icon on the right-hand pane. Into the Value data box you
need to type:

cnd. exe /c nmd "%\ WOATEWS
and click OK. Exit the Registry Editor.

4| Registry Editor =

D Background

t A Name
{2 Defaulticon [ab] (Default)
= shel =

a Date_Folder
-3 find
w23 TRM.Shel
{23 shellex
[-[Z0 DirectPlay Edit String
[#-{Z1] DirectPlays.Client
(] DirectPlays.Client,| Value name:

-] DirectPlays.Peer |
#-{_] DirectPlay8.Peer. 1
-] DirectPlays.Server,
E
E
E
E
I

Value data:

R Rt Wlew folder with today's date |
t-[_1] DirectPlay8Address
#-[L] DirectPlay8Addresd [ OK ] [ Cancel ]
+-{_7] DirectPlay8Diagnog
1. 77 MirartOlaufNizanae tiro 1 =

< ] >

My Computer\HKEY _CLASSES_ROOT\Directoryshell\Date_Folder

Figure 17: Editing the registry

26 The Translator’s Tool Box - © International Writers’ Group, LLC



Operating Systems

Now when you right-click a folder icon in Windows Explorer or on the desktop,
your new command will pop up. When you choose it, a Command Prompt
window will briefly appear on the screen but then a new folder will come up
inside the selected one.

Explore

Open

FileList

| Mew folder with today's date |

Search...

Merge with Twins File Merger. ..
[f]Add to PractiCount and Inveice (Business)
[f] Count with PractiCount and Inveice Business

Sharing and Security. ..
& Snaglt 3
4 ZipGenius 3

T Combine supported files in Acrobat...
Create IS0 image file
Search and Replace. ..

Scan with Norton Internet Security

Upload using WS5_FTP Upload Wizard

Send To 3
Cut

Copy

Create Shortout
Delete
Rename

Properties

Figure 18: Windows Explorer right-click menu with option for new folder based on date
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Naming conventions for files—if not prescribed by the client—should also have
a certain logic, and it is generally helpful to have an indication in the file name
of whether a file is an original, translated, or edited file (fi | enanme_o. doc vs.
filename_t.doc vs. fil ename_e. doc). If you would like to batch rename a
great number of files, you can find more information on page 121.

My Documents Properties ﬂﬂ

Target | Generall Sharingl

‘) The My Documents folder iz a shortcut to the target
falder location show below.

Target folder location

Bestore Default Move... Find Target...

QK I Cancel | Lpply |

Figure 19: Changing the path of the My Documents folder

A word about the My Documents or Documents folder: In Windows 2000
and higher this folder has been moved from the root of the C: drive to a
user-specific folder. This is so you can log onto these operating systems
with different user names, each of which can have a different My
Documents (XP) / Documents (Vista, 7) folder. If you are the only
user of your computer, you can move the (My) Documents folder back to the root
of the C: drive. To let Windows know that you want this to be the default (My)
Documents folder in which you want to save new documents, you will have to
right-click that folder, select Properties, and then make the necessary changes
under Target (2000 and XP) or Location (Vista and 7).

ook
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Controlling Which Programs Are Automatically Started

If your computer is very sluggish in starting up or you don’t know what some
of the icons in the taskbar stand for, it may be a good idea to control which
programs are automatically launched when the computer starts up.

If you are using Windows XP and you have more icons in the taskbar
then you would like to have displayed, there is a helpful way to control
their behavior. Select Start> Control Panel> Taskbar and Start
Menu=> (Notifications Area—Vista)> Hide Inactive Icons. To the
right of that check box, select Customize to set the behavior of each of
the icons that are presently being displayed or have been displayed in the past.

d b=k 4

There are two ways to control which programs are started up.

Any program that is listed under Start> (All) Programs=> Startup will be
launched automatically when you start Windows. To delete any association
from that list, you can simply right-click it and select Delete.

On the other hand, if you want to have your email program (or any other
program) started every time you start Windows, you can also add a link
to your Startup folder. To do this, right-click on the .exe file in its
installation directory and select Create Shortcut. Once the shortcut file
has been created, you can drag or copy it into the Startup folder.

d bk

However, simply selecting Delete will not stop all automatic startup programs
from running. To accomplish this, press WINKEY(+R) and type nsconfi g.
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The System Configuration Utility will appear.

=L System Configuration Utility ﬂ

General | sysTEM.IN | wikiInt | BOOT. I | services Startup |

Startup Ttem 2 Command Location

navapw3z | HKLMSOF T AREMicr o

dumprep 0 -k Shsystemroot¥isyste...  HKLMISOFTWAREMicrosoft\windows\Currentver,
ckFmon CAWINDOWS\System. .. HKCU\SOFTWARE Microsoft windows\Currenter,
O maemis CAWINDOWS\IMENjm),.,  SOFTWAREMicrosoftiwindows\CurrentersioniRu
O imscinst CAWINDOWS\System...  SOFTWAREMicrosoftiwindowsiCurrentersioniRu
O navapwsz CHPROGRA~IYMORT, ., SOFTWAREMicrosoftwindows\CurrentVersioniRu
[m} SOFTWAREWicrosoftiWindows\CurrentVersiomru
O rintseTe CAWINDOWS\System...  SOFTWAREMicrosoftiwindowsiCurrentersioniRu
O TintseTR CHWINDOWS\System, ., SOFTWAREMicrosoftwindows\CurrentVersioniRu
[ realrlay Ci\Pragram FilesiReal,., SOFTWARE\MicrosoftlWindows\CurrentVersiDn\Ru_
O synTrErh C:\Program FilesiSyna. .. SOFTWARE\M|crosoFt\Wlndows\CurrentVerslonW_Iuﬂ
4 | »
Restore Startup Programs... Enable All | Disable Al I

oK I Cancel | Apply | Help |

Figure 20: System Configuration Utility in Windows XP

All utilities and programs on the Startup tab are started automatically. You
will need some of these programs to start up, but many can be unchecked

(this depends on your computer configuration) to promote a faster startup

and better performance.

You can find several lists on the Internet that will help you make an informed
decision on which of these items should be started up and which not. Two of
these lists include www.sysinfo.org/startuplist.php or
www.answersthatwork.com/Tasklist_pages/tasklist.htm.

For some odd reason, Microsoft decided to abolish the System

54

¥ ¥
b - Configuration Utility for Windows 2000 (only to reinstate it again for

j Windows XP and higher). If you have Windows 2000 and you would like
+ hw2 = touse this utility anyway, you can easily use the version that comes with

Windows XP or higher. To retrieve it from Windows XP or higher, search
for nsconfi g. exe in the C./ W NDOWS directory (for instructions on how to search,
see page 17). Once you find it, copy it to the C. / W NNT/ syst enB2 directory on the
Windows 2000 computer and it will run without a hitch.
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In the Windows NT line (NT, 2000, XP, Vista, 7), many programs are run as

so-called services. These are listed on the Services tab of the System

Configuration Utility; this is also where you can stop or start services. For a
better description of each of the services and the ability to decide whether

services should be started manually, automatically, or should be disabled, you
can open the Services dialog under Start> (Settings>=) Control Panel>
Administrative Tools> Services.

#5; Services

J Action  Wiew |J = = |

EEEEIIIEEE

Tree I

@ Services (Local;

I j— 1

Mame  # | Description | Status | Startup Tvpe | Log On As | &
%Alerter Matifies selected users an... Manual LocalSystem
Application Manage... Provides software installat... Manual LocalSystem
%ATM Service Disabled LocalSystem
%Automatic Updates Enables the download and...  Started Automatic LocalSystem
Background Intellig...  Transfers files in the back...  Started Manual LocalSystem
%ClipBook Supports ClipBook Viewer, ... Manual LocalSystem
%COM+ Event System  Provides automatic distrib,..  Started Manual LocalSystem =
Computer Browser Maintains an up-to-date lis... Started Automatic LocalSystem
%DHCP Client Manages network configur...  Started Automatic LocalSystem
%Distributed Link Tra... Sends notifications of files...  Started Aukomatic LocalSystem
stributed Transac,.. Coordinates transactions b, IManual LocalSystem
%DNS Client Resolves and caches Dom...  Started Aukomatic LocalSystem
%Event Log Logs event messages issu,.,  Started Autarmnatic LocalSystem
Fax Service Helps you send and receiv, .. Manual LocalSystem
%HID Input Service Started Automatic LocalSystem
%Indexing Service Indexes contents and pro... Manual LocalSystem
%Internet Connectio,..  Provides network address ... Manual LocalSystem
%IPSEC Palicy Agent Manages IP security policy...  Started Automatic LocalSystem
%Logical Disk Manager  Logical Disk Manager Watc,..  Started Automatic LocalSystem
%Logical Disk Manage... Administrative service for .., Manual LocalSystem
S Messenaer Sends and receives messa..,  Started Aukomatic LocalSystem LI

Figure 21: Services dialog in Windows 2000
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Double-clicking on each of the services will open a dialog in which you can
adjust the settings.

LiveUpdate Properties (Local Computer)

General | Log On | Recovery | Dependencies

Service name:  LiveUpdate
Display name:

Description: LivelUpdate Core Engine

Path to executable:
"C:\Program Files'Symantec'Live Update'\LuComServer_3 4 EXE"

Startup type: Manual v

Service status:  Stopped

You can specify the start parameters that apply when you start the service
from here.

Start parameters:

[ ok ][ cance |

Figure 22: Services Properties dialog in Windows XP

Avoiding the Animated Environment

32

Unless you own a much faster computer than you need, it may be a good idea
to avoid some of the animated "Look & Feel" features that come with Windows
or can be purchased with Windows Plus! for earlier versions of Windows. Many
of these features are a heavy drain on the computer’s memory.

Especially notorious in this respect are "themes" that can include animated
mouse cursors, different sound schemes, and complex desktop or screensaver
graphics. These can be disabled under Start> Control Panel>
Personalization> Theme (Vista), Start> (Settings>) Control Panel=
Display>= Themes (2000 and XP), or Start> (Settings>) Control Panel=
Display>= Appearance> Schemes (98). Other animated mouse cursors can
be disabled under Start> (Settings>) Control Panel> Mouse> Pointers>
Scheme (pre-Vista) or Start> Control Panel> Personalization> Mouse
Pointers> Scheme (Vista and 7).
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For the Aero interface in Windows Vista and 7 your computer will also need
extra resources, but the main resource hog in that interface is the
transparency feature. You can disable this under Start> Control Panel>
Personalization> Window Color and Appearance> Enable
Transparency.

Keeping the Computer Clean

A translator’s computer, especially for those of us who work in software
localization, often functions as a sort of public lab for all kinds of software
applications that have to be installed for testing or to serve as reference
material or as client-requested translation aids. This is not good for any
computer. While I am not as radical as some who regularly re-install
everything from scratch (I simply find it too time-consuming), | do try to keep
my computer as clean as possible.

Most Windows users know that software cannot be uninstalled by deleting the
corresponding folder under Program Files. Instead, it must be done through
Start> (Settings>) Control Panel> Add/Remove Programs (pre-Vista)
or Start> Control Panel> Programs and Features (Vista and 7).

® Add or Remove Programs EHE|E\

[ N
\)@'j Currently installed programs: [ show updates Sortby:

Change or

Remove £ AccessRecovery Size  L45vB [

Programs Used occasionally

lastUsedOn  06-02-15
%’ To change this program or remove it from your computer, click Change/Remove. ChangeRemove
Add New SIS
Programs 8 cronis True Image Sze  37.99MB

5! Add Email Address for Qutiook Size  0.28MB
Adobe Acrobat - Reader 6.0.2 Update Sze  5.564MB
Add/Remove
Windows -/ Adobe Acrobat 8. 1.2 Professional Size  482.00MB
Camponents
| Adobe Captivate 3 Size  276.00MB
@, [ Adobe Customization Wizard & Size  9.24MB
SetProgram  |IHll Adobe Flash Player 10 Plugin
Access and i
=l B Adobe Flash Player ActiveX
5! Adobe FrameMaker v6.0 Size  75.90MB
&Y Adobe Tlustrator 10.0.3 Size  113.00MB
4 Adobe InDesign C52 Size  150.00MB
5! Adobe Shockwave Player
& Adobe SVG Viewer 3.0 Size  4.29MB

4] Advanced Office Password Recovery (remove only) Sze  4.98MB o

Figure 23: Removing programs
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What many do not know is that many uninstallation programs are either not
smart enough to find all the required files and references, or they are not
even supposed to. Whenever you change anything in any of the files that were
originally installed with that software, the file will not be uninstalled (this
includes spell-checking dictionaries, for instance). The only way to uninstall
those files is to actually go to their installation path (usually under

C.\ Program Fi | es) and delete them manually in Windows Explorer.

Rather than having to go through this long path of opening something in
the Control Panel, it is also possible to drag some of the more often-used
shortcuts directly to the Windows Start menu:

d bk

[

li ‘J ProgrEns and Features
W5 1001 kit

2K

l]_u Log

|B|‘ AllChars

ToolBox
&

@ Translation Office

s Dragon
Adobe FrameMaker 6.0 3
‘r,j\—. Adobe Acrobat 8 Professional 4
I:i‘ Microsoft Excel 2010 3

a Skype 3

(/_»] Idiorm WorldServer Desktop o
% Workbench

@ TagEditor 3
lﬁ“ Microsoft PowerPoint 2010 4

. Fluency 3
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The Registry

Another sore spot in any Windows installation is the registry, a database used
by Windows to store configuration information. The registry consists of
information about your programs, operating system, all associated hardware
and their drivers (little programs that make your hardware perform in the
desired manner), and your personal settings for these programs. You can
access the registry by pressing WINKEY(+R) and entering r egedi t , which will
open a view of the registry that allows you to search for certain keys, values,
or attributes and then edit them.

%" Registry Editor —_10] =|
File Edit WYiew Favorites Help

= My Computer | | Mame Type | Drata
B0 HKEY_CLASSES_ROOT [ab]¢Default) REG_SZ  (value not set)
=R FHKEY CLRRENT LISER
-] AppEvents
/(L1 Console
¢-{_1 Cortral Panel
D Environment
-] Identities
{7 InstallLocationsMRL
-] Kevboard Layout
(1 MNetwork
-2 Printers
-] Remotedccess
-] SessionInformation
-0 Software
-] ACD Systems
71 Adaptec
-] Adabe
71 Alchemy
i allaire
-] AlNode
-] American Cybernetic
-] ATRIL
-] Classes
-{_] Compag
£
£
£

-

b
b
b
b

7L CompuServe
#-{_] CompuServe 5.0

b CompuServe 6.0 =
EF R 3 I KT |

My ComputeriHKEY_CURRENT_USER

sz

Figure 24: Registry Editor
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But be forewarned: this is a very risky undertaking that could literally cripple
your computer, so only do this if you have either very clear instructions on
what to look for and edit.

Before you use any of the registry cleaning utilities, make a web search

Tl ¥
b -+ for that application and see what other people have to say about it.

_;: Although this is not exactly a guarantee for success, it should give you a
& 4w = Dbetter idea of what (or what not) to expect.

And just to make sure, it’s also a good idea to perform a backup of your registry
under File= Export in the Registry Editor.

Disk Cleanup

It’s an important practice to clean your computer of unnecessary files. There
are numerous ways of doing this, including one pre-configured way within
Windows. You can access the necessary dialog by right-clicking on the drive in
question (usually the C: drive) in Windows Explorer or My Computer and
selecting Properties> General. Clicking on the Disk Cleanup will make
your computer look for unnecessary files in your computer, including
temporary files.

Local Disk {C:) Properties g ﬂll

General | Tools I Hardwarel Sharingl Quotal

@ |

Type: Local Disk
File syster: ~ MTFS

. Uszed space: E.834, 760,960 bytes E.42 GE
. Free space: 3161,336,832 bytes 294 GE
Capacity: 10,056,097,792 bytes 936 GE

Fifwait Dizk Cleanup |

™ Compress drive to save disk space

¥ &llow Indexing Service to index this disk for fast file searching

QK I Cancel | Lpply |

Figure 25: Accessing Disk Cleanup on Windows 2000
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Once the computer determines which files could be deleted, it will display
them divided by category and let you select which files you would like to
delete.

b_isk Cleanup for OS (C:

Disk Cleanup

You can use Disk Cleanup to free up to 48.7 MB of disk
space on 05 (C:).

Files to delete:
[ Dowrloaded Program Fles ___________ Dbytes Ji
[¥] &' Temporary Intemet Files r ?
[ #3 Offline Webpages
&} E} (Office Setup Files
&} '_.E.: Recycle Bin

Total amount of disk space you gain:
Description
Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarity stored in the Downloaded Program
Files folder on your hard disk:.

How does Disk Cleanup work?

[ ok ][ canca |

Figure 26: Selecting files for deletion on Windows Vista

In the graphic above you can see that one of the items in the list is the
"Recycle Bin." This is a Windows security mechanism by which it assures
that files you delete from the hard drive will only be "truly deleted" once
you empty the Recycle Bin.

¥
T

a4k %

Deleting your temporary Internet files will only delete temporary files that
have been collected with the Internet Explorer. It will not delete "cookies."
Cookies are small text files that are stored on your computer by a web server
so that you can be recognized when re-visiting its website.

If you need to delete cookies, you can do that under

= Tools> Internet Options> General> Delete (Cookies) (Internet
Explorer 6 and higher)

= Tools> Options> Privacy> Cookies (Firefox)
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e Tools> Clear Browsing Data> Delete Cookies (Google Chrome)
= Edit> Preferences> Security> Show Cookies> Delete all (Safari)
e Tools> Preferences> Cookies> Manage Cookies (Opera)

Another way of automatically controlling how much space is used by
temporary Internet files is to adjust settings in your browser. Depending on
the speed of your Internet connection (the faster it is, the fewer files you
should automatically store), you can reduce the amount of disk space, i.e.,
the number of files stored, in Internet Explorer under Tools> Internet
Options> General> (Browsing history)> Settings.

Temporary Internet Files and H]ston Settings _‘ Léj

Temporary Internet Files L\\,

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Check for newer versions of stored pages:

_) Every time I visit the webpage

_) Every time I start Internet Explorer
@ Automatically

) Mewver

Disk space to use (8 - 1024ME):
{Recommended: 50 - 250MB)

Current location:
C:\Usersost\AppData'Local Microsoft\Windows\Temporary
Internet Files\,

I Move folder... ]l View objects ]l View files

History

Specify how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history:

Figure 27: Setting the amount of disk space for temporary Internet files to 50 MB in IE 7 and 8
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In Opera you can control this under Tools> Preferences> Advanced=>
History.

Preferences

Browsing Typed in addresses 200
Search
Notifications Visited addresses 500

Content Memory cache Automatic
Fonts
Downloads Disk cache 20 MB

Programs Empty on exit

Cookies

Security Check documents Every 5 hours
Metwork

Check images Every 5 hours
Toolbars
Shortcuts Check other Every 5 hours

Voice '+ Always check redirect

Figure 28: Setting the amount of disk space for temporary Internet files to 20 MB in Opera
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In Firefox this option is available under Tools> Option> Advanced>=
Network> Cache.

Options |z|

el O @ B & & [

Main Tabs Content  Feeds  Privacy Security — Advanced

General | Network |Updahe Encryption

Connection

Configure how Firefox connects to the Internet

Cache

Use up to MB of space for the cache

[ OK ] [ Cancel ] [ Help

Figure 29: Setting the cache size in Firefox
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In Safari you have access to this feature under Edit> Preferences>

Security.

Fraudulent sites: 8 Warn when visiting a fraudulent website
LOCALIZED STRING NOT FOUND

Web content: 8 Enable plug-ins
8 Enable Java
8 Enable JavaScript
8 Block pop-up windows

Accept cookies: () Always
() Never

@ Only from sites you navigate to
For example, not from advertisers on those sites.

Show Cookies

Default database maximum size: | 50 MB B‘
Show Databases

8 Ask before sending a non-secure form to a secure website

=

®

Figure 30: Setting the cache size in Safari

Google Chrome does not allow you to manage the amount of temporary files.
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Error Checking and Defragmenting Drives

42

Another way to speed up your computer is by defragmenting. It’s a good idea
to do this regularly, especially if you often install and uninstall programs. A file
is fragmented when it is divided into pieces ("'noncontiguous clusters™) that
are scattered around the disk. This is invisible to you, but it can slow down the
speed at which your data is accessed because the disk drive must search
through different parts of the disk to put together a single file.

However, before you defragment, it is usually a good idea to check your hard
drive for any errors with the ScanDisk program. This can be done by right-
clicking on the drive in question (usually the C: drive) in Windows Explorer or
My Computer and selecting Properties> Tools> Check Nowv.

| Security | Previous Versions
General Tools | Hardware

Emor-checking

This option will check the drive for emors.

W

Defragmentation

[E ! % This option will defragment files on the drive.

Defragment now...

Backup

i & This option will back up files on the drive.
L

£

=

Figure 31: Error checking and defragmenting the hard drive
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Windows 2000 and higher will require a restart, during which the ScanDisk
program is run.

Checking Disk C:%, ﬂ

The disk check could not be performed because exclusive
access to the drive could not be obtained. Do you wank
to schedule this disk check o occur the nesxt time you
restart the computer?

Figure 32: Prompt to restart for ScanDisk in Windows 2000

Though this may seem a little more tedious, in reality it will make your life
much easier. The ScanDisk program needs exclusive access to the hard drive,
so any additional access to the hard drive from any other process or program
in Windows 95 and 98 will make it stop and start from scratch. This will
require you to identify the offending programs and terminate them before
ScanDisk can finish.

Once ScanDisk has successfully finished checking the drive for errors, you can
start the defragmentation. An easy way to access Window’s defragmentation
program is by right-clicking on the drive in question (usually the C: drive) in
Windows Explorer and selecting Properties> Tools> Defragment Now.
While Windows Vista and 7 start the defragmentation process right away,
Windows 2000 and XP give you the option to analyze whether a defragment is
necessary. Depending on the state of your drive, defragmentation can take
several hours and is thus a process that should be done overnight (unless you
share a bedroom with your computer—the chattering disk will keep you up all
night).
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Windows Vista and 7 also offer you the opportunity to schedule regular
defragmentations.

»  Disk Defragmenter consolidates fragmented files on your computer's hard disk to improve system
» performance. How does Disk Defragmenter help?

Run on a schedule (recommended)

Run at 1:00 AM every Wednesday, starting 1,/1/2005 Modify schedule...
Last run: 2/13/2007 4:20 PM

Mext scheduled run: 2/14/2007 1:00 AM

@ Scheduled defrag ion is enabled

Your disks will be defragmented at the scheduled time. Defragment now

Figure 33: Setting up a schedule for defragmentation in Vista

Starting the Computer in Safe Mode

There is a lot that can go wrong with a computer; ironically, the more you
know about a computer and the more you experiment with it, the greater the
danger that it will not even start up anymore at some point. There are a
number of things you can do in a case like that, but my personal favorite
(which has saved me a number of times) is starting in "Safe Mode."

In Safe Mode, the only programs that are loaded are the operating system
and drivers for the mouse, keyboard, and standard display modes, greatly
increasing your chances for successfully loading your computer. Once you are
in Safe Mode you can undo what you messed up before and then reboot into

Normal Mode. And sometimes problems even disappear once you have booted
into Safe Mode.

44 The Translator’s Tool Box - © International Writers’ Group, LLC



Operating Systems

To enter Safe Mode, continually press the F8 key as your computer starts up
until you see a screen where you can select Safe Mode as your startup option.
Once booted into Safe Mode, you can adjust your settings and simply restart.
Your computer will then automatically boot into Normal Mode.

= afe;”(.sQe . Microst;-_la'-'{) Windo@l]l] {T™M) {Build 2195: Service Pack 4Free)
[ e 2 e

My Documents PPro PICTURES.zip Mo

[bare Moae

;astart”J a8 &y gl |J 12:12 PM
Figure 34: Windows 2000 in Safe Mode

Restoring Your Computer

Windows ME, XP, Vista, and 7 have a very helpful feature called System
Restore, which allows you to reverse to an earlier point in the life of your
computer. Every time a change in the system configuration is performed (and
automatically every other day), Windows creates a "restore point" that allows
you to jump back to that earlier point. If you perform something on your
computer that you are not sure about, you can also create a restore point
manually.
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To access System Restore, select Start> (All) Programs> Accessories>
System Tools> System Restore.

:" System Restore

Welcome to System Restore

‘fou can use System Restore to undo harmful changes to
your computer and restore its settings and performance.
System Restore returns your computer to an earlier time
(called a restore point) without causing you to lose recent
work, such as saved documents, e-mail, or history and ¥ Restore my computer to an earlier time
favorites lists,

To begin, select the task that you want to perform:

{~ Create a restore point
Any changes that System Restore makes to your computer

are completely reversible, ™ Undo my last restoration

‘four computer automatically creates restore points {called
system checkpoints), but you can also use System Restore
to create your own restore points, This is useful if you are
about to make a major change to your system, such as
installing @ new program or changing your registry.

To continue, select an option, and then dick Next. Mext = Cancel

Figure 35: Windows XP’s System Restore
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Select whether you want to restore your computer or create a restore point
and click Next.

':‘;_' System Restore

Select a Restore Point D e

The following calendar displays in bold all of the dates that have restore points available. The list displays the
restore points that are available for the selected date.

Possible types of restore points are: system checkpoints (scheduled restore points created by your computer),
manual restore points (restore points created by you), and installation restore points (automatic restore points
created when certain programs are installed).

1. On this calendar, click a bold date. 2. On this list, click a restore point.

= = Tuesday, June 03, 2003
Sun | Mon | Tue |Wed| Thu | Fri | Sat | IRl ) WM ER O TIge el |
25( 28] 27( 23| 22| =a| 31| 3:42:00 PM Installed Deja Vu X
1| 2 [ 4| 5| & 7
8 o o ul 12 1
15 15| 17 18 19 201 21
22) 23 24 25 26 27 28
29 30 1 2 3 B 5

< Back Mext = Cancel

Figure 36: Selecting a restore point

If you chose to restore your computer, you can now select the date and the
system change you would like to restore it to. Selecting Next will restart the
computer to that point.

A

?
i

oo} Y

> hwe

Any programs that have been uninstalled or installed during that time
period will also be reversed. However, documents that you may have
worked on will not be affected by this.
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Backing Up Files

Though most of us had to say farewell to floppy disks as a backup method—
files are usually too big for that and most computers don’t have drives for 3%2-
inch disks anymore—we are once again in the golden age of inexpensive
backups. With prices of CD-Rs and even DVD-Rs only slightly higher than
floppy disks, and CD/DVD-RW drives as near-standard equipment on most
computers, it is very easy and convenient to make regular backups of the
projects you are working on.

Because it often takes a little more time to write very large files to a CD/DVD,
I have found it most convenient to make a daily backup of my current projects
on an external drive and a backup on a CD/DVD once the project is finished.

The CDs/DVDs I usually store at a location separate from my computer.

Backing Up and Restoring the System

48

While Backing Up Files describes how to back up single files or file folders you
have worked on, there are also ways to back up the complete system. This
process is called "ghost imaging” (you may also hear people refer to it as
"imaging" or "ghosting"). It makes an exact image of a drive in your computer
or the complete hard drive and allows you to burn that on several CDs/DVDs
or an external hard drive. In the case of a disk failure, this will allow you to
read that image back to the hard drive rather than having to install everything
from scratch.
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The two most well-known ghosting applications are Acronis True Image (see
www.acronis.com) and Norton Ghost (see www.symantec.com/ghost).

& Acronis True Image o ] 2]
| gperatons yew Tods e | 9 Acroris|

Operations

88 Start Now . e
‘ P/ Create Image ﬁ ™ Restore Image
S N =

Tools

q* Manage Acronis Secure Zone (-.

#2 Activate Aonis Startup - ’ Explore Image = - Unplug Image
Recovery Manager ‘/'. 2

d Check Image

.g Create Bootable Rescue Media

= New Disk Deployment
@ Show Log

Do 2™ Disk Clone Add New Disk

@ Create Image

Select this item if you want to

create exactimages of your T

partitions or the whole hard disk q

drive. You will be able to save g . Schedule Task
images in an archive file an your

hard drive, a network drive, or on
various removable media.

= Tasks

Select this item if you want to create exact images of your partitions | "7 Backup succeeded

Figure 37: Image options with Acronis True Image

Backup Wizard x|

Backup a disk or partition m

Select the disk or the parttions to backup

gi Source: Destination:
=D Disk 1 & Fle
=R C )

" Recordable CD or DVD

Partition

Volume label:

Drive letter €

File system:  NTFS

Total size:  37.2668 [20.2668 Used)

’ symantec. <Back Next > Cancdl | Hep |

Figure 38: Creating an image with Norton Ghost
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In the Business and Ultimate editions of Windows Vista, you can also find an
integrated imaging tool under Start> Accessories> System Tools=>
Backup Status and Configuration> Complete PC Backup. While this is a
great feature for which you don’t need any additional product, the downside is
that you cannot restore individual files or folders like you can in True Image or
Ghost. In other words, this feature really is only for the unfortunate case of a
complete disk failure where you have to restore everything from scratch.

TR e

S EA Windows Complete PC Backup
_:__'_'__i.éf Windows Complete PC Backup creates a backup copy of your entire computer,
Back Up Files including programs, system settings, and files.

Backup status
/¥ This computer has not been backed up.
—

Restore Files Last successful backup: MNone

Last backup location: MNone

Complete PC Backup @ Create a backup now

Back up everything needed to restore your system.

To restore your computer using Windows Complete PC Restore, you need to use the
Windows Recovery Environment. How de [ restore my entire computer?

Figure 39: Vista’s Complete PC Backup feature

Backup is one of the areas where Microsoft felt that it had offered a
halfhearted solution for Windows Vista and tried to do the right thing for
Windows 7. The first thing Microsoft fixed was the availability of the backup,
which is now a feature in all versions of Windows 7. The next improvement is
the increased flexibility in deciding what exactly you want to backup. As a
result, Windows 7 users might be the first in a long line of Windows users for
whom a third-party backup program is not par for the course.
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Both Windows 7 and Vista offer yet another feature called "shadowing." (You
have to admit that these terms—"imaging," "shadowing,” and "ghosting"—
suggest that some developers have a rather colorful imagination.) This tool
restores files to a previous version even though you did not actually back the
files up. It does this by "looking" into the System Restore archives to see
whether there is an older version of the file and allows you to restore it to that
version. And all you need to do to access the feature is to right-click on the file
in guestion and select Restore previous version.

Open

Edit

New

Print

€ Scan Tool Kit.doc
Open With...

Share...

Restorl;\\;re\rious VErsions
Send To 3

Cut
Copy

Create Shortcut
Delete

Rename

Properties

Figure 40: Selecting the Restore previous versions feature
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Once you select the command, several earlier versions of the file might be
displayed:

= ] Jost Log.xs Propertie
| General I Security I Custom I Details| Previous Versions

Previous versions come from restore points or from
Windows Backup. How do | use previous versions?

File versions:

MName Date modifvied Location

4 |Last week (1)
B Jost_... 8/19/2010 8:54 AM Restore point
4 Earlier this month (2)
B Jost_... 8/9/2010 4:33 PM Restore point
B Jost_... 8/2/2010 4:07 PM Backup
4 Earlier this year (3)

B Jost_... 7/6/2010 9:24 AM Backup
B Jost_... 6/13/2010 8:40 AM Backup
B Jost_... 6/8/2010 3:16 PM Backup

Open Copy... Restore...

[ ok ][ cancel || pply

Figure 41: Previous versions of an Excel file

Now you can select the version of the file you need to restore.

Once you do this, there is no undo: your current version of the file in

F ¥

b -+ question is gone and has been replaced. This might work out in almost
_ﬁ all cases, but in the few cases where this makes things even worse

+ 45w2 = (thereis typically only one previous version per day so you might not get

the version you want), there is also the option to highlight one of the
files and select Open or Copy to check whether it's the correct version. Once you
know it is, go ahead and save it over your existing file.
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Taking Inventory of Your Computer

The little freeware download Belarc Advisor (see www.belarc.com) provides a
helpful and detailed report of all the hardware and software that you have
installed, including operating system, processor speed and memory, system
serial number, printers, controllers, displays, and even passwords for installed
programs applications that you might otherwise forget.

23 Belarc Advisor Current Profile - Mozilla Firefox

Fle Edt Vew Hgtory Bookmarks Iooks Help

@ - ::'2':5 (e £ay I:C] file://C: /Program Files Belarc/Advisor fSystemtmp/(Jostdel). html #versions 77 - |G-

B Belarc Advisor - Free Personal PC Audit | '] Belarc Advisor Current Profile a8

Belarc Advisor

PC Audirs in Your Web Browser! b

31

The license associated vith the Belarc Advisor product allows for free personal use only. Use on multipls computers in a corporate,

educational. military or government installation is prohibited. See the licenze sareement for details. The information on this page
vas created locally on your computer by the Belarc Advisor. Your computer profile was not sent to a web server. Click here for more
info.

System

Virus Protection Microsoft Security Updates
About Belarc -
Security | Wy3.13 of 10 (detai... o Up-to-date W Up-to-date
System Status
aaaaaaaaa
Product:
Computer Profile S ¥
Your Privacy Computer Name: Jostdell (in OFFICE) — JostDell
Profile Date: Wednesday, June 24, 2009 4:02:01 PM
Advisor Version: 7.2x
Windows Logon: Jost
1In page Links:
Installed Click here for Belarc's System Management products, for large and small companies.
Hotfixes
Operating System System Model
< Windows XP Professional Service Pack 3 (build 2600) Dell Inc. Latitude D610
Software System Service Tag: 9ZEN821 (support for this PC)
Chassis Serial Number: 9Z8NS21
Enclosure Type: Portable
Processor * Main Circuit Board
1.73 gigahertz Intel Pentium M Board: Dell Inc. 0US082
64 kilobyte primary memory cache Serial Number: 9ZSN891.CN486435CN3321
2048 kilobyte secondary memory cache Bus Clock: 133 megahertz >
Done

Figure 42: Analysis results in Belarc Advisor

Keyboard Languages

It may sound strange in this age of unlimited choice, but there are times when
it would be helpful if computers gave fewer choices for how to accomplish a
certain task. (Needless to say, there are other times when just the opposite
would be true!) One area where there are far too many choices is entering

non-English characters in a Windows environment or within a tool like
Microsoft Word.
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Here are some of the choices for entering non-English characters with the
facilities that Windows and/or Word offer:

The archaic way: The Character Map. You can either start this under
Start> (All) Programs=> Accessories> System Tools> Character
Map, or through a slightly modified version within Word under Insert>
Symbol (= More Symbols). Here you can find all the supported symbols
and characters for each individual font to select and paste into your text.
This is a great choice for the casual non-English user, but certainly not for
the professional translator.

The Word-centric way: Word provides a number of keyboard shortcuts to
enter special characters, such as CTRL+SHIFT+@ followed by "a" for "a".
You can find a full list of these under office.microsoft.com/en-us/
assistance/HP051865621033.aspx or in your Word help system. However,
I have two gripes with this: you still need two keys to get to your special
characters and, even worse, once you leave Word you’re lost.

The Word-centric way, part I1: Customized shortcuts within Word. You can
select a character in the Word Character Map (see above), click Shortcut
Key, press the key combination you want to use (i.e., an ALT+ combination
or a function key), and then click Assign. Not good either. Though you can
get by with just one keystroke combination, you’re still lost outside of
Word or on any computer other than your own.

The work-out way, aka the ANSI code: This poor but unbelievably popular
way among translators consists or four (4!) keystrokes for one character.
To activate this, make sure that you have your NUM LOCK key enabled (the
small keypad on the right of your keyboard), and type the number of that
character on the small keypad as you press the ALT key. The above-
mentioned "&" has the key combination 0228. Phew! Like | said, a great
way to train your memory to remember all kinds of code and exercise your
finger muscles, but this certainly is not conducive to a productive work
environment!

Clearly, things can’t be as bad as these methods suggest, and most of you
know that the best way by far for dealing with special international characters
is by installing a language-specific or the US-International keyboard.
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First things first, though. For the uninitiated, there is a distinction between a
virtual and a physical keyboard. The physical keyboard is the hardware
keyboard that you use to type and on which every key is labeled with a certain
letter, number, or symbol. If you bought your computer in the U.S., chances
are that you have a US-English QWERTY keyboard (representing the first six
proper letters). If you bought your computer and/or keyboard in—let’s say—
Germany, you will probably have a German QWERTZ keyboard. The funny
thing is that the labels are only meaningful if that physical keyboard matches
the "virtual keyboard" —i.e., the way that your computer assigns the physical
keys to the actual output on your screen. If they don’t match, the virtual
keyboard decides the output.

You are free to select as many virtual keyboards as your heart desires (if they
are among the more than 100 different keyboards plus various other input
systems supported by Windows), and in fact for many languages there is a
good selection to choose from. For instance, one of the keyboards for U.S.
English is the US-International keyboard, which is particularly interesting in
our context because it provides ready access to a number of important
international characters if you press the right ALT key.

=10l x|

ES On-Screen Keyboard
File Keyboard Settings Help

Figure 43: Characters on the US-International keyboard when pressing the right ALT key
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You can find the On-Screen Keyboard of the image above under Start>
Programs> Accessories> Accessibility>= On-Screen Keyboard
(Vista and 7: Start> Programs> Accessories> Ease of Access> On-
Screen Keyboard.)

A

a4k

> hwe

Starting from Windows XP SP2, there is also a British equivalent, the "United
Kingdom Extended" keyboard. This keyboard particularly supports languages like
Welsh, replaces the apostrophe key as a dead key with the grave accent key, and
introduces some other changes to the US-International keyboard.

In one additional change of versions after Windows XP SP2, the right Alt key plus ¢
will generate ¢.

Aside from the keys that can be accessed like this, you can also "create"
international characters with a combination of a "diacritical mark" (a so-called
"dead key") followed by a letter:

L3 "+a=é_

(]
>
+
Q

I
a»

o5

e ~ 4+ N =

All this is great, but it also causes what many users consider to be the
drawback of the US-International keyboard: the characters ", ', =, ™, and —~
are "dead keys," which means that they don't "type" if you use them in a
normal text. Only when you type the next character will the system "know"
whether you meant the character as a diacritical mark or a real character and
output either one or two characters. If you are not used to this so-called
"sequence checking" process, it can feel quite disconcerting, and, worse,
some Windows installations tend to behave irregularly with printing or not
printing the "dead keys."
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Here is how to install an additional keyboard. Depending on the version of
your Windows system, select Start> Settings> Control Panel>
Keyboard> Language (Windows 9x), Start> Settings> Control Panel>
Input Locales> Change (Windows 2000), Start> Control Panel>
Regional and Language Options> Languages> Details (Windows XP), or
Start> Control Panel> Regional and Language Options> Keyboards
and Languages=> Change keyboards (Windows Vista and 7). This or a
similar dialog will appear:

Settings | Advanced I

r~ Defautt input language
Select one of the installed input languages to use when you start your
computer.

German (Gemarny) - German (Custom) j

r~ Installed services
Select the services that you want for each input language shown in the
list. Use the Add and Remove buttons to modify this list.

English (United States)
Keyboard
= Us

i~ Preferences

Language Bar... Key Settings... |

ok | Cancel | Ay |

Figure 44: Input Languages dialog

Select Add and define which additional languages and/or keyboards you
would like to have installed on your system. (On some installations, especially
Windows 95, you will have to have the original media to install additional
keyboards.)
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When you select OK, the new keyboard will show up in the list of installed
keyboards.

Text Services and Input Languages ﬂﬂ

Settings | Advanced I

r~ Defautt input language

Select one of the installed input languages to use when you start your
computer.

German (Gemany) - German (Custom) j

r Installed services

Select the services that you want for each input language shown in the
list. Use the Add and Remove buttons to modify this list.

English (United States)

Keyboard
= United States-Intemational

Remove

Il

Froperties...

i~ Preferences

Language Bar... Key Settings... |

ok | Cancel | Aty |

Figure 45: Input Languages dialog with a newly added keyboard

After you leave this dialog, you will have a little language icon displayed on
your task bar.

« |02 & si19PM

Figure 46: Language icon on Windows taskbar

==
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This icon displays your currently selected languages and allows you to switch
between the different keyboards. Should you have more than one keyboard
for one language installed (for instance, both the US and the US-International
keyboards for English), a little keyboard is displayed to the right of the
language icon. Clicking on that keyboard will allow you to select the specific
keyboard you need.

If you cannot see the keyboard, right-click on the language icon and
select Additional icons in task bar. The same right-click command
also gives you access to the Restore (or Show) the Language bar
command that places a full language bar on the top of your screen, or
the Settings command which displays the configuration dialog for the
installation of a new keyboard without having to go through the ridiculous paths
described above.

d bk

This is all very easy. It becomes a little more hairy if you have to select
languages that either don’t deal (exclusively) with alphabets (such as
Japanese, Chinese, or Korean) or use a completely different writing system,
such as bi-directional languages (Hebrew, Arabic).

If you are still using Windows 9x or NT, you will either need a localized version
of Windows in those languages or an additional program on top of Windows

that will allow you to write. From Windows ME/2000 on, these languages are
supplied with the operating system if the appropriate "locales™ are enabled. In
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Windows ME/2000, select Start> Settings> Control Panel> Input Locales
(see first graphic) and Start> Control Panel> Regional and Language
Options> Languages> Details in Windows XP (see second graphic). Make
sure to enable the appropriate languages or language groups.

Regional and Language Options 2=l

Regional Options ~ Languages |Ad\ranced|

~ Text services and input languages
To view or change the languages and methods you can use to enter

text, click Details.

r~ Supplemental language support
Most languages are installed by default. To install additional languages,
select the appropriate check box below.
[V Install files for complex script and right-to-eft languages (ncluding
Thai)
[V Install files for East Asian languages

ok || Cancel | i |

Figure 47: Enabling complex languages in Windows XP

In Windows Vista and 7, all languages are enabled by default.

Once your locales are enabled, you can go back to the keyboard dialog and
add keyboards (or: "Input Method Editors™) for those languages—just as with
any other keyboard under Regional Options.
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Because many of the more complex writing systems offer a variety of options
for their input systems, it is important to remember to activate Additional
icons in task bar as described above. If you do not do that, you will not be
able to use the keyboards properly.

Be inse

Figure 48: Example of Japanese keyboard with access to various features
maESs

Figure 49: Example of Korean keyboard with access to various features
@2

Figure 50: Example of Simplified Chinese keyboard with access to various features

Aside from the options that Windows offers you in the standard installation,
there are many things that can be said about ways to change the mapping of
your keyboard so that it works in one specific language or several, or
performs certain processes ("macros') when pressing certain keys. A very
powerful program which allows you to reassign keys is the Microsoft Keyboard
Layout Creator or MSKLC (see www.microsoft.com/globaldev/tools/
msklc.mspx). This allows you to take an existing language-specific keyboard,
change some settings, and save that new keyboard as a customized keyboard
for your language. Or you can create a new keyboard from scratch.

There are some drawbacks. MSKLC only works on Windows 2000, XP, or Vista
(not Windows 7) and it’s not particularly easy to use. Once you load an
existing keyboard, you need to first make modifications and save the resulting
file (those commands are all available in the File menu); only then can you
build a project that will result in an installation program for the new keyboard
(you can access those commands from the Project menu).

The Translator’s Tool Box - © International Writers’ Group, LLC 61


http://www.microsoft.com/globaldev/tools/msklc.mspx
http://www.microsoft.com/globaldev/tools/msklc.mspx

Operating Systems

The great news is that it is free and the documentation is really pretty good. |
used this program to swap the Y and Z keys on my German keyboard so
they’re in the same order as the English keyboard and I can avoid all those
sillz tzpos.

?05;3 Keyboard Layout Creator - 'German (Custom)” i |EI|1|
File Edit View Project Help

Show the St
r Caps Lock Backspace

Shift states: d i u d -
[ shift

Alt+Ctrl j & ] Return
r (AltGr)

[ ctr

Legend

Current working directory IC 1My Documents

= o
]
Lr;a;:;:i;r;al:-b. Built keyboardlayout location I |

= vl

Figure 51: Custom German QWERTY keyboard layout with MSKLC

A little freeware utility by the name of AllIChars (see sourceforge.net/projects/
allchars/) not provides you with a large number of preconfigured keyboard
shortcuts (that all follow the pattern CTRL (release!) + one key + second key):

AliChars for Windows - Help 3 x|
Il:‘ Type : - CTAL [and release the key 1] followed by the bwo specified keys to get the special character,

- CTRL d d - to togale decimal-symbel translation. -CTRL h b - to show this screen
AlE[1]o]u] ol o[ i[o]ul s]s]¥]s] [elalA [ ], [Ja]* P22
DAE IO Aa s S 2] e e
ClAETOU aé o vy [Elnle (Bl Em e 2 e
CIAETO0 acioca 8% e e
Sl a0 s 6 ElniplEl e i HED B
CAETOUD agisu Yy |Zn[R (0] (s e el

Accent mabix | “|n| A | | <] ¢ e |

Jolg s |24 | 2@

00 [T [eel [ | dole | « |221% |lnl®
e i e AT
AL om Ll Al
jﬂi AJE|E =] ] - Sie 2lale (A el x (e
el |nl-| = fufola s § | 8] | ]|+ ]2
e T R e e
DJElaE IRl el ] R £ R

i | RIS R SR 8 (TR 30 N O A T B

Figure 52: Pre-configured options in AllChars
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and also allows you to configure your own combinations:

AllChars for Windows - Macro's [ x]
Code | Text

ex Example of a macrohn

dx Example of a macro on ...%nh20.. bwo lines

s “O1Example of a slow macro

i WBDE30720E I6CE45A092E 27161 833E 458E FE1A 9639865
ap English-to-German Translator [ATA accredited)

ur hittp: 24w internationalwriters. comnaboutus ozt himl

SN oo | [

Figure 53: User-defined options for AllChars

This little utility works in almost any Windows application.

¥ » My old version of AllChars (version 2.01) works much better for me than

7 -+ the presently available version 4, which interferes with the Alt key usage
j in some programs and has problems with user-defined macros. If you

+ hw2 s experience the same problem and cannot find an earlier version, | would

be glad to send you a copy of the old program.

One last thing about keyboards: There are very few things that | hate as
much as when | hit the Caps Lock or the Insert key without knowing it and
the following text is either in all caps or overwritten.

Fortunately, Windows allows you to have a little beep sound go off every time
you hit the Caps Lock, Num Lock, or Scroll Lock keys. To activate this
feature, select Start> (Settings>) Control Panel> Accessibility Options
(Vista: Start> Control Panel> Ease of Access Center> Make the
keyboard easier to use) and check Use Toggle Keys.

To make the Insert key beep every time you hit it, you can download the free
and tiny Insert ToggleKey utility at www.mlin.net/misc.shtml.
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Windows Updates
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A Windows feature that you should definitely be familiar with is the Windows
Update, which gives you access to all security patches and other
enhancements of your operating system as they become available.

In most installations of earlier versions of Windows, there is a link in the
Windows Start menu that will take you to the appropriate website
(windowsupdate.microsoft.com). In newer versions of Windows (XP SP2 and
Vista, and 7) the update is performed without much intervention from your
side.

A list will appear with a collection of customized updates for your computer
(operating system, previous updates, version of Internet Explorer),
categorized into critical updates, non-critical updates, and driver updates.

Quick Links | Home | Worldwide

Search Microsoft.com for:

Microsoft

Microsoft Update
— B Customize your results
Install Updates (1) Select High-Priority Updates

To help protect your computer against security threats and performance problems, we strongly recommend you install all high-
priority updates.

Select by Type

High Priority (1)

Total: 1updates , OKB , 0 minutes *
(Downloaded; ready to instal)

Software, Optional (7)
Hardware, Optional (2) High-priority updates

Microsoft Windows XP
Select by Product

Windows Genuine Advantage Notification (KBS05474)
Windows XP (6)

CAPICOM (0)
Office Communications

Server And Office

Communicator (0)
v

Microsoft Update Privacy Statement
2009 Microsoft Corporation, All rights reserved, Terms of Use o { Privacy Statement

Figure 54: Windows Update

In general, you should make sure that you download the critical updates but
carefully review whether you need any of the other updates.

In the fall of 2005 Microsoft introduced a new, more comprehensive service
with Microsoft Update. Microsoft Update combines the Windows Update
service with Office Update as well as several other similar services for other
Microsoft products. It's quite easy to install—you can find a link on the present
Windows update site.
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Once this is installed and configured by you—you can choose to only be
notified of available updates or you can have Microsoft download and install all
updates for you—this service replaces the other services, i.e., if you try to go
to the Windows Update site, it will reroute you to the Microsoft Update site.

Every few months Microsoft publishes a Service Pack (SP) for some of its
Windows systems. (Or when an operating system disappoints completely:
with the first release of Windows 98, Microsoft released a completely new
Second Edition version, Windows 98SE.) The Service Pack can also be
downloaded from the Windows or Microsoft Update site and is generally a
bundle of all previously published security patches plus some other additions
that Microsoft believes are enhancements.
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Web Browsers

Web browsers—those programs that help you locate and display web pages—
are another of the rather emotional topics where everyone feels very strongly
about the browser that he or she uses (especially if it is not Internet
Explorer). | used to use Internet Explorer because it was one of the first to
auto-detect different character sets and download the necessary fonts for it.
However, since Firefox (see mozilla.com) now also does a good job with this,
in addition to offering a huge number of add-ons to make it do virtually

anything, | use Firefox.
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Figure 55: Mozilla Firefox with the Quick Locale Switcher add-on
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P hws en-US/persona/242788

Plus, the Firefox browser is the only browser that allows me to have
Jeromobot watch over everything | do. You can download the Jeromobot
persona (skin) from the screenshot above under www.getpersonas.com/
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I also have Opera, Safari, and Google Chrome on my computer for testing my
website and others.

Browsing Tips

When | started translating professionally, the Internet was already a
formidable resource that held a lot of translation-related information. But
even | know the feeling of rummaging through books and other "hardware"
material to find answers that | just couldn’t find anywhere else.

While this will always remain so to a certain degree, here are some tricks that
should make your Internet searches on Google and Bing just a little more
focused.

Most everyone knows the use of quotation marks to find "just that specific
expression,” the + sign to force the search engine to include the following
word in the search, or the - sign to specifically exclude sites that contain the
succeeding word.

Here are some additional tricks:

- If you would just like to look at which web page titles contain the words
"Chinese translation,” type intitle:"chinese transl ation" (both
Google and Bing).

< If you are interested in all web pages that have the word "translation" in
their URL (website address), type i nurl : transl ati on (both Google and
Bing).

- If you only want to look in the body text of websites (rather than the URL
or the title), for instance to find out where your own web page is quoted,
type i nt ext : ww. <t he name of your website>. com(Google only).

If these tricks have not really impressed you, the next ones will:

= If you want to look for something in only a certain kind of document (such
as a PDF file) and not in any other, type fil etype: pdf "transl ation
menory" . The result will be all PDFs that are registered with the search
engines and contain the phrase "translation memory.” If you would like to
specifically exclude PDFs, you can type -fil etype: pdf "transl ation
menory" (both Google and Bing).
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< If you want to return webpages for a specific language, you will just need
to specify the language code directly after the keyword | anguage: . For
example, if you are searching for your name on Chinese-language
websites, you will need to enter John Doe | anguage: zh (Bing only).

= To return webpages from a specific country or region, you can specify the
country or region code directly after the keyword | oc: (orl ocation:). You
can even combine this with an OR search. For esample, to see webpages
about machine translation from the U.S. or Great Britain, enter " nmachi ne
transl ation"” (loc:US OR | oc: GB) (Bing only).

= Or how about this one: Unless you have one favorite online dictionary you
always go to when you need a definition, you can also type
defi ne: transl ati on (Google only).

Using URLs to Find Translation Data

Sometimes it is very helpful to interpret URLs (web addresses) from a
language/translation point of view. There are numerous parts of a URL that
could identify the language of the webpage that it displays. And if that is the
case, chances are that the same webpage is also displayed in other languages
(otherwise there is not much reason to note the language in the first place).

For instance, look at this long URL from the Microsoft help site:

http://windowshelp.microsoft.com/Windows/en-US/help/fe7ea80e-52a2-
48d6-947a-05e02e78bc371033.mspx

This URL has two language identifiers. One is very obvious—en-US (in this
case a mixture of the standards 1SO 639-1 and ISO 3166). The other identifier
may not be as obvious: the last four digits at the end are the widely used
Microsoft Locale ID (see msdn.microsoft.com/en-us/goglobal/
bb964664.aspx).

To change that page into, say, Japanese, you could just manually replace the
URL in those two places with the appropriate codes:

http://windowshelp.microsoft.com/Windows/ja-JP/help/fe7ea80e-52a2-48d6-
947a-05e02e78bc371041.mspx
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and come out with the Japanese counterpart with all the Japanese
terminology at your fingertips.

Or here is another one. There is a great English and German parallel SAP
glossary at http://help.sap.com/saphelp_glossary/en/index.htm. To change
the language in that case all you need to do is replace the "en" with "de".

But since this is a glossary within an HTML frame, it's not quite as easy to get
to specific entries. If you click on any of the actual English entries in the above
page, the URL does not seem to change. However, Firefox offers an easy way
to let you open the page within the frame as a standalone page. Once you
click on an entry and you have the English term and description displayed,
right-click on that page and select This Frame> Open Frame in New Tab.
This might open:

http://help.sap.com/saphelp_glossary/en/3b/
57a67b78608045852d629395c6844b/content.htm

And sure enough, just by changing it to:

http://help.sap.com/saphelp_glossary/de/3b/
57a67b78608045852d629395c6844b/content.htm

we get to the translated page.

While this particular example is only good for those who work in that language
combination, there are many other cases where this can be adjusted easily to
other websites and language combinations.
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File Transfer

If you send files by email, it’s almost always a good idea to zip the files. Aside
from reducing the upload and download time because of smaller file size,
zipping adds an extra layer of protection to your files, does not write-protect
your files, sends one file instead of many, and bypasses many virus protection
applications that would otherwise block access to files with certain extensions.

For information on zipping utilities, see Compression Utilities on page
127.

| =
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For large files, you should not send attachments by email, but via the File
Transfer Protocol (FTP), the same protocol that is used to upload files to
websites. Although many browsers—especially Internet Explorer—have a
decent or good FTP integration, | would always advise having an FTP program
("FTP client") aside from the main browser. The version that | use is WS_FTP
Pro (see www.wsftp.com), but there are a number of other equally good
applications out there including the open-source FileZilla (see www.filezilla-
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project.org). My reason for suggesting the use of an FTP client is that | think it
is easier to manage files (with a Windows Explorer-like interface) and it
provides a helpful way to store a large number of FTP addresses for quick

access.
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Figure 56: WS_FTP interface with direct access to a number of stored FTP sites
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Reducing Your Risk

This chapter is an introduction to the most common threats to computers and
data. Like everything in the Tool Box, select just the tools that fit your
particular need.

There is no reason to become paranoid. On the other hand, it’s helpful to have
an idea of what’s out there so you can adjust your behavior and choose your
defense mechanisms. After all, most—if not all—of us deal with sensitive data
as translators.

Aside from the financial consequences that might result from unintended
disclosures of the data you were entrusted with, a slip-up like that could also
cause significant harm to your reputation.

I will begin by describing the most common threats to our computers and
data, followed by a description of various tools that will let you reduce the risk
posed by these threats. Finally, I'll include a few last words of advice on this
subject.

Common Threats

This section lays the groundwork by introducing some of the terminology you
might encounter when reading about computer threats.

Malware

Malware (Malicious software) is software that was designed to harm or enter
a computer system without its owner’s informed consent. The term refers to a
variety of forms of software or program code that are hostile, intrusive, or
annoying.

These are the most common types of malware:
Virus

Computer viruses have been around since the dawn of personal computers, so
it’s likely that you’ve already made a more than personal acquaintance with
one or more of them.
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A computer virus is a program that can copy itself and infect your computer
without your permission or knowledge. Until a few years ago, the most
common way for a computer virus to spread was by removable media, such as
a floppy disk, CD, or a USB drive. With the increased use of the Internet, e-
mail, cloud-based services and file sharing, these have become common
vehicles for attacks, too.

Just as in real life, viruses usually require an infected host.
Worm

A computer worm can spread itself to other computers without needing a host
for the transfer.

The havoc that a worm can wreak is limited only by the author’s imagination.
The more common attacks focus on creating backdoors on computers or
turning computers into "zombies" (see page 77). Often these "zombies" are
combined into systems called "botnets"” (see page 78).

Trojan Horse

A Trojan horse is a computer program that disguises itself as something else
while it installs malicious software on your computer.

Similar to its namesake, the Trojan horse of classical mythology, malicious
code is hidden in an apparently useful, interesting, or at least harmless
program or file. Once the unsuspecting user executes the program or file, the
malicious code is also executed and installs a backdoor program (see page
75). This backdoor program either allows unauthorized remote access to your
computer by other parties, or it installs a keylogger (see page 75) that
captures data you enter—such as login and password information, account
and PIN numbers—which then are transmitted to a third party.

Quite often, social engineering techniques (see page 76) are used to lure you
into opening or executing these files and programs.

Spyware

Spyware is software that is installed surreptitiously on your computer without
your informed consent, intent on intercepting your interactions with the
computer or taking over partial control.
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Not only can spyware collect all kinds of information about you and your web-
surfing habits, but it may also redirect your web browser activity without your
knowledge.

Backdoor

A backdoor to your computer is a program or method that bypasses normal
authentication and protection, allowing for remote access to your computer.

Although a hardware device might also be used for creating a backdoor,
most of us do not have visitors or customers onsite at our offices, so the
risk for a hardware-based backdoor is most likely negligible.
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Keylogger

Widely available on the Internet, keyloggers can be either software- or
hardware-based. Their purpose is to spy on the computer usage of others, for
example, by obtaining usernames and passwords or by capturing
authentication information of online banking users.

Adware

Adware is software that has advertising functions integrated into it or bundled
with it. It may automatically display or download ads to your computer after
that software has been installed or while it’s being used.

There are some comparatively benign specimens—like the old advertising-
supported versions of the Opera web browser and the Eudora e-mail client—
but you may also encounter some rather obnoxious specimens that generate
pop-ups (see page 78) on your computer without any web browser open.

Rogue Security Software

Rogue security software is computer malware that pretends to remove
malware but does not do anything or itself installs other malware. Often it
disguises itself under a name that is similar to well-known and legit programs.
You can find a list of rogue security software applications on this Wikipedia
page: http://en.wikipedia.org/wiki/List_of rogue_security software.
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Attacks

In addition to the malware mentioned above, there are also a few other types
of attacks that may affect us.

Here’s a brief description of each of these to help you understand them better.

Phishing

76

Phishing is an attempt to acquire sensitive information—such as usernames,
passwords, account information, or social security numbers—by masquerading
as a trusted entity via electronic communications. To achieve this goal,

phishing often employs "social engineering techniques" in an effort to fool
users.
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Figure 57: Phishing attempt with fake eBay email

This screenshot nicely illustrates one such phishing technique. At first glance
this might look like an e-mail from eBay, but on closer inspection it becomes
clear that this is an imposter’s phishing e-mail. The first giveaway is that there
is no specific recipient listed. More importantly, when you hover your cursor
over the alleged eBay URL, a different URL is revealed as a tool tip.
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Another form of phishing is advance-fee fraud, AKA "Nigerian scams." Any one
of you will have received emails that promise great riches in exchange for an
upfront payment, but recently there have been some of those emails in
distribution that were specifically aimed at translators. Ted Wozniak, the
owner of the translator payment watch list paymentpractices.com, has taken
it upon himself to compile a list of those for reference purposes at
www.paymentpractices.net/Scams.aspx.

Drive-By Download

Sometimes also called a "drive-by installation,” this term refers to a download
and installation that occurs without your knowledge, and thereby without your
consent, rather than just the mere download of some type of malware.

Such drive-by downloads can happen when you visit a website, view an e-mail
message, or click on a pop-up window. While some drive-by downloads
require a very limited amount of user interactions, such as a mouse click,
others may exploit a vulnerability in the operating system or in an application,
such as your e-mail client or your web browser.

Denial-of-Service (DoS)

A denial-of-service attack (DoS attack) attempts to render a computer
resource—such as an Internet site or a service—unavailable to its users.

Typically, DoS attacks attempt to consume the resources of a targeted
computer so that it can no longer provide its services, or they interfere with
the communication media between the target and the users so they can no
longer communicate properly.

If multiple computers, quite often from different geographical areas, are
involved in such an attack, this is referred to as a Distributed-Denial-of-

Service (DDoS) attack, typically executed by zombie computers organized
within a botnet (see page 78).

Zombie

A zombie computer is a computer that is connected to the Internet and has
been compromised by a virus, a Trojan horse, or a hacker to make it
accessible to the people who "own" the compromised systems. The actual
owner of the computer tends to be unaware that his or her system is being
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used to send e-mail spam (see page 79), commit click fraud, conduct a
denial-of-service attack (see page 77), or for other nefarious purposes.
Typically, a compromised machine is just one of many under remote direction
in a botnet.

Botnet

Man-

A botnet is a collection of software robots, or bots running automatically and
autonomously on zombie computers remotely controlled by crackers (criminal
hackers) via a common command and control infrastructure.

in-the-Middle (MITM)

A man-in-the-middle attack allows the attacker to read, insert, and modify
messages between two parties without either party knowing that the link
between them has been compromised.

The attacker may simply be eavesdropping to obtain victims’ details during a
phishing attack, or he or she might jam all communications to one party
(denial-of-service) or use information gathered to execute a replay attack.

Nuisances

78

In comparison to the malware and attacks that specifically target your
computer, the following issues are mere nuisances, though they can be quite
aggravating if you don’t have the right tools at hand to repair their damage.

Pop-up Ads

Pop-up advertisements or pop-ups are a form of Internet advertising aimed at
driving traffic to a website or capturing e-mail addresses and other identifying
information.

Pop-under ads are a variation of this technique that opens a new window
underneath the active window rather than on top of it. Typically you don’t see
them until you close your current browser window, so it becomes a lot more
difficult to determine which website originally opened this pop-under window
with the ad in it.
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Spam

The terms e-mail spam, bulk e-mail, junk e-mail, UCE (unsolicited commercial
e-mail), and UBE (unsolicited bulk e-mail) all refer to nearly identical
messages sent to a large number of recipients via e-mail.

No matter what they’re called, we don’t like them!
Tracking

Some websites try to track users’ browsing habits by using cookies, small
chunks of text sent to the browser by the server and then sent back
unchanged upon each subsequent access to that server.

There are justified uses of cookies that are helpful to the user, such as
authentication, configuration of site preferences, and electronic shopping
carts. However, so-called tracking cookies, such as those third-party cookies
catered by DoubleClick, are frowned upon, and more and more users have
privacy concerns about the tracking of their browsing behavior.

Cookies are only data, not program code; therefore, they cannot delete
information or read information from your computer. They do not generate
pop-ups, nor are they used for spamming or for advertising.

It is also quite common for website operators and advertisers to embed tiny
transparent (or colored) GIF images (typically a single pixel in size) on web
pages as a means of tracking who accesses each page how often. These little
critters are also referred to as web bugs.

In recent years, some companies have started to offer tracking of e-mails.
This is usually achieved by placing a reference to a tiny transparent or
inconspicuously colored image with a unigue name in an HTML-based e-mail.
This is unseen by the recipient, but it triggers an access log entry for the
image when the e-mail is opened.

Not everybody likes the thought of inadvertently revealing to both a third
party and the sender when they first opened their message and how often
they looked at it.
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Tools for Reducing Risk

This section describes some of the countermeasures that are available and
introduces you to a variety of tools that can reduce the risks posed by these
threats.

While there are some hardware-based solutions available, most solutions
consist of software. It’s very important, however, not to forget about one of
the most powerful defenses available to us, free of charge: common sense.

Hardware

80

Router

Most of us by now use some form of high-speed Internet connection, typically
either a digital subscriber line (DSL) or a cable modem. Unfortunately, there
are still a significant number of users who don’t yet have the most basic
means of protection in place that can render their computer virtually invisible
to the Internet. The device I’'m talking about is called a router.

Virtually all of the cable modem / DSL routers currently available block
unsolicited traffic arriving from the Internet. Any "legitimate" network traffic
from the Internet sent in response to a request from your computer—e.g.,
retrieving e-mail, browsing web pages, or downloading files—is let through
and can get to your computer.

An additional benefit of these devices is that they are typically also equipped
with four network ports, allowing you to set up a small network of computers
at your workspace that can all share your high-speed connection.

I have been using CISCO Linksys routers for several years now and am quite
happy with their performance and reliability as well as ease of administration.
In the past few years, CISCO Linksys (see www.linksys.com) and other router
manufacturers such as Netgear (see www.netgear.com) and D-Link (see
www.dlink.com) have streamlined the initial setup to pretty much be plug-
and-play. Just follow their install instructions and you’ll be fine.
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If you want to add an additional layer of protection, consider changing the
default password when you are prompted for it during the install process.
Otherwise, you can also do so via the CISCO Linksys router’s administrative
interface, which is accessible via the web browser of any computer attached
to its LAN ports. In its default configuration, you simply have to point your

browser to http://192.168.1.1.

You can enter Netgear routers by entering 192.168.1.1 or 192.168.0.1

F ¥

7 -+ and D-Link routers by entering 192.168.0.1 into the address field of your
j browser. If you use another brand of router, please check your owner’s

# 5 w2 = Mmanual for the address you need to access its administrative web

interface

On the Authentication screen, you will enter a password rather than a user
name. If you changed the password, use whichever password you assigned to
the router; if the router still has its default password, it would be adni n.
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Figure 58: The router’s setup interface after successful login
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To change your password, click on Administration; this screen defaults to
Management where you can change your router’s password by entering it in
the appropriate field and re-entering it to confirm. Don't forget to click on
Save Settings.
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Backup and Restors | Backup Configurations. | [ Restore Configurations

5 | Done

Figure 59: The management interface

If you opted to get a wireless router, make sure that it is configured to use
encryption. If at all possible, elect not to use Wireless B (802.11b), since this
rather dated technology only allows for the Wireless Equivalency Protocol
(WEP) for encryption, which can be easily hacked into with freely available
applications.

If you use Wireless G (802.11g) or Wireless N (802.11n), currently the most
common types of wireless, make sure to configure your router’s wireless
network mode to not support Wireless B, otherwise you will not be able to use
the much better protection afforded by Wireless Protected Access (WPA or,
even better, WPA2) for encryption.
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You can configure the network mode of your CISCO Linksys router under
Wireless> Basic Wireless Settings.
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Figure 60: Basic wireless settings

Once again, don’t forget to click on Save Settings when you are done with
this step.

Now that you've restricted the type of networks you want your router to
support, set up your wireless security to use WPA Pre-Shared Key so that
only users who know the string you are using as your pre-shared key will be
able to connect to your network.
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You can configure the security mode of your CISCO Linksys router and enter
the passphrase under Wireless> Wireless Security.

m
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Figure 61: Entering a wireless key

As you can see from the above screenshots, there are a wide variety of
additional features and settings available for those of us who want to venture
into this terrain, but the steps outlined above are sufficient to provide a

reasonable level of protection.
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Hard Disk with Built-in Encryption

If somebody were to steal your computer or even just your hard disk, they will
be able access the data on the disk unless it is encrypted. Several vendors
such as Seagate (see www.seagate.com) have now started to offer hard disks
with built-in encryption.

Alternatively, the whole disk can be encrypted using disk encryption
software such as PGP Whole Disk Encryption (see www.pgp.com/
products/wholediskencryption). Once the whole disk has been
encrypted, you are then prompted for your password / pass phrase each
time your computer is booted. Your computer’s disk thus is rendered
inaccessible to anybody who does not know the necessary password or pass phrase.

d b=k 4

If you don’t see a need for whole disk encryption but think that encrypting a physical
or virtual volume might sufficiently serve your needs, you might not have to look all
that far from home, as long as your computer is running Windows XP Professional,
Windows Vista (Enterprise or Ultimate), or Windows 7 (Professional, Ultimate, or
Enterprise). These operating systems include EFS, the Encrypting File System,
which optionally can be activated to encrypt files and directories.

Note that with EFS, plain text files can be easily recovered. To circumvent that you
should configure encryption at the folder level. When you wish to encrypt individual
files, copy them to an encrypted folder.

Privacy Filters

Privacy filters are thin sheets of plastic that are about 1 mm thick and can be
mounted in front of the display, darkening the screen to anybody who is not
sitting at close to a 90-degree angle in front of the screen. This can be helpful
when you’re working on confidential information in a public place, or if you
simply don’t want someone staring at your screen while you work.

Cable Lock

Cable locks are available from a variety of vendors. They are primarily used
for laptop computers, hooking into their so-called Kensington Security Slot (K-
Slot) and allowing you to loop the cable around an immobile object, such as
part of a desk, before securing it in the K-Slot. This way you don’t have to
worry about leaving your laptop at the hotel while you are shopping, meeting
with friends, or having a drink.
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Software

To help address the various risks outlined at the beginning of this chapter, a
wide variety of software is available to combat those risks.

There are a number of separate products that target each of these threats
individually in a highly specialized fashion, but it’'s easier for most of us to deal
with the bulk of these risks in an all-in-one fashion rather than with half a
dozen or more separate products.

Another reason for choosing an all-in-one solution is that by now, virtually all
providers of "free" security products stipulate that their "free” product is only
free for personal, non-commercial use. Because we earn a living with the help
of our computers, it may not be the most ethical thing to violate these
licensing agreements by operating our business computers with a product that
was only licensed for personal use.

And once you have to pay for a personal firewall, antivirus, anti-spam, or anti-
phishing software, you might as well shell out a few dollars more and obtain
one of the various "Internet Security" suites available from various
companies.

First, 1 would like to spend a little time to briefly describe the type of products
and the components of the suites that are available for risk reduction.

Firewall Software

Although you (hopefully) already have a router in place (see page 80) to
protect you from attempts to access your computer from the Internet, this
protection is not available while you are on the road, nor does a router protect
you from an infected computer located on your local area network (LAN)—for
example, if another computer on your network gets infected or taken over by
hackers. In addition, most routers for the small office and home office market
consider all outgoing network traffic to be benign, even though this is not
always the case.
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This is where firewall software comes into play. If it is a full-fledged firewall, it
will check both incoming and outgoing network connections.

Up until Windows Vista, the Microsoft Firewall only inspected incoming
traffic but did not look at outgoing traffic, thereby lulling its users into a
false sense of security.
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In cases where no pre-defined rules are available, the firewall software
typically generates a pop-up message that asks you for a decision. To allow
you to make a qualified and informed decision, a "more info"-type link or
button is generally provided which opens a browser window that gives
additional details about the application. More often than not, it also offers a
recommendation on how to handle it.

# Symantec [&
Security Alert

4 Low Risk
firefox is attermnpting to connect to a DNS server.

Shiow Da‘fils

What do you want to do?

Figure 62: Entering a wireless key

If you elect to combine separate specialized applications and choose to buy a
separate personal firewall product, the better-known personal firewalls are

e ZoneAlarm (see www.zonealarm.com),

= Sunbelt (formerly Kerio) Personal Firewall (see www.sunbelt-
software.com), and

= Comodo Firewall (see personalfirewall.comodo.com).

Also, some companies have elected to offer only complete Internet security
suites which contain a firewall component without also offering the firewall as
a separate product. Among these contenders are:
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e F-Secure Internet Security (see www.f-secure.com),

= Kaspersky Internet Security (see www.kaspersky.com),

e Symantec’s Norton Internet Security (see www.symantec.com), and
< McAfee Internet Security Suite (see www.mcafee.com).

Antivirus Software

Antivirus software attempts to identify, fend off, and remove computer viruses
and some other malware.

Typically, this is done in a two-pronged approach:

< A memory-resident component monitors your computer for suspicious
behavior and inspects all programs and files that are opened for certain
"signatures” typical of malware. This also includes the content of web
pages you are browsing.

< Regularly scheduled scans of all the files on your computer’s hard disk(s)
look for files containing the "signatures” that might indicate an infection.

While traditionally the primary focus of antivirus software has been on
signature/definition-based detection, which is a reactive approach,
information security experts in recent years have pushed more and more for a
proactive approach in the form of behavior-based detection.

In recent years, Norton Antivirus and McAfee Antivirus have started to offer
versions of their antivirus products which allow for installation on up to three
computers. Among the other contenders for protection against computer
viruses are Panda (see www.pandasecurity.com), Kaspersky (see
www.kaspersky.com), and Grisoft AVG (see www.grisoft.com).

Anti-Spyware

Anti-spyware software attempts to identify, block, and remove spyware and
some other malware, such as adware.

This takes a similar approach to that of antivirus software: a memory-resident
component plus regularly scheduled scans.
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Reducing Your Risk

If you are using Windows XP, you should take advantage of the free Windows
Defender (www.microsoft.com/athome/security/spyware/software/
default.mspx), an anti-spyware acquired by Microsoft. Windows Defender is
included with Windows Vista and 7.

For most individual business users, Safer Networking's Spybot — Search &
Destroy (see www.safer-networking.org/en/spybotsd) would be one of the
few options that are available free of charge. The licensing terms of Lavasoft
Ad-aware’s (see www.lavasoftusa.com) or SpywareBlaster’s (see
www.javacoolsoftware.com/spywareblaster.html) free version restrict it to
personal, non-commercial use.

With any of these products it is important to make sure that program
updates are regularly applied.

| =
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In addition, virtually all Internet security suites now include an anti-spyware
component.
Anti-Phishing

Anti-phishing measures can be found embedded in most recent versions of
the popular browsers, such as Internet Explorer, Opera, Google Chrome and
Mozilla Firefox, and also as extensions and toolbars for browsers.
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Reducing Your Risk

In Internet Explorer 7 (no such thing in earlier versions of IE), the phishing
filter is accessible under Tools> Phishing Filter, in IE 8 under Safety>
SmartScreenkFilter.

Microsoft SmartScreen Filter

Help make your browser more secure:
Set up SmartScreen Filter

SmartScreen Filter is designed to warn you if the website you are visiting is
impersonating another website or contains threats to your computer.
What is SmartScreen Filter?

V] () Turn on SmartScreen Filter (recommended)

Some wehsite addresses will be sent to Microsoft to be checked. Information
received will not be used to personally identify you.

%W ©fTurn off SmartScreen Filter

Website addresses will not be sent to Microsoft unless you choose to chedk
them,

Read the Internet Explorer Privacy Statement online.

Figure 63: Phishing prevention in IE 8

In Mozilla Firefox, you can find the phishing filter settings under Tools>
Options> Security.

opions £

el O @ B o (@& &

Main  Tabs  Content Feeds Privacy  Securty  Advanced

¥ Warn me when sites try to install add-ons Exceptions...

[+ {Tell me if the site I'm visiting is 2 suspected forgery

" Check using a downloaded list of suspected sites
(7 Checkbyasking [ Google v| abouteach site I visit

[V Remember passwords for sites Exceptions...

I Use 5 master password

Show Passwords...

- Warning Messages

VCUZ:;cse which warning messages you want to see while browsing the Settings..

ok | col | Hep |

Figure 64: Phishing prevention in Firefox
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Reducing Your Risk

In Opera, this feature is called "Fraud Protection" and can be found under
Tools> Preferences> Advanced> Security.

. B

Choose a master passward to protect personal certificates
Browsing
MNotifications Set master password...

Content
Fonts
Downloads
Programs Every time needed b

Ask for password

o | Use as master password for e-mail and Wand

Cookies | Enable Fraud Protection

Manage certificates...

Toolbars
Shortcuts

Voice
Security protocols...

Figure 65: Phishing prevention in Opera

In Chrome you can set phishing protection under Tools> Options> Under
the Hood.

:Google' Chrome Options (=3 i

Personal Stuff | Under the Hood |

>

Hetwork
Setup a proxy to connect to the network.

Change proxy settings
Privacy
Google Chrome may use web services to improve your browsing experience -
you may optionally disable these services.
Learn more

[ show suggestions for navigation errors

Use a suggestion service to help complete searches and URLs typed in the
address bar

Use DNS pre-fetching to improve page load performance
Enable phishing and malware protection

Help make Google Chrome better by automatically sending usage statistics

and crash reports to Google v
Reset to defaults

Figure 66: Phishing prevention in Chrome
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One other way to prevent landing at undesired places is to use the Firefox
add-on LongURLPlease (see addons.mozilla.org/en-US/firefox/addon/235815/
). This add-on displays artifically shortened URLs (for instance, tiny.com or
bit.ly) in their long form in a tool tip when you put your cursor on it. This is
especially helpful when browsing through services like Twitter.

Pop-Up Blockers

While there used to be a definite need for dedicated pop-up blockers to curb
the flood of pesky pop-up or pop-under ads, basic pop-up blocking
functionality these days can be found in all the major web browsers. Some of

the newer browsers, such as Google Chrome, even have pop-up protection
enabled by default.

In Internet Explorer 7 and 8, you can exercise limited control over the pop-up
blocker settings under Tools> Pop-up Blocker Settings.

Pop-up Blocker Settings @

Exceptions

— Pop-ups are currertly blocked. You can allow pap-ups from speciic
I‘ 7 !| websites by adding the st to the list below.

Address of webste to allow

Alowed shes:
idiom webex com
myaccount lingotek com

support.dell. com
www dell com =
wivw dellauction com
waw quss-moda ds
Netiications and blocking level
Play a sound when  pop-up is blocked.
Show Information Bar when a pop-up is blocked
Blocking level:
Medium: Block most automaic pop-ups v
Leam more sbout Pop-up Blocker

Figure 67: Stopping pesky pop-ups in Internet Explorer
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Reducing Your Risk

In Mozilla Firefox, you can activate or deactivate pop-up blocking under

Tools> Options> Content.

Options @
W O R &« & @

Main  Tabs  Content Feeds Privacy Secrity  Advanced

Block pop-up windows Exceptions...
Load images automatically
Enable JavaScipt Advanced...

Enable Java

iy
]
B

Fonts & Colors

Default fort: | Times New Roman v| sze: [16 | [Advanced...
Colors...

File Types

Configure how Firefox handles certsin types of flss Manage. .

[ ok ][ concel | [ rep |

Figure 68: Stopping pop-ups in Firefox

In Opera, you can exercise a certain amount of control over pop-ups under

Tools> Preferences> General.

Preferences

Home page http:/fportal,opera.com Use aurrent

Choose how you prefer to handle pop-ups

Pop-ups Block unwanted pop-ups

Select your preferred language for Opera and Web pages

Language English [en]

Figure 69: Stopping pop-ups in Opera
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Reducing Your Risk

For those who want to exercise even more control over the behavior of
the various ads, there are also toolbars—such as the Google Toolbar (see
toolbar.google.com) and Yahoo! Toolbar (see toolbar.yahoo.com)—
which include pop-up blocking options, as well as third-party products—
such as the Firefox add-on Adblock Plus (addons.mozilla.org/en-US/
firefox/addon/1865), and the browser-independent Privoxy (see www.privoxy.org),
which goes one step further by also keeping most of the other ads away from your
screen.

a4k

Anti-Spam

To curb the huge amounts of unsolicited commercial e-mail flooding your
inbox, a variety of techniques and approaches are available.

One of the easiest ways of filtering out spam early on is to activate the spam
filter(s) offered by your Internet Service Provider (ISP) or your mail service
provider (MSP).

The catch with this approach is that you will regularly have to check your ISP’s
or MSP’s filtered-out mail to make sure that your customers’ e-mail or
messages from potential new clients have not accidentally been misclassified
as spam.

If you are using applications such as Mozilla Thunderbird, Outlook 2003 and
above, or Windows (Live) Mail, you already have a pretty reliable and
powerful spam filter built into your mail application.
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Reducing Your Risk

In Mozilla Thunderbird, which refers to spam as "Junk" and "E-mail Scams,"
you can control the behavior of the filter under Tools> Options> Privacy.

x|

% /

Display Composition Privacy Attachments  Advanced

Junk | E-mail Scams | Anti-virus | Passwords |

Set your default junk mail settings. Account-specific junk mail settings can be configured in
Account Settings.

™ When T mark messages as junk:
¥ Move them o the account’s "Junk” folder
£ Delete them

™ Mark messages determined to be Junk as read

I~ Enable junk filter loaging Show log
Reset Training Data

Figure 70: Spam options in Thunderbird

To configure "Junk Mail" handling in Outlook 2003 and 2007, go to Tools>
Options> Preferences> Junk Mail (in Outlook 2010: Home> Junk> Junk

E-mail Options).

Junk E-mail Options

Options | Safe Senders | Safe Redpients | Blodked Senders

’:*‘. Outlook can move messages that appear to be junk e-mail into a spedal
@ Junk E-mail folder.
Choose the level of junk e-mail protection you want:

() No Automatic Fitering. Mail from blocked senders s stil moved to the
Junk E-mail folder.

) Low: Move the mast obvious jurk e-mil to the Junk E-mail folder.

() High: Most junk e-mail is caught, but some regular mail may be caught
s well, Check your Junk E-mail folder often.

() 5afe Lists Only: Only mail from people or domains en your Safe
Senders List or Safe Recipients List will be delivered to your Inbox.

[[]Permanently delete suspected junk e-mail instead of moving it to the
Junk E-mail folder

[] Disable links and other functianaiity in phishing messages.
(recommended)

[#] Warn me about suspicious domain names in e-mail addresses.
{recommended)

[]When sending ¢-mail, Postmark the message to help e-mail dients
distinguish regular e-mail from junk e-mai

Figure 71: Spam options in Outlook 2007
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In Windows Live Mail (the mail program that came as a downloadable option
for later versions of Vista and Windows 7) the safety options are available
under Tools> Safety Options or, if the menus are not enabled, under
Menus> Safety Options.

' Safety Options (==
Optians | Safe Senders | Blocked Senders | Intemational | Phishing | Securit

Windows Live Mail can move meszages that appear to be junk e-mail into a
special Junk E-mail folder.

Chooze the level of junk e-mail pratection you want:
Mo Automatic Filkering. Mail from blocked senders iz still moved to the
Junk. E-mail folder.

@ Low: Move the most obvious junk e-mail to the Junk E-mail folder.
High: Most junk e-mail is caught, but some regular mail may be caught az

well. Check your Junk E-mail folder often.

Safe List Only: Only mail from people or domains on vour Safe Senders List
will be delivered to your Inbox.
Permanently delete suspected junk e-mail instead of moving it to the Junk

E-mail folder

Feport junk e-mail to Microzoft and its partners [recommended)

[ QK ]| Cancel | Apply

Figure 72: Spam options in Windows Live Mail
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Virtually all the major Internet security suites include an anti-spam
component which tends to be capable of identifying spam to a varying degree
and which allows you to reclassify messages as spam or "ham" (non-spam).

Inbox - Microsoft Outlook
i fle Edit View Go Tools Actions Help Type a quest

T or help
iyiew ~ | X | aReply (iReply to Al (7 Forpard | ¥ SendfReceive ~ | Donna Parrish 2 E Lot e ﬁ } 0p Search [
{8 Open Norton AntiSpam [ This is Spam (89 71 am gamptyme Spam Folder !

I5092 Items I

Figure 73: Norton AntiSpam filter in Outlook

If you don’t want to let spam get to your computer in the first place, or
you don’t want to depend on the Microsoft mail clients catered to by
most of the current anti-spam products, you may want to look at a
product like Mail Washer (see www.mailwasher.net). This product plugs
in between the mail server and your mail client. The major catch with
Mail Washer is that you can’t retrieve your e-mail using your mail client; instead,
you have to use Mail Washer, which then invokes your mail client. You must
configure your mail client to not retrieve mail from your mail server itself.

d bk

A Few Final Words of Advice

There is no need to be scared, worried, or overly paranoid about securing your
computer and protecting the information stored on it.

Simply install a router between your high-speed DSL or cable-modem
connection and your computer or home/office network, put one of the various
Internet security suites mentioned above on your computer, and you have
already established a very good baseline of protection.

If you want to go the extra mile, consider whole-disk encryption or one of the
hard disks with built-in encryption options.

But most important of all, apply common sense:

< You wouldn’'t want to fall prey to a scammer or non-reputable business, so
apply due diligence and briefly google the name of new tools you are
considering buying.
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Reducing Your Risk

e Be cautious with the use of repair services for your computer and hard
drive. If you have information on your hard drive that you would prefer not
get into the wrong hands, consider having your computer looked at with its
hard disk removed.

= Be cautious about selling your old computer or hard drive. If you have
information on your hard drive that you would prefer not get into the
wrong hands, consider removing your hard disks and physically destroying
them, for example, with a sledge hammer. If this step strikes you as too
violent, consider using the secure shredder function provided by various
security products, including Spybot — Search & Destroy and PGP Desktop.

e Stay up-to-date on firewall, antivirus, and anti-spyware signatures, so that
you always have the most current protection.

- Stay up-to-date on security-related patches for both your operating
system (see Windows Updates on page 64) and any applications you are
running.

A very cool program to do this with is Secunia Personal Software
Inspector (see secunia.com/vulnerability scanning/personal/)—it gives
you a list of all necessary updates and links to those in one fell swoop.
And whatever Secunia does not find, FileHippo will (www.filehippo.com/
updatechecker).

d bk
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Text and HTML Editors

Text and HTML Editors

Text Editors

"Text editors" are programs that allow you to create and edit text files,
often with advanced editing features for software source code. The term
"word processor" typically refers to programs that support many
additional formatting features, such as Word or WordPerfect.

¥
T
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Every version of Windows comes with two text editors: Notepad and WordPad.

Notepad (accessible under Start>= Programs> Accessories> Notepad) is a
very limited (and sluggish) text editor that is the Windows default program for
any kind of text file. It can be useful if you want to look at the underlying code
of any file (it will always open compiled formats, including Word documents, in
the source code view).

iﬁ&;ple.m - Notepad E x |

File Edit Format View Help

k?xml version="1.0" encoding="utf-8" 7=

<!DOCTYPE tmx SYSTEM "tmx14.dtd">

<tmx version="1.4">

<header

creationtool="xbench"
creationtoolversion="2.7.0"
datatype="unknown"
segtype="sentence"
adminlang="EN-US"
srclang="EN-US"
o-tmf="xXbenchtm"

>
</header>
<body=

<tu tuid="1">
<tuv xml:Tang="EN-US">
<seg=(0Optional) captions and technical notes here.</seg=
</Tuvs
<tuv xml:Tang="DE-DE">
<seg=0Optionale untertitel und technische Hinweise hier
eingeben. </s5eg>
</ Tuvs>
</Tu>
<tu tuid="2">
<tuv xml:Tang="EN-US">
<seg=Tachometer</seg>
</Tuvs
<tuv xml:Tang="DE-DE">
<seg=Tachometer</seg>
</Tuvs

Figure 74: Translation memory exchange (TMX) file in Notepad
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Text and HTML Editors

100

WordPad (accessible under Start= Programs> Accessories> WordPad) is
a text editor with some more functionality, including some formatting
capabilities and the ability to open Word files in the intended formatting
(without actually opening the memory hog Word itself).

(O =i Kidoatorapa:

. Home View

Paste

Clipboard Font Paragraph Editing

WordPad does not support all of the features of this document's format. Seme content might be missing or displayed
improperly.

-a---|---1---|---2---|---3---|---4---|---5---|---

Tool Kit

A biweekly newsletter for people in the translation industry who want to get more out of
their computers

Issue 10-8-172 (the one lundred seventy-second edition)

It's not that nothing is happening these days -- in the translation industry, that is -- but it's
also vacation time. And since I had the andacity to take a few days off (my family and I
saw the most majestic bull moose!), I couldn't think of a better topic than shortcuts. Isn't
that what vacation time is all about: making things easier? So [ looked through the
newsletters of the last few years and found references to shortcuts, particularly keyboard
shortcuts, in almost every one! I've recompiled the most useful in this newsletter.

100% (=)

Figure 75: WordPad in Windows 7 with an open Word 2010 .docx document

There are, however, much more powerful (and fairly inexpensive) programs
out there. Most of these have been developed by developers for developers,
so we as translators usually only see the very surface of what these programs
can do, but this is usually enough to be duly impressed. The most commonly
known ones for Windows are probably TextPad (see www.textpad.com),
UltraEdit (see www.ultraedit.com), and EmEditor (see www.emeditor.com). |
use UltraEdit for all Western languages and EmEdit for East-Asian languages.
But regardless of what | use, all of these programs do wonderful things and
are typically very sufficient for what we need as translators.
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Text and HTML Editors

Here are some examples of what these programs do:

Have you ever tried to open a 20- or 30-MB text file in Word? Depending on
the speed of your computer, this can take up to a few minutes as Word tries to
load the whole thing all at once. In contrast, these little text editor programs
can open any size text file in just a few seconds. For instance, many of you
have worked with the so-called Microsoft glossaries. Searching through these
glossaries with Excel or Word renders them practically unusable because they
are so large and response time is much too slow.

The original "Microsoft glossaries" are not really glossaries; instead
they’re large translation memories with the translation data of the user
interface for many of Microsoft’s software products. From 1994 through
the summer of 2006 they were available for free on one of Microsoft’s
FTP sites. In 2006 these files were replaced with a multilingual glossary,
which in 2009 was replaced by the Microsoft Language Portal at
www.microsoft.com/language. The portal offers an online search interface to
Microsoft glossaries and translation memories, access to the Microsoft style guides
for many languages and the ability to download extensive glossaries in the
termbase exchange (TBX) format (see page 270). Many translation environment
tools now offer support for TBX so that you can import the files right into your
termbase. And for users of tools that do not yet offer TBX support, you can use the
free and powerful ApSIC Xbench (see page 272) to convert the TBX files into
something more palatable.

[ R

The translation memory files that were previously available on the FTP site can still
be accessed on MSDN (msdn.microsoft.com/subscriptions) or TechNet
(technet.microsoft.com/en-us/subscriptions). In order to access the files (which are
in the same CSV format as before), you will have to pay an annual fee for the
various available levels. The MSDN Operating Systems subscription costs US$699
and the TechNet subscription is available for US$349 (in August 2010).

To search these files from Microsoft you can also use the above-mentioned ApSIC
Xbench.
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Text and HTML Editors

In the example below, a search for di rectory structure in all of the old
German "Microsoft glossaries"” (a total of 61 files and 98 MB) took UltraEdit
less than ten seconds and resulted in a list of all the occurrences in all the files
and simultaneous links to the exact occurrence.

D2 S g @ v % B N Z i owl # @

JJ deu-deu-cav-SiteServerd.cev deu-deu-csv-SharePointF’ortaIServer2DDD.csv| J

"The catalog cannot be remowved in the current state. Disable the catalog, and then remove itzj
The catalog configuration contains account information.hrhin,,Die Eatalogkonfiguration enthalt
The catalog copy failed. Propagation will not start.%1%rhin,,Fehler beim Kopieren des Eatalog
The catalog copy has completed. Propagation will now start.%1Vvr'n,,Der EKopiervorgang fir de:
The cataloy could not ke initialized.%1%rhn,,Der Katalog konnte nicht initialisiert werden.‘%:__I
The catalog could not be loaded.%1%rhn,,Der Katalog konnte nicht geladen werden.$1hVvr'n,,H3G,.
Fhe catalog directory structure cannot be created. 3ee the event log for related errors.hrin
"The catalog does not exist or is currently unavailable. Please retry the action again later

K1 _>ILI

-

© My Documen deu-deu-— arePointPort
C:Y My Documentshgerman glossaryh German' deu-deu-csv-SharePointPortal3erverz000.csv(3610) @

Found 'directory structure' 2 time(s).

Find 'directory structure' in 'C:%My Documentshgerman glossaryhGerman' deu-deu-cav-FiteServe
C:Y My Documentshgerman glossaryh German' deu-deu-csv-3iteServer3.osv(909) : /[No]DirsOnly

C:Y My Documentshgerman glossaryhGerman' deu-deu-csv-3iteServerd.csv(5805) 1 Replicate ACLs an
C:Y My Documentshgerman glossaryhGerman' deu-deu-csv-3iteServerd.csv(9437): "Select how much

Crh M T)nr“.nmPrr.H\nPrmﬁn mlnasarvh Germant den—deu—rav-51iteServeri . v (102501 1 "Snerify the ret T
3

For Help, press F1 237y, Col. 1, Cw bos | [Mad: 725/2001 5:06:56PM  |File Size: 794759 S v

Figure 76: Batch search in UltraEdit

Any of the searches can be made with wildcards. For wildcards, see To
Search with Wildcards on page 17.
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Text and HTML Editors

Another helpful feature compares different versions of files. In the example
below you can see that UltraEdit highlights the differences in two versions of
an HTML file.

File Edit View Mode Options Merge Window
HBe sk [+== 8uc @3 4o @@ BOD
%) index.html and i...
“  Ch.Acurrent Website\indeshtrml == »  CA.\current Website\index - Copy.html - B A
43 href="http://www.internationalwriters.com/services, + 43 href="http://wwwW.internationalwriters.com/services, »
44 title="Information about cur translation services™: 44 title="Information about cur translation services™:
45 trenslation</a>, and <a 45 trenslation</a>, and <a
48 href="http://www.internationalwriters.com/services, 48 href="http://www.internationalwriters.com/services,
[I 47 title="Information about cur localization m:mﬂultnlj 47 title="Information about cur localization m:mﬂultn‘]
=| |48 consulting and writing</fa>.</font></p> 48  consulting and writing</a».</font></p>
49 <p><font face="Arial" size="Z">Qur 49 <p><font face="Arial"” size="ZI">My
50 varied backgrounds in communicaticns#8212;including S0 varied background in communicatione$8212;including t
51 academic, and marketings#8212;provide a unique set ¢ *|S1 academic, and marketings#8212;provide a unique set ¢
52 and 52 and
53 skill for ocur clients' language and writing project: 53 skill for my clients' language and writing projects.
54 <p><font face="Arial" size="2">Browse 54 <p><font face="Arial" size="2">Browse
' |ss through cur pages toc find out more about us and 55 through my pages to find cut more about me and
56 how we can help you with your writing and translatic 56 how I can help you with your writing and translatior
57 fare="Rrial™ aize="2"% ¢/fantse/fontse/ns T 57 fare="Rrial™ aize="2"% ¢/fantse/fontse/ns s
- 4 m L3 < n »
Output Window v 3 X
First file name: C:\Users\ost\Documents \Intsmational Wiiters' Group \current Website\index html
|Secand file name: C:\Users'ost\Documents\Intemational Witers' Groupeurent Website'index - Copy Himl
Report type:All (Matching and Diferences)
|Summary for 1 <> 2:
158 Line{s) maich 3 Block(s) diff 5 : 5 Linefs) diff
Ready Complete  Scrollable Map  Pair [1 - 2] - 3 Block(s) diff 5: 5 Line(s) diff @ Different

Figure 77: File comparison in UltraEdit

If file comparisons are very important to you, you can also use a
specialized tool such as ExamDiff (see www.prestosoft.com/examdiff) or
Araxis Merge (see www.araxis.com). These give you additional reporting
options as well as the ability to compare directories.
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Text and HTML Editors

These text editors are also able to automatically recognize typical formats
such as HTML or XML and show them in color coding to ease the editing
process.

UltraEdit - [C:\Users!
'_d File Edit Search Insert Project View Format Column Macro  Scripting  Advanced Window Helplz‘

[=]x]
e s NESSHSRAAIRISIHB. S bl 2z .

=

index.html  x

Q....l...-L.D....|T..2.D....|...3.0....|...4.D....|...5.°....|...5.°....|...7.D....|...T'
3z <tr>
34 <td valign="middle"™ width="395%">
35 <p»<font face="Arial"™ =size="2">International

36 | Writers'
37 Group specializes in <a

|

38 href="http://www.internationalwriters.com/services/writing.html"

39 | title="Information about our writing services">writing</a>

40 and <a href="http://www.internationalwriters.com/services/editing.html™

ME title="Information about our editing and proofreading services">»editing

4z [F services</a>, <a

43 href="http://www.internationalwriters.com/services/translation.html"”

44 title="Information about our translation services">English-to-German

45[] translation</a>», and <a

418 href="http://www.internationalwriters.com/services/consulting.html"”

47 title="Information about our localization consulting and writing services">tre
48 | con=sulting and writing</a>.</font></p>

43 [ <p>»<font face="Arial" =size="2">0ur

50?varied backgrounds in communication&#8212;including technical,

] 1 r
5l B |1 EEsdAdc st amEWBEY o 5§ Gaieh B 2
HTML Underline HTML Underline 5 0197 cp DOS HTML  Mod: 4/16/2010 11:46:3 AN File Size: 7046

Figure 78: Color-coded HTML file in UltraEdit with automatically opened HTML tools at the
bottom of the window
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In the following example | instructed EmEditor to mark the occurrence of a
certain word in a file, which EmEditor recognized as a resource file and color
coded as such (marking the translatable text in pink).

F C:'\My Documents\Deja Vu Files\RC_Java Properties\WebWiz.rc - EmEditor |:||§|r5__<|

: File Edit Search View Macoos Tools Window Help
D-2H 3B 4D LR REEERB FF Ve
: Windows | |#] WebWiz.rc | X
STRINGTABLE PRELCAD DISCARDABLE .| -
BEGIN.
IDR MATINFRAME "WebWizard\n\nWebWizard\nWebWiz Files (*.wwl)\n.wwl'nWeb
IDS XSMALL "¥X-5mall"™.)
IDS SMALL "Small™l)
IDS NOEMAL "Hormal™.)
IDS LARGE "Large"™.|
IDS XLARGE "X-Large".|
IDS INVALID WWL VERSION "Unsupported VERSICHN of WebWiz.wwl £ile.".|
IDS _ERR LOADING WWL "Error loading WebWiz.wwl [E3s."™.|
END
STRINGTABLE PRELCAD DISCARDABLE .|
BEGIN.
RFX ID5 RPP TITLE "WebWizard"|
RFX ID5 IDLEMESSAGE "Ready"l
END
STRINGTABLE DISCARDABLE .|
RWMCTH | h
¥
C++ Ln 422, Col 36 Western European

Figure 79: RC file view in EmEditor

The Translator’s Tool Box - © International Writers’ Group, LLC 105



Text and HTML Editors

106

One important issue is the change of code pages (between different forms of
Unicode, ASCII, DOS, or Mac formats under File= Conversions in UltraEdit
and between language-specific code pages under File= Save As in
EmEditor):

- System Default (1252, iso-8353-1
Savein: | C3 u_u

Unicode big endian
@ HPZLanguage_RLUTF-8
9] MMRPView.re  [UTF-7

Arabic (ASMO 708) (708, ASMO-708)
Arabic (DOS) (720, DO5-720)
Arabic (I50) (28596, is0-8859-6)
Arabic (Windows) (1256, windows-1256)
Baltic {I50) (28594, iso-8359-4)
Baltic {Windows) (1257, windows-1257)
Central European (IS0O) (28592, iso-8859-2]
Central European (Windows) (1250, window
Chinese Simplified (GB2312) (336, gh23132)
Chinese Simplified (HZ) (52936, hz-gb-2312]

21|

Chinese Traditional {Big5) (950, big5)
Cyrillic (I50) (28595, is0-8859-5)

Cyrillic (KOI8-R) (20866, koid-)

Cyrillic (KOI8-U) (21866, koid-ru)

Cyrillic {windows) {1251, windows-1251)
Greek (ISO) (28597, is0-8859-7)

Greek (Windows) (1253, windows-1253)
Hebrew (DOS) (862, DOS-862)

Hebrew (I50-Logical) (38598, is0-8859-8+) _ |
Hebrew (Windows) {1255, windows-1255)
Japanese (EUC) (51932, euc-jp)

Japanese (115) (50220, iso-2022-jp)

g Japanese (JI15-Allow 1 byte Kana) (50221, ¢
Save astype: Japanese (Shift-115) (232, shift_jis)

Korean (349, ks_c_5601-1987) 2
Encoding: Cyrillic {windows) {1251, windows-1251) j

¥ add a Unicode Signature (EGM)

Save

Cancel |

File name:

ENJEN|

Return Method: IND Change j

Figure 80: Possible conversions in EmEditor

Here is another use of text editors (though you can admittedly use Notepad
for this also):

Most of us have received files of indeterminate type—we either don’t know the
extension (and even sites like www.filext.com can’t help) or the extension is
gone or corrupt.

Here is a quick and dirty way to help with that. You can open the file in
question in a text editor. If everything is "humanly" readable, the file is in a
text-based format and can be translated in an appropriate text, HTML, or XML
editor. If the file opens with a lot of strange characters, it is some kind of
binary file (a file that can be read only by computers) that cannot be edited
(or saved!) in a text editor.
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The good thing is that many of these files have a "magic number" (that's what
it’s really called!), i.e., a clue to their identity in the first line (the "header
line™). Here is a list of the more common ones:

GIF image files have "GIF89a" or "GIF87a" in their header.
= JPEG image files begin with "OxFFD8" or with "JFIF" or "EXxif".
e PNG images contain "PNG" or "P N G" in their header.

e TIF/TIFF graphic files begin with either "I1" (11 for Intel, or little-endian) or
"MM" (MM for Motorola, or big-endian).

= PDF files start with "%PDF".
e PostScript files and programs start with "%!".

e Many EXE or DLL files start with "MZ" or "ZM" (after the developer Mark
Zbikowski).

e MIDI music files have "MThd".
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 ZIP files begin with "PK" (for Phil Katz, author of the compression utility
PKZIP).

Wil C:\My Documents\SolarTur\3A291_Unitx_HM9000_011_de_final.zip - E.. [T |[B)[X]

. File Edit Search View Macos Tools Window — Help

Q-2 KW 2B & O 0P F : | B E| i Tools ?
: Windows __d Untitled * | &5 3A291 Unite_HM3000_011_de_final.zip | x
ERL ] B Imce¥iit, 7 .= # »~
g?z 91 Unitx HM9000 011 de final.XLSil> tcG-78B:Bxiw»¥¥(C"-'»04

4%, E§OSRH® n2hdeIV-A<T8 (ART546, 1 $11{Q™ARE"T1s, Lal

I+ SE 11

I€Eng=VO[Uildg:; ¢ I-uR-T-Wived- [Bx eCitdfVelyziexcd+Calsz="4t @
AryliadESZiDr+a |, lasf»—A AU—9 180[idF0s¥> 1G>

p«td GAQ.0Uqi1¥ IZl4{bafeIv{) vlcalti<r f—I£v0 €Il 2.2
ul1a~su~ql<hrgodBn [ °_5]-seB{W 'iI(,cBa. I #="8.fza9]alcl ¥z =+
AppUaEel] Tado o=Ieuzw~ J¥-TEli-Ifdeivéis 14;C,ethBk:E"COYL

nl

c«gh-o. (JFp»e&fan"m@é «,imn08 “YVpmaveke-IU.p avc =I&Da@'n/,}asf;
i Irafifsd\78'8{8ixsa0aDp prack wld

,cazlizazeig™] ZRA]-Irnl shaed w1OQ. .EAD {774

I

il

p@REal A ~iph\+1ig,53" i*py 1.=R2 ¥f.|ndp]->iploypbarae-—siiie

afe! nric Afa° e UAUA —w—Oypedch) lizn/—=lp/|w Fiihh-+ ;U¥nU tA=]:i0" &7
163,884 bytes, 1196 lines. Text Ln 1, Col 1 Western European

Figure 81: A "cracked" zip file with the magic number "PK" in EmEditor

This last magic number is particularly helpful because there are many file
formats that pretend to be something very fancy and unique when in reality
they are "only" ZIP files with a new and different extension. Finding out that
these are ZIP files allows you to change the extension to .zip and unzip them
with the compression utility of your choice. This in turn can sometimes give
you access to data you would not have access to because you might not have
the appropriate application.

What's extremely important to remember is this: NEVER save non-text-based
files in a text editor. If you need to give it a different extension, do that in
Windows Explorer.

I could write a lot more about the benefits of these programs, but here’s what
I've found to be true: If | can imagine some kind of logical operation within a
text-based file, chances are that it can be done with one of these programs.

The Translator’s Tool Box - © International Writers’ Group, LLC



Text and HTML Editors

HTML Editors

HTML is an abbreviation for HyperText Markup Language, the authoring

¥ ¥
b -+ language used to create documents on the World Wide Web. HTML

j defines the structure and layout of a web document by using a variety of
+ hw2 = tags and attributes. Tags and attributes are enclosed with < and>.

Translatable text typically includes all text between tags (the part that is
displayed by the browser) as well as some attributes within tags (for instance, the
"alt" text that pops up when you move your mouse over a graphic).

Although the afore-mentioned text editors have HTML capabilities (see page
103), many users prefer to use specialized HTML editors for HTML files. Again,
there are many different approaches out there, from the high-powered
flagship products such as Microsoft Expression (see www.microsoft.com/
Expression) or Adobe Dreamweaver (see www.adobe.com/products/
dreamweaver) to (also high-powered but much more affordable) hands-on
products like (the free and powerful) Nvu (see net2.com/nvu/).

If your intention is to use an HTML editor for translation or editing purposes, |
would strongly recommend using a text editor or one of the hands-on tools
because they tend to be "clean" tools, i.e., they do not add any additional and
unwanted coding that your client most likely abhors.
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Applications such as FrontPage used to have a bad reputation for changing
code. They have gotten much better about protecting the original code in
recent releases, but you still run the risk of changing the code if you do not
adjust the settings accordingly. In the case of FrontPage, make sure that you
select Tools> Page Options> HTML source> Preserve existing HTML
(and in the case of KompoZer select Tools> Preferences> General>
Retain original source formatting).

<!DOCTYPE HTML PUELIC "-//W3C//DTD HTML 4.0 Transitional//EN"™:
<HTHML><HEAD><TITLE>International Writers' Group - Writing, Translation, and Localization
Consulting</TITLE>
<META content="M3HTML 6.00.2719.2200" nsme=GENERATOR:
<META http-eguiv=Content-Type content="text/html; charset=iso-5859-1">
<META
content="copywriting, copy writing, translation, localization, editing, proofreading,
localization consulting, localisation consulting, localisation, German proofreading,
German editing, German translation, writing services, editing services, International
Writers' Group, International Writer's Group, OCregon coast™
name=keywords:
<META
content="The International Writers' Group offers a conbination of services, including
copywriting, translation, editing and proofreading, and localization consulting™
name=description></HELD>
<BODY bgColor=#ffffff>
<CENTER>
<TABLE cellipacing=0 cellPadding=:2 width=593 horder=0x
<TEODY>
<TR>
<TDh align=left>
<Prgnbsp; </ P>
<Prgnbsp; </ P>
<Pr&nbsp; </ Pr</TDx
<TDh align=right><IMNG altc="International Writers' Group"
sro="indexHoweSite files/IWGlogo.jpg" border=0x</Thx</TR></TBODY></ TABLE>
<TABLE cellipacing=0 cellPadding=1 width=592 horder=0x
<TEODY>
<TR>

Figure 82: HTML page after being saved in non-obtrusive editor (same as original)
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<'doctype HTML PUELIC "-//W3C//DTD HTML 4.0 Transitional//EN"™:
<htmlx>

<head:>

<titlexInternational Writers' Group - Editing, Translation, and Localization
Consulting</title>

<meta content="Microsoft FrontPage 5.0%" nsme="GENERATORM:

<meta name="Progld" content="FrontPage.Editor.Document™:>

<meta content="text/html; charset=is0-8859-1" http-equiv="Content-Type">

<meta content="copywriting, copy writing, translation, localization, editing, proofreading,
localization consulting, localisation consulting, localisation, German proofreading, German
editing, German translation, writing services, editing services, International Writers!'
Group, International Writer's Group, Oregon coast™ name="keywords'™:

<meta content="The International Writers' Group offers a combination of services, including
copywriting, translation, editing and proofreading, and localization consulting™
name="description™:>

</ head:>

<body bgoolor="#ffffff™s
<body bgoolor="#ffffff™s

<CENLEr:
<table border="0" cellPadding="2" celli3pacing="0" width="593">
“LE>
<td align="left">&nbap;<pr&nbsp;</p>
<pr&nbsp: </ td>
<td align="right™:>
<img alt="International Writers' Group™ horder="0" sro="services/IWGlogo.jpg™s></td>

Figure 83: Same HTML page after being saved in FrontPage without Preserve existing HTML

selected
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Never work in HTML files in Word unless you are specifically instructed to do
so (see image below).

<!DOCTYPE HTML PUELIC "-//W3C//DTD HTML 4.0 Transitional//EN"™:
<html xmwlns:v="urn:schemas-wicrosoft-com:vml"
xmlns:o="urn:schemas-microsoft-com:office:office™
xmlns:w="urn:schemas-microsoft-com:office: word"”
xmwlns="http://vww.w3.org/ TR/REC-html40™>

<head:>
<mweta http-sguiv=Content-Type content="text/html; charset=iso-5859-1">
<meta name=Progld content=Word.Document:>
<meta name=Generator content="HNicrosoft Word 9"
<meta name=0riginator content="Microsoft Word 97>
<link rel=File-List href="./indexWord files/filelist.xml">
<link rel=Edit-Time-Data href="./indexWord files/editdata.mso">
<!—=[if 'mso]>
<stylex
vh 1% {bhehavior:url (#defaulc#VHL)
o 1% {behavior:url (#default#VML) ;)
wh 1% {behavior:url (#default#VML) ;)
.shape {behavior:url#defaulc#VHL) ;}
</style>
<! [endif] -->
<titlexInternational Writers' Group - Writing, Translation, and Localization
Consulting</title>
<!——[if gte mso 9] =<xml>
<o:DocumentPropertiess
<0:Authors=Jost Zetzsche</o:Author:
<o:LastAuthors>Jost Zetzsche</o:Lastiuthor:
<o:RevisionsZ</o:Revisions
<o:TotalTimes1</0: TotalTime:

Figure 84: Same HTML page after being saved in Word

To be fair, Word 2003 and above has an option under File> Save As
that is called Web Page, Filtered. Though this eliminates some of the
additional coding, Word remains an unfortunate choice for an HTML
editor.

F
b

a4k %
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If you must use an HTML editor but are insecure about what kind you should
use, a good guideline is to either use non-intrusive programs such as the ones
mentioned above, or the same program that the webpages were originally
designed in.

If they were designed in programs such as FrontPage or Dreamweaver,
you can find that information in one of the meta tags in the HTML code:
<META NAME="generator" CONTENT="Adobe Dreamaeaver XX'>.

-} =
[ R

RS If you are working in double-byte languages (Chinese, Japanese, or

Korean) or bi-directional languages (Arabic or Hebrew), make sure that the HTML
editor of your choice supports your language.

Saving HTML Files from the Internet

As a general rule of thumb, you never want to translate files that you save
from a website. There are two reasons for this: First, most browsers add or
change some code when saving files from the Internet. Second, the vast
majority of webpages are dynamic, which means that they retrieve their
content from databases; by saving a single HTML page you will see little or no
database content.

For quoting purposes, however, it could be a good idea to save some files from
the Internet (if you keep the above limitations in mind).

It is easy to save single web pages. In Internet Explorer and Firefox, open the
web page, select File= Save as, and make sure that Webpage, complete or
Webpage, HTML only is selected under Save as Type.
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Typically, you do not want to quote on a single web page but on a complete
website instead. So-called spiders such as Tenmax Teleport Pro (see
www.tenmax.com/teleport) allow you to download a complete (static) website
at one time so that you can browse it offline or analyze it for quoting or other

purposes.
internationalwriters.tpp - Teleport Pro M =] E3
File Project Miew Help
ﬁl D|D”|H||§|Q| >| ik Jlalalalalalalalala”
[#-(C) http:f v internationalwriters.c i [:Iproposalspopup.html @ article163_07.jpg
Dpromotionalpopup.html B article163_06.gif
Dwebcontentpopup.html B article163_04,gif
(I translation. html [Cdindex.htm B article163_05.gif
Dconsulting.html [Cdtwahours. html B article163_02.gif
@ Iwalogo.jpg Dtraining.html B article163_01,gif
[ Jindex.html Dsupport.html B article163_03.gif
B dvlogo. gif Djerome.html
(Ccontact. himl (Cdan.html
[ Jindex.html Djost.html
Dsitemap.html [Ckristen. html
Ddirectpopup.html EJZetzsche_Resume.de
Dghostpopup.html @ Jost.jpg
[ Jindex.html @ jerome.jpg
Dmarketeditpopup.html [ clientlist. html
Dwebeditpopup.html @ kristen.jpg
Dacademeditpopup.html Djostpub.htm
@ wiew. jpg EKZetzsche_Resume.de
Dprojectspopup.html [Cdindex.htm
Dtoolspopup.html EDKenagy_Resume.de
Dprocessespopup.html Ddatabases_translation.html
4] || K | i
Project saved... 1dle |0 Files queued 51 requested |z2454 bytesfsec 2

Figure 85: Downloaded website in Teleport Pro

s+ If you need to download websites with a safe encryption (starting with
» https://), you will need to use the slightly more expensive Teleport

¥

E

-1

v
<
Ultra.

L Other comparable tools include the freeware program HTTrack

(www.httrack.com); Quadsucker (www.quadsucker.com/quadweb) is a commercial
counterpart to this.

A much more complex translator-specific spider program is WebBudget (see
www.webbudget.com).
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WebBudget is not "just" a web spider (it calls that function Map a site). It is
also a translation memory tool specifically geared toward HTML and other
tagged formats. Unlike most other web spiders, none of the downloaded HTML
files is modified during the download process. And while its translation
memory component does not have the sophistication of the larger translation
environment suites (see Translation Environment Tools on page 190), the
program is very simple to use. | especially like the fact that there are a
number of HTML-specific settings on the Options tab (such as what kind of
tags are translatable or how words are to be counted) that are both easy to
understand and to modify. Loading an HTML file for translation is as easy as
opening it in any HTML editor; and by simply clicking the Extract button, the
translatable text will be displayed to you in the lower translation pane.

The Quote images feature is also a unique and helpful way to quickly view
which images are part of a website or project, and which of the images have
to be translated and charged for.

JX WebBudget XT index.html : =lalx|

File Edit Translate MWindow Help
ﬂ Optiohs Translate | Edit | ?S-E: Quote text I Summary I Quote images I ﬁ Map a sitel

BEHES 23 F %8 e Ton| BEMAE

«<font face="4rial"» I i
<pr =]
<img src=""startletters v, gif'" align=left width=30 height=36 .
border=0 alt="": elcome to my home page. [J2 RFEL0] s |
browse through my image gallery offfE] i
href="gallery /index html"* clazs="link" tite="Fhoto Gallery'> Ji
wildlife photos </a>.</p> d
</fant 7=
<t J !
<td> [7==]
<t .
<y 7|
< /table _
<table width="800" x| dankenagy.com =
= sﬁ Fuzzy % I?S |¢} & defaulttst E E oa 25 &5 8L E‘ ==
Info Source |Target | o
Text body | elcome to my home page. illk.ommen auf meiner Homepage.
Textbody | Feel free to browse through my image gallery of Gucken Sie doch durch meine |
Text body | wildlife phatos wildlife phatos _|
Text body
-
et PR ST = ot Cie o Pl
[Translated seqrments: 1 of 11 . 9% [ 7:11 Profile: deFault.prw

Figure 86: Translation view in WebBudget
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Utilities
Before discussing the "real (and expensive!) programs" such as office suites,
computer-assisted translation tools, desktop publishing, or graphics
applications, here is an overview of smaller, inexpensive (or even free)
programs—called utilities—some of which have very powerful capabilities that
can make many things easier for you. Though there are many thousands of
these little applications available, and | am sure that there are many that are
just as useful as—or even more useful than—the ones | am describing here, |
have limited myself to the ones that | use on an almost daily basis in my work
as a translator.

There are also a number of software libraries which are good places to
look for utilities. My favorites are www.tucows.com,
www.download.com, www.majorgeeks.com, and www.snapfiles.com
with a huge number of freeware (software that is given away for free by
the author, who retains the copyright for it) and shareware programs
(software that you can download and try for free, and then pay a licensing fee if
you like it and use it).

d bk
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Graphic Management Utilities

One of the helpful features of Windows ME and XP is the possibility to view
graphic files in the so-called Filmstrip view, allowing for a quick and fairly
detailed view of graphic files.

% My Pictures : P ] |
Fle Edit | view Favorites Tools Help |.-ﬁ”’

Toolbars 3
Qrac - ok am|@ Foers | [~
Folders Explorer Bar 3 x
o ErT— B
AN Thumbnails
N Ties
L Icons
List
Details

ESTONIA . Lt

Arrange Icons by P

Choose Details...
GoTo 13

W Y el ¥ Y )

N Refresh

LD My vrene

(2 New Global

[ Newsstand

(2 Non current dients T
[C2) Old Computer
(2 Payment Practices

() Peregrine ﬁ
[ peritas .
[C) Posteard images J
(£ Rundbriefe

b Tests, Agreements, etc 14 -

Figure 87: Filmstrip view in Windows XP

You can activate the Filmstrip view by going to the My Pictures folder
(inside the My Documents folder) and selecting View=> Filmstrip in the
Windows Explorer.

4
i

d bk

eranes Vista abandoned the Filmstrip view and replaced it with the Windows

Photo Gallery view that displays the pictures full-screen. Microsoft must have
realized that this was not a move toward the better, because in Windows 7 it now
offers the downloadable Windows Live Photo Gallery, an enhanced version of XP’s
Filmstrip. (You can also download this utility for other versions of Windows under
download.live.com.)

118 The Translator’s Tool Box - © International Writers’ Group, LLC


http://download.live.com/

Utilities

This feature is similar to other existing programs that are specifically geared
toward managing image files, such as the freeware program XnView
(www.xnview.com). XnView lets you view, convert, copy, sort, and edit any
image file.

‘" XnView - [Browser - C:\My Documents\toolbox\TransManual\images|] i |EI|1|
gu File Edit View Tools Create Window Info 18] =l
[E'" Browser ]

N !“._ =
L) - D @ E @ 2| 8

[+ TeamWorks Proj
I CD Tests etc
[#-{7) The Learning Co
[ Thesis

(-5 TLSTranslations
-5 TMMarketplace
-5 TO3000

=t E) toolbox

.@SpcderSample _I 7 RN x | . AR @'

938FileOptions. gif .gi ... 2000SystemConfig...

I - TransHelp
=t E:' TransManua

ahhwvv.nif ahlednnn. aif ACDSes.aif ArrohatCount. aif

{7} Trados

{7 TransPerfect
{3 TransPlus

-3 Univox

+-{{7) Updater

{7} Ushuaia

{7 WebEx

H-{[3) weyne

+-{.7) wsInspector
] zidan &

|248 object(s) / 1 file(s) selected [28.60KB] |98FileOptions.qif [471x468x8 [256 Colours [28.60KB [44% | i

Figure 88: Image management in XnView

This program is particularly useful when dealing with a large number of image
files such as you might have in a manual or help system. It quickly lets you
view the individual images, decide which images need to be translated or
generated again, and open these images in the graphic editor of your choice.
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Renaming Utilities

A small but useful tool is the freeware Rname-it (see www.brothersoft.com/
rname-it-4690.html) that allows you to batch rename a large number of files.
This can be helpful when you need to change an extension (for instance, from
. HTM to . HTML) or when you need to change the actual file name of a large
number of files (for instance fil enane. doc to fil enanme_edi t ed. doc).

'3 Rname-it ¥ersion 3.1.1.C * ;|g|5|
{1 S4PGlossary | I[-c:-] 'IIShowALL files "Sort filenames [ to Z] [Defaull] = |
4 Softréns r— Basic File Renaming O ptions:

A0 Thesis . 1 | ¥ Make changes to Prefix | Mew Prefix: I_edited

423 TLS Trarslations :

Place the new prefis where? © Replace ¢ Before (% After old Prefis

<10 de_TLSTrarelat
L] 5AP [~ Make changes to Extension | Hew Ext: I

C T Transhanal T
| | _;l_l Place the new ext. where? 7 Heplace €€ Before %) After old Ext
o IH— Frefix - UPPER | Prefix - !ower | : Ext - IUFPER | Ext. - lawer |
Counter for padding to Prefis or Estengiom.——————————————————————
I Single/Multiple  Extended Apply ta: Prefix | Entersion | I~ Elphatetical caunt
Starting walue: IDD‘I Inerement by |1
e —

Preview: |{Dld Prefis}_edited.{01d Extension} Full Preview

LS2 o —&dvance Fenaming Options:
v & Soply bo Prefin onlyl € Applyto Extension € Apply b entire Hame
™| Search Sting Backward ™| Case Sensitive Search

[~ INSERT | shing: I at pos # I [0- 255]
[~ Beforean [ After string:l

I~ Feplace | shirg: I
itk I
First/Eram & I LLast/Ta # I

<| | _>| <= Clear | Eename it! Options About E it

Figure 89: Renaming files in Rname-it

Another useful function of this utility is the ability to change the time
and date stamp of any file. This comes in particularly handy if you have

7
b
worked until 5 am and prefer your project manager not to see that . . . .

d b=k 4
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Another highly acclaimed renaming tool is 1-4a Rename (see www.1-4a.com/
rename). This tool not only offers a larger range of functions than Rname-it
(including the ability to replace names in subdirectories!) but also shows that
developers can’t resist giving renaming tools ridiculous names.

=1gix]

2] 1-4a Rename v1.56.0 Superb Batch Renamer

" &l || nofile contains... = v
[~ ¥ to top

¥ Subdi levels |3 > I name:
I deseription in exten [ Instant plawew Hehesh Reset Grid | Max)
(= C [¥ | Instant problems checking 0S| _Font | View

[ My Documents

will 52| 55 [ 01d name New name [Previsw]

pup. htm

€ Name & E  Whole Name | or split @
Name || Esfenianlest ocor v] 7 case [0 2] Arelu/eStupid pt AretweStupid pt My Docums
[ e s o anicle163_01.gf anicle1£3_01.gf LMy Dacume
aticle163_02.9F aticle163_02.9F C:\My Docume
Iefieplaceli L Fawan | Clllneen epear L1 otier scd articke 63013 articke 63013 C:AMy Docume
html Separatar.
aticle163_04.gf aticle163_04.gf C:\My Docume

ht: Pos: - Al |<2x<02¢1> -

= e article163_05.gif article163_05.gif C:\My Docume
[ osoueroe =] |1P ¥ [eteen=]
e — article163_07.jng article163_07.jpg C:\My Docume

™ ovelap™ 1tme |7 overlay

[ case [ kespcase [T keepcase aticle63_0.jng aticle63_01.jng C:\My Docume

I whols ward I i aticle363_02.jpg aticle363_02.jpg C:My Docums

|$_WI" be rumber | <tait | _Ejs:aﬂ EII' feldenwise articke363_03.jpg articke363_03.jng C:\My Docume
splts number | 7 Add lead 0 Digits i 3]‘ e atticle369_04.jpg atticle369_04.jpg C:\My Docume

Ecfore |Add = |demma\ 110) =l Aficle A N inn Aficle A N inn [T —
After n 0123456789 F E:?S‘ ¥ Replace_if possible | [~ Sharten to 64 letters

[~ _ to space betw. letters |~ Destiuct to 64 letters
¥ Kill unnecessary space |~ MoSpaceBetweenLetters

First chi [{ then to:

o I~ Typical song standards | [ Kill vowaksT~ No doubles

[leave Case 217 [letwe Case =1 || Shonenatist | U b sl o
I 1 DJ MeDionskds I Kilbeginnumbert.. | —

I Kill endidouble space |1 Elest 7T Unsleet

[ :: oo I~ Heszad [ Kill hewt
Start and Delete (34) Unda Al kil Iene's [ Shit [T Tacho
I~ Don't iename problematic fils (1.0.0)

Figure 90: 1-4a Rename’s interface
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Search Utilities

While the text editors described above have powerful search and replace
functions, some utilities specialize in that and offer some additional features
that can prove to be very handy.

Search and Replace (see www.funduc.com/search_replace.htm) can be
opened on any individual file or folder from the Windows Explorer or any other
folder view through the right-click menu.

In the resulting dialog, you can select a mask (i.e., a filter) for your file type
(for instance, *. t xt for all text files, or a*. * for all files starting with a) and a
search string, as well as the string to replace it with.

) Search and Replace [ |
fctiors Edlt isw | Flags Favories  Help
4 8 gq“[@gasﬂenme G PEST |y

i S=arch Subdirectories
Search for:[Inciden # whole Word Match

= -
Feplace with: B Reqular Expression E J

|

g

Fie Mask: lT M Search ;w. Files
#4 lonors Whitespace
Eat [C000r @ v poce cumentsiPereging'
Search Results: P —— |
[ Lire 600822 - <Seg LDEDE>Lm die: besten Ergebnisse 2u erzislen, geben Sie die vollstandige Incident -TicketNummer sin. |
(-Line 600834 - <Seg L=DE-DE>Um mit der Suche nach einer Incident-Ticekt-Nummer zu beginnen, entfernen Sie die Markierung
|- Lirie: 600846 - <Seg LDE-DE> {uosBy1 AefBilang 1024 <os "BM-ButtonMenublame” 3> Jusgesetzt(\csB\1 \ofBbang1 024 < /e
-Line 600884 - <Seg L=DE-DE>Sie kehren nun zum urspriinglichen Incident-Ticket zuriick. {vesB41 vefBhlang1024 <imk 33>}
|- Lirie: 600870 - <Seg L=DE -DE>Benachrichtigung aus Incidert-Tickst
-Line 600876 - <Seg L=DE-DE>Eine Meldung in der Statusleiste des Incident-Tickets bestatigt, dass die Benachrichtigung zum 4
|- Lirie: 601037 - <Seg LEN-US> {uosBy 1 AefBAlang 1024 <os "BM-ButtonMenublame” 1><isf 4> Jisw Work Queues{iosBi wefe
-Line 601038 - <Seg L=DE-DE>{4esBh1 hefBiang] 024 < s "BM-ButtonMenulame" 13 <:iaf 4> Jarbeits Warteschlangen anzeige
|- Lire: 601082 - <Seg LDE-DE>wenn jstzt ein Incidert geschinssen wird, werden alle danit us smmeriténgenden Anfiagen rick
-Line 601127 - <Seg L=EM-US>Follow the search {vesB4f14elBilang1024 <os "B-Bold" 43 Hnstructions{hesBA14cfEhang 024 <
|- Lire: 6071128 - <Seg L-DE-DE>Folgen Sie den Suchanweisungen unter {\csBA \efBiang1024 <os “B-Bald” 4 Hnstructions{he
(-Line 601428 - <Seg L=DE-DE>Die IR-Lemfunktion vermerkt, wenn eine Ldsung fiir eine Anfrage oder einen Incident verwende!
|- Lirie: 607481 - <5eg LEN-US> The Document Engine usage has besn expanded to include common code sets and algarithms
(-Line 601482 - <Seg L=DE-DE>Zur Funktionalitdt des Dokumentenmoduls gehtren jetzt gemeinsame Codesdtze und Algorithmer

I Line B01637 - <Seg L-EN-US>0ut-ofbox help has been provided for fislds in Service Management and Incident Mansgement «
ILine 601638 - <Seg L-DE DE>AuBerdem wird standardméiige Hile fui Felder in Serviee Management-und Incident Manageme
I Line 601629 - <Seg L-EN-US>Updates to Incidents Joumalled now works corsctly when Activity Recording is being used
ILine 501630 - <Seg L-DE DE>Aktualisierungen van Joumal-Incidents funktionieren jetzt ichtia, wenn &ktivititsaulzzichnung ve
L Found 4335 acourences

Searched 1 filefs), found 4335 occunences in 1 filefs) -
4 *
[Ready 4

Figure 91: Search & Replace with various options

For information on wildcards, see To Search with Wildcards on page 17.

If you need to search with very complicated expressions, a separate
Search & Replace Regular Expression Wizard is also available from
www.funduc.com.

ook
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When Search and Replace has shown you how many of the desired strings you
have in your file(s), you can either decide to batch replace or on a case-by-
case basis.

Search and text retrieval programs that approach searches differently are
called indexing tools, such as dtSearch (www.dtsearch.com) or Copernic
(www.copernic.com).

Unlike Search and Replace, they don’t perform any searches in the actual files
but rather in indexes that are linked to the files. Admittedly, this sounds kind
of confusing, but the principle is this: If you have a large amount of data (let’s
say all your email, including attachments, of the last three years), this may be
sorted by name or date but not by the actual data. So for any program to find
a certain word or phrase within these humongously large files, it would
actually have to go through every line of data that is contained in these files.
If, however, you had a preconfigured index containing information on all the
words contained in these files, together with information on where to find
them, these programs could access that information virtually instantaneously.

Starting with Windows Vista and continuing with Windows 7, one of the
operating system’s main emphases has been accessibility and ease of search,
so it has integrated a new search mechanism. If files are located inside one of
the "indexed locations" on your computer, it’s just a matter of seconds to find
text within the file or the file name itself. You can change the settings in Vista
and Windows 7 under Start> Control Panel>= Indexing Options.
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A search tool for translation-related things outside and on your own computer
is the wonderful IntelliWebSearch (see www.intelliwebsearch.com). This free
little application copies highlighted text from any Windows program with a
number of user-definable shortcut keys, opens your default browser or
dictionary, and sends the copied text to up to 50 customizable search engines,
on-line dictionaries, or dictionaries stored on your hard drive.

Choose Type of Search [ZIIEI[XI
customization
P utes?
l PluriSearch l Search v
L J[ - 2|
Leo * Abkuerzunglexikon Industrie.de
 JL s _JL ¢ ]
IATE GoogleDE Deutscher
Thesaurus
L JL = J[ = |
Answers.com Abbreviations Femetti
l Archive l l 10 l l Settings l
Duden
Program developed by Michael Farrell
Italian>English Technical Translations
Click here to visit my site:
www.traduzioni-inglese.it

Figure 92: IntelliWebSearch with customized search options
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It takes a little fiddling to find the right coding for the various search options,
but the tool comes with a good number of preloaded searches and with a little
bit of patience and the help provided under www.intelliwebsearch.com/gb/
help.html it’s quite easy to develop your own searches.

i e JEEC
Start |hﬁp:,-",-"late.eumpa.eu,-"lated'rﬁ',-"SearmByOuery.do;jsessionid=399’hﬂe1hod=seard1&save$tat54r|g
Finish |&\ralid=Search+&sourceLanguage=en&targetLanguages=de&domain=0&type0fSeard14 |
Description | |
Notes |Jost Zetzsche |
Encoding Window Size Interword Separator l:l
Quotes always off [ Pluses always off PluriSearch

Figure 93: IntelliWebSearch with customized search for EN>DE in the IATE

e St e
Start |C:\Program Files\UNILEXsprunbc.exe ]
FEd |{Home) @{Enter) |

Window Title | Femetti UniLex - Femetti Englisch-Deutsch |

Notes | |

Encoding UTF-8 |  Window Size Interword Separator l:l

Quotes always off [ Pluses always off PluriSearch

Figure 94: IntelliwebSearch with customized search for computer-based dictionary
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CD Emulators

CD emulators are not essential equipment but they can be very convenient
programs. They allow you to create up to 23 virtual CD drives on your hard
drive, make an image (a complete copy) of the content of a CD and thus
enable you to play several CDs at a time, all at higher speeds than through
the original CD-ROM drive.

For us as translators this can be particularly interesting if we need to work
with several CD-based dictionaries at a time and don’t want that "disc-jockey"
feeling of having to change CDs all the time (or if we want to use a dictionary
and listen to a CD or watch a DVD at the same time. . .).

Again, there are a number of products out there: FarStone’s Virtual Drive (see
www.farstone.com/home/en/shtml/vdpoverview.shtml), ZTekware’s Original
Virtual CD (see www.ztekware.com), or Virtual CD (see www.virtualcd-
online.com).

I’'m familiar with Virtual CD, which has a very intuitive and easy interface. It
allows access to all features through a right-click on an icon in the taskbar.

s_\__ﬁ CD Management
t Create image file

& Editor
!-\.p Settings
@Addx’remove wirtual drives

@ Vitual CD Orline

D: - Femettiz N E #plore
E: - Logistics Dictionary i@-} Fr::grtt :

F: - Miles Davis: Kind of Blue m)]
L) About...

Exit

Figure 95: Right-click access to all functions of Virtual CD and three emulated CD drives.
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Once the emulated CD drives are created, they appear "as equals" to any
"real” CD-ROM drive under My Computer:

File Edit “iew Go Favorites Help |

4-.-».@‘% )

Biach Fanxard Up Cut Copy Paste Undo

Address Ii Iy Computer j |

= 9D 9 B B =

3% Floppy [&:]  Fereti2 [D:] 020815 1900 Audio CD [F:] Audio CD [R:]  Micron [C)
[E:)

= @ @ 8 o L

Femovable Printers Contral Panel Dial-Up Scheduled
Disk [G:] Metworking Tasks

3

|‘I 2 object(z) ’_ My Computer i

Figure 96: My Computer with several emulated CD drives.

So, what’s the catch? Well, aside from the fact that some DVDs and CDs have
a copy protection that does not allow them to be copied, there is none. That
is, if you have a very large hard drive that can handle a lot of data. Even
though these programs all have some kind of compression capability, it’'s not
uncommon to have 600 MB of data stored on just one single CD.

Compression Utilities

Arguably the most important utility you need to be able to receive and send
files properly is a compression program. Nothing can frustrate a client or
customer more than receiving a file of several megabytes that would have
been maybe a tenth of the size or even less if it had been sent in compressed
format (see File Transfer on page 71).

Some file formats, such as .rtf or .bmp, are particularly well suited for

Tl ¥

b -+ compression because they can be minimized significantly; others, such
_;: as .jpg, -gif, or .pdf, often shrink very little when being compressed

+ 4w = because they are compressed in themselves to start with.

The Translator’s Tool Box - © International Writers’ Group, LLC 127



Utilities

128

Other important reasons for using compression programs are that they allow
you to send one file instead of many, and compressed files can also be sent as
password-protected files for safety reasons.

A search on the Internet reveals that there are probably as many different
programs out there as you could come up with word combinations containing
the word "zip"—ZipMagic, PowerZip, Quick Zip, ZipGenius, BitZipper, ALZip,
and TurboZip form only the tip of the iceberg—and of course PKZIP (see
www.pkware.com) from the "inventor” of the zip format, and the market
leader WinZip (see www.winzip.com), which is now owned by Corel. And, yes,
there are a great number of compression programs that do not contain the

word "zip". . ..

Windows ME, XP, Vista, and 7 actually contain a limited zip program, as
do other file management systems such as the above-mentioned
"Explorers on Steroids" (see page 11).

| =

d b=k 4

by
+ 4y

My long-time personal choice of WinZip was recently replaced by the Italian
ZipGenius (see www.zipgenius.it) which works with a much greater number of
compressed file formats and has other advanced features that | like (oh, and
it’s free). As with most other programs of its kind, it is closely integrated with
Windows Explorer, i.e., a right-click on any file, group of files, or folder(s)
gives you access to the program.
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And while in earlier versions of compression utilities, the context menu tended
to be rather cluttered with a number of options, newer versions typically put
an end to this mess by giving only one option. This provides access to a whole
new sub-menu with the various old and new zipping options (which, by the
way, are configurable), including the ability to directly email the newly created
zip file (which saves space on your hard drive and means one less step in your
workflow).

Open ‘
Explore
4 ZipGenius ¥ |4 Add to 021407.2ip..
[fd]Add to PractiCount and Inveice Business & Create archive with options...

[#] Count with PractiCount and Invoice Business (4 Create and e-mail archive...

3 Extract all here
Search and Replace. .. *

& Extract all to...
Scan with Norton Antivirus & Extract here, in separate folders
Upload using WS5_FTP Upload Wizard & Extract all to..., in separate folders
EmEditor @+ Compress to 7-zip
Open With 3
UltraEdit
¥ WinMerge
Send To 3
Cut
Copy

Create Shortcut
Delete
Rename

Properties

Figure 97: Right-click access to ZipGenius options
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For the above-mentioned password protection ability, select the Create
archive with options command, which will open a dialog that gives you
access to the password option.

Compression options

Full Path | Main Settings |Mulﬁvolume archive

Set compression level How to compress:

|Medium v | |Add Files v
Path:

() Store Relative Path (O store Ful Path () Don't Store Path
Password

|tttttﬂ

[ Add Files with “Archive™ Attribute
[IRreset "archive™ Attribute
[[] Add Hidden and System Files

cancel 3 l [ Proceed...

Figure 98: Access to ZipGenius’ password feature

If you are really paranoid about the safety of your files, you will want to
give a password in which you mix numbers and lower-case and upper-
case letters. The cracking utilities that are available to crack these
passwords (see Password Cracking Utilities on page 131) take
significantly longer to break these mixed passwords.

F
b

a4k %

Another feature that most zip tools offer is the ability to split files into smaller
chunks so that they fit into an email or on a CD. Once you want to use the
file(s), the tools allow you to reassemble them into one large zip file again.

If you use the split feature frequently, you may also benefit from tools
like FileSplit that specialize in this particular feature while also allowing
you to zip files (see www.partridgesoft.com/filesplit).

?
i

d b=k 4
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And here’s what | just discovered recently. Often | receive five different zip
files for a project. It has always annoyed me to have to right-click on each of
them individually and select the appropriate unzip command so that the files
will be unzipped into a folder that carries the name of the zip file. Then |
discovered that you can also select several zip files at a time (by holding the
Ctrl key and clicking on each of them). You can then select a command to
extract them ". . . in separate folders," which creates as many folders as
there are zip files.

Password Cracking Utilities

Another helpful tool to at least know about (this one might indeed not have to
be in your tool box until you really need it) is a password cracking utility.
Though this may sound rather ominous, these tools can be used legally and
are even rather necessary at times. The three kinds of password encryptions
that arguably give translators the most headaches are those for Office files—
particularly Word files—zip files and PDF files. Now, some of those files may
be encrypted for good reason, but for others, especially those you are asked
to translate, you’d better know the tool you’ll need to open them.

As with so many other tools, there are a great variety of tools out there that
allow you to find the magic word, but the tools that | have been using
successfully come from ElcomSoft (see www.elcomsoft.com)—unfortunately
in different (paid) versions for the different products. Now, the magic word is
not magic for nothing, and it isn't easy to find, even for the smartest software.
Plus, there is also a reason for the different levels of "password strength" that
you are asked for on the various websites and programs you may be choosing
a password for.

The Translator’s Tool Box - © International Writers’ Group, LLC 131


http://www.elcomsoft.com/

Utilities

132

Like any of their competing tools, ElcomSoft tools essentially have two
strategies. The fast and quick way is the dictionary attack. This is for simple-
minded folks like me who know that they would forget their password if it
were not the dog's name or something like that. This attack only takes a few
seconds and all it does is to run a large list of terms against the actual
password until the correct one is found. If that method is not successful, a
second method is applied, the so-called brute force method.

FEX
Advanced ZIP Password Recovery
 ®E » U B B o
Open Save Start ! Benchmark  Help About Guit
Type of attack

Encrypted ZIP-file
|E:\My Documentsitoolboxstonlbost, | (& -

B

Fange | Length | Dictionary | Plain-test | Autgl

Options
Fricrity options =
(%) Background () High -
Update
Minimize: ta tray =
Language: | English b

Enable logging ta azpr.log
Progress bar update interval | 500 ms

Statuz window
03-08-14 41255 PM - AZPR version 3.54 build 1 launched

Average speed:

Current password:
Time remaining:

Time elapzed:

Progress indicator
0%

AZPR version 3.54 [c] 1997-2003 ElcomSoft Co.Ltd.

Figure 99: Selecting the right kind of attack in an effort to crack a zip file
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Typically you can tell the program certain parameters (like only lower- or
upper-case letters, with or without numbers/special characters, or the
presumed length of the password) and depending on how complex and
accurate these are, a successful attack can take minutes or a whole day.

%] Advanced Office Password Recovery Home Edition - Untitled

File Recovery Internet VBA Backdoor Language Help

- . iﬁl & o0

Open file... M5 Passport Internet CA  VBA Backdoor

" M

S

MS Outlook

Remvery| Brute-force |Dicﬁcnar\-I Options || Benchmark | System Information || Password Cache

Starting Password:
0-9 |amswat |

E Isioe Mask [ Mask Character:
| |

Character Set:
a-z

A-Z

] Al printable

Password Length:
Min. Max.

RN

[ custom charset

Define Custom charset...

Log window

Date, Time
(3} 09-08-14 4:14:52PM
(3} 09-08-14 4:14:52PM

Event
ACPR. 3.04 Home Edition launched
05 Version: Windows NT/2000/%P version 5.1 build 2600 Service Pack 3

Current password:
Progress indicator

Current speed:
0%

Licensed for Home Use only (Single Computer)
Advanced Office Password Recovery Home Edition, Version 3.04. Copyright © 1999-2005 ElcomSoft Co. Ltd.

Figure 100: Selecting specific options for a brute force attack for cracking Office files

Measurement Conversion Utilities

While some software programs, including some translation environment tools,
provide for automatic conversions between certain measurements, there are
naturally restrictions to their abilities.
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And while there are many websites that perform all kinds of conversions, it's
still helpful to have a little freeware utility like Convert (see
www.joshmadison.com/software). Convert not only allows you to convert
between a multitude of measurements, but even lets you define your own
parameters.

5 Convert M= E3

File ©ptions Help
Acceleration I Amt. of Substance I Angle I Area I Computer I Concentration
Cuistom I Drenszity I Distance | Energy I Flows I Force I Light I Mazz I Power
Frezsure I Speed Temperature Time I Torque I WVolume I Wolume - Diry

Input Clutput

celsilis
fahrenheit
kelvin

Input: |1 il celsius

Output: IED fahrenheit

Figure 101: Convert’s interface—the Custom tab gives you access to customizable
conversions.

Unfortunately, Convert does not perform conversions directly within
documents, which is something that T4T-CNV (see www.itla.ch/t4t/tools.php)
does (within Microsoft Word 2007 and below—Word 2010 is not supported).
An added benefit to this latter program is that you can choose whether you
simply want to have your data converted (i.e., 1" to 2. 54 cn) or appended
(i.,e., 1" to 1" (2.54 cm).

Word Count Utilities

Word counts are without a doubt one of a translator’s main nightmares. Many
programs do not provide for any word count mechanism (for instance, many
DTP applications or HTML editors). If they do, they’re only very basic ones
(such as FrameMaker, which successfully hides this function in a submenu and
does not count any index markers), and no program counts words in graphics.
Even for tools that do word counts or are actually specialized in it, the results
differ greatly.
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A word count of our home page, www.internationalwriters.com/index.html,
produced these results with the following tools:

= Word: 83 words

= PractiCount & Invoice: 154 words

e Déja Vu: 173 words

= Trados: 184 words

= UltraEdit: 273 words

These tools applied three different theories to the count of these files:

< Word merely counts the words displayed in a browser, omitting all hidden
text, such as keywords or pop-up texts for graphics, etc.

= PractiCount, Déja Vu, and Trados are specifically geared toward counting
or translating HTML files so they have to be able to reveal and count all
translatable words.

= UltraEdit (see Text Editors on page 99) counts all words, including a lot of
non-translatable coding information. It's not a very useful number to
present to your client in an invoice (unless you are not interested in
keeping the client, that is. . .).

Interestingly, even within these groups there are fairly significant differences.
These are due to differences in the counting parameters. These include
questions of delimiters (how are \ and - counted and how many words is

C:\ Program Fi | es\ Net scape or f or mat - speci fi c?) and numbers (are those
to be counted and, if so, how many words is 255. 255. 255. 0?). And it
becomes very hairy, of course, when it comes to non-alphabet-based
languages or languages without spaces between words.

It seems that there are two main strategies for dealing with these problems.
You can avoid word counts altogether and either go with an hourly rate or a
character count (such as the 55 characters per line that many European
translators do business by), or you can make a special point with your client
to agree on a certain program for the word count.
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For most text- or word-processor-based documents (.doc, .rtf, .wpd, or .txt),
Word’s word counts have become a de-facto standard. This means that if you
plan to count your words in any of these documents using other applications,
you had better inform your client about it. The same accounts for most other
formats that can be easily pasted into Word or converted to a Word-readable
format, such as Excel and Access, or a number of DTP applications. If clients

perform word counts on these files, chances are that they will use Word for
that.

Statistics:

Pages 31
Words 9,797
Characters (no spaces) 50,043

Characters (with spaces) 59,680
Paragraphs 525
Lines 1,362

[VliIndude textboxes, footnotes and endnotes!

Close

Figure 102: Word 2007’s word count features

Word’s word count is available at Tools> Word Count (Word 2007:
Review=> Proofing> Word Count). In Word 2007/2010 and on the
Mac versions of Word (Word 2001 and higher), the word count is
displayed on the status bar by default.

d bk
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You will need to be cautious with Word’s word counts because Word is famous
for skipping texts in comments, text boxes (before Word 2007), WordArt,
headers, and footers. At www.shaunakelly.com/word/CompleteWordCount
you can find a free and more "accurate" word count macro than the feature

provided by Word itself.

x|
Indude in word count

v 7,344

[~ Omit first

| pages
™ Omit last
| pages
¥ Headers 5
¥ Footers [}
¥ Footnotes 245
¥ Endnotes 0
Shapes and 735

v
o text boxes
¥ Comments 11
Total words 8,346

Mote: This word count does not indude

any words contained in pictures or

objects, or any text marked as hidden

About | OK I

Figure 103: Complete Word Count’s word count features

What these word counts do not address is batch counts of several documents
at a time. | usually choose to do that (and word counts for many other
supported formats) with translation environment tools (such as Déja Vu or
Trados), but there are also many specialized programs such as FreeBudget
(see www.webbudget.com/fb4dload.htm) for text- or word-processor-based
documents or PractiCount & Invoice (see www.practiline.com), the word count
tool with the largest available feature set to date. It not only supports all of
the file formats above and more (text- or word-processor-based, Excel, HTML,
PowerPoint, XML, and PDF), but it also offers a variety of reporting options for
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direct use in invoices, and it has a very customizable set of word count
options. You can choose to use Word’s own word count module for most of the
supported formats, or you can customize the rules by defining your own
delimiters.

[E] PractiCount & Invoice 10l =|

File Editreport Invoicdng Tools Help

Dﬁ Count staﬁsﬁcsl IFranceTrans 'l [~ File Type pricing I“-“ jl 0.12 ﬂIUSD j Priding by : IWords '”

File selection  Settings | Heportl

— General — Advancedcount —————— | [ Round count
P |nclude footnotes and endnotes P Count ines P Round line counts
P il (% Chars with spaces 55: M# Round page counts
(" Charz without spaces 0= R
¥ Include textboxes = — Report visualization
" Waords ] [ Swords
M7 Include annatations [comments]
[ Exclude ol | 3 P Characters with spaces
#olude all numerals i :
% Chars with spaces 16503 é# Characters without spaces
— Word (" Charz without spaces = : i
= — File selection
[" Count paragraphs © words = [ Allow duplicate files in the count list
[ Count gross lines " Lines DZ : :
— Invoice options
HTML \wWord delimi [ Include comments
I — word d
P Court in META tags & M5 Word defimiters —  Other
M7 Countin ALT tags 0 Userdefined delimiters [ Select clisnt at program start
P Count in Input/Select tags [Buttons) I-..‘Z?!"-"|'[][]{} M Clear report before new count

| | | | | 4

Figure 104: PractiCount & Invoice’s settings

You can also count words in embedded text-based objects, and you can count
editing time in Word and PowerPoint documents (the numbers are based on
information that you can access under File> Properties> Statistics in Word
and PowerPoint.)
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[E] PractiCount & Invoice I ] 4
File Editreport Invoicdng Tools Help
(4 Count statistcs | [ FleTypepricng|[== =|[ 0.12 Z[usp =] pricngby : [words ~lcaaiator: o | ‘

File selectionl Settings  Report |

[gﬂc:}rgggtm ‘Words ‘ Lines FPages inTP?[sapC;z::s Characters | Currency Rate Amant =
154 20 1 1120 952 uso 012 18.48
|_|Beris 2001.doc 7795 855 28 47001 39269 uso 012 935.40
| |ATAreq.pdf 106 21 1 1171 1083 uso 012 12.72
SubTotal : 8055 896 30 49292 41310 USD 012 966.60
Dizcount [5%] - usD -48.33
VAT [20%] : usp 183.65
Total : usD 1101.92 | ~|
M Incude IVAT I 20 % WIDiSOOUﬂt I 5% ﬁl | @l El 'uﬁ%l Ml Client : IFranceTrans 'l & Create invoice |

Figure 105: Word count summary view with easy options to save directly in various file

formats

F ¥

T ~ count module (within PowerPoint, this is accessible through File>
J’ Properties> Statistics, Office button> Prepare> Properties>

& 4w2 s Document Properties> Advanced Properties> Statistics in

Utilities

PowerPoint files are counted by PractiCount with PowerPoint’s own word

PowerPoint 2007 and File> Info in PowerPoint 2010). Of course, this
does not include text on any embedded objects (see page 180), and you should also

be aware that the word count module in PowerPoint XP and above differs from
earlier versions (e.g., hyphenated words are no longer counted as two words).

The count of PDF files should be taken with caution, as much of the text could be

contained in embedded graphics.
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Time Tracking

There is no need to explain why it is important for translators to have a good
mechanism to track time. Some programs show you how much time you have
spent working on them (for instance, Microsoft Word or OpenOffice under
File= Properties) but that usually includes all the time you had the
document open (while you had lunch, went to the bathroom, or took a nap).

The most common way to log the time we spend on an individual task is
probably in an Excel spreadsheet. Two keyboard shortcuts have made it easier
for me to keep track of my time in Excel:

e CTRL+; to enter the current date and
e CTRL+: to enter the current time.

A spreadsheet with a third field for the total time (formula: =SUM <end ti e
field>-<start tine field>) can then ensure that your time is being
calculated accurately.

B Microsoft Excel - Book1 1ol x|
E_] File Edit View Insert Format Tools Data Window Help ASAP Utlities  Acrobat -3 X
NEHRSQAIFII-I=z-3EO H:id- EBBE

C1 = £ =SUM(B1-A1)
A | B [IE ST e e e
| 1 | 11:00 AM 11:30 AMI 0:301 —

2

| 3 |

[ 4 ] ¢
M 4 » M]Sheetl Sheet2 £ Sheet3 [4] | L|J_‘
Ready i

Figure 106: Sample of an Excel spreadsheet with formula as described above

While it is possible to record your time in this manner, there are some little
programs available that make it a lot easier. Time Stamp (see
www.syntap.com) is a free program (supported by optional donations) which
allows you to track the start and end time for projects you are currently
working on with a click on a button in your task bar. It’s even possible to have
several instances of the program running simultaneously so you can switch
back and forth between different projects that you’re working on. When you
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are completely finished, all the time that was spent on each project is
summed up and can either be printed out or saved as a text file. This is a nifty
little program which requires neither a lot of computer resources nor a lot of
time to learn.

£ Time Stamp o ] 5

File Edit Timers Tools Help

[pcgeosesx = 2 |
Total Time Elapsed: 00:00:12 | Total Work Cost: $0.13 Timing Status:

Total Slack Time: 00:00:00 Total Slack Cost: $0.00 00007
Total Work Time: 00:00:12 Hourly Rate: 35.00 | ) )

[Wersion 3.12.2003-0801 [ [

Figure 107: Time Stamp’s user interface

The Ukrainian software maker AIT released a time tracking tool specifically
geared toward language professionals. Similar to its generic counterparts,
ExactSpent (see www.exactspent.com) tracks time for multiple jobs and/or
clients simultaneously and even has a little (configurable) feature that
reminds you if you have not touched your keyboard for some time. It leaves
very little footprint on your computer and minimizes itself to the system tray,
where it can easily be accessed and controlled with a mouse click or
configurable keyboard shortcuts.

S ExactSpent 2006: Easy and Exact Time Tracking Software =lolxi
Shortcuts  Help

N o oo [ B0 Pawe Woor [l piceich [

Active Job: Adicle on Tire Tracking

EXACT TIME SPENT: {HOUR {& MINUTES 5 SECONDS
Client: hultiLingual

Mavigation
Current Jobs

& Edit | 3 Delete | +F Move to Completed
| [ | I |i|

o Mew |

Cumrent Jobs

Completed Jobs

Figure 108: Tracking time with ExactSpent
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Clipboard Management Utilities

Have you ever wanted to be able to use your clipboard (i.e., the place where
Windows stores copied information) more extensively?

Recent versions of Microsoft Office include the Office Clipboard (in Office 2000
applications this is available as a toolbar under View> Toolbars=>=
Clipboard, and in Office XP and above a slightly more usable application
available under Edit (Home)=> (Office) Clipboard), which allows you to
collect up to 12 (2000) or 24 (XP and above) different clipboard items from
anywhere on your computer and paste them individually or all at once into
any Office document.

4 % 6of24-Clipboard ¥ X

Click an item to paste:

@ Ilearned about a very ;I
different kind of
localization when I starts...

A Translator's Tool Box for
the 21st Century

@ Pitney Bowes

&7 NOTIS

@ I got the message and
read through the book
again

@ http: ffwww. thornsoft. ...

E
To display this task pane again, dick
Office Clipboard on the Edit menu or
press Cirl+C twice.

Figure 109: Office XP Clipboard with copied content from several Office applications

If you don’t limit yourself to Microsoft Office programs, though, this is not
very helpful, and has very limited functionality.
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What | really needed, especially for editing tasks, was a program that would
not only collect clipboard entries between all possible programs, but would
also make it possible to directly print from my clipboard or store clipboard
entries between different computer sessions (i.e., after | switched the
computer on and off). | finally found this little helper in ClipMate (see
www.thornsoft.com).

ClipMate is a little program that you can configure to start automatically every
time you start Windows (Config= User Preferences> General> Run at
Windows Startup). It collects an unlimited amount of clipboard content
containing anything from text to graphics to complete files or folders. It is
displayed as a little icon on your task bar and you can open the ClipMate
Explorer by simple double clicking that icon.

'g'clipﬂate Explorer [InBox] =1ol x|

File Edit Config WView Help

AX.EE -5 BE -9 |

| |
= & My Clipz | T Sort.. | [iate/Time | Size | Source | I:-[
g InBiox Graphic: 8/5/2003 11:17:22 ... 7400 882003 11:17:22..748104  WINDOWS 7
Safe ) .73 8/5/2003 13 FRAMEMAKER 7
Overflow X Graphic:8/5/2003 10:32:19 .. 8/5/2003 10:3219... 786432 WINDDWS T
o Trash Can B-  C:\My Documents\M2Lidh03... 7000 8/5/200392250 .. 266 EXPLORER 7l
g~ Search Results In welchem Umfang 6900 8/5/2003 8:37:29... 19 LION B
I welchem Umfang E500 8/5/2003 8:34:08 ... 159 DEJawLx BlJ
@ Scale: To a very large extent ... B700 8/5/2003 8:20:32 .. 15315 WINWORD:MICR... &
@ My team leader makes sure t... BEOD 8/5/2003 8:19:09 . 17264 WINWORD:MICR... BI
@ Electronic mail: supporti@thor... 6500 8/5/2003 8:13:54 .. 4766 IEXPLORE E!
B: C:vMy Documentshh 2Led4W03. . 6400 8/5/2003 8:06:11 ... 152 EXPLORER E.
@ one of the greatest localizatio... E300 8/4/2003 5:20113 .. 3418 WiNWORD:MICR... B
202-543-1785 E200 8/4/2003 5:0%:07 ... 108 OuTLOOK E.
"Bei der thematizchen Suche... 6100 8/4/2003 4:54:43 196 OuTLOOK B
I‘Eﬂm N ik =l T bt O NN A-FA1T 1 QLT ALY _:',LI
|
|Source|| |°E -
A wildcard is a special symbol that stands for one (7) or more characters (*). This means that a*b could be any
combination of characters starting with the letter a and ending with the letter b, whereas a7b can only be a three-
character combination starting with a and ending with b. =l
Text . Rich Text @ TERT as HTML |
EXT as HTML | Clip Ttem [A wildcard is a special symbal that stands for one (?) or mo] Copied To System Clipboard. 4

Figure 110: ClipMate Explorer with a preview pane (bottom) and a collection view (upper
right)
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ClipMate can accomplish all the tasks | need it for, and it's even possible to
edit the clipboard content once it is stored in ClipMate.

Before you purchase a tool such as ClipMate, you will need to run some
tests to determine whether its functionality will interfere with other
applications that make use of the clipboard. Trados 2007 and earlier (see
Translation Environment Tools on page 190), for instance, uses the
clipboard extensively and the combination of these two tools does not

d b=k 4

work well.

Collaboration Tools

No other medium has facilitated real-time collaboration between translators
and editors more than the Internet. While the "traditional” method of online
communication—e-mail—still plays an important role, there are an increasing
number of other tools and communication channels that have certain benefits
over e-mail.

One group of tools that | had long pooh-poohed because | assumed it was
mainly a tool for adolescent puberty talks are the various instant messenger
programs that are available. But | recently discovered that they can provide
enormous productivity boosts if you work in a clearly defined work group.

The most well-known messenger tools are the AOL Messenger (see
www.aim.com), ICQ (www.icq.com/download), Yahoo! Messenger
(messenger.yahoo.com), and the Windows or MSN Messenger
(messenger.msn.com). It is important to check which IMs the people in
your workgroup already use before you make your choice. Most
networks are not compatible with each other, i.e., you cannot communicate with
someone who has AOL Messenger if you yourself use the MSN Messenger.

ook

An exception to that rule is Miranda (see www.miranda-im.org), an open-source
Instant Messenger that allows you to connect to most other Messenger programs.
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I like these programs because | can see whether any of my "buddies" is
online, allowing me to ask something and receive an answer immediately.
Some IMs also allow for file sharing or computer sharing.

Miranda IM

@®  Status

=] Friends

2 Dibert

“ Say What

§§' Snoopy

nﬁ a1

* Snoopy

* Toucan Kid

* \Werner

=l Work

“ Another Guy

@ Hrnm

* Big Bad Boss

=l Miranda

O Bob Bob
Crazy

I self

’ Crazy Person

[l IRC Channels

m #miranda

HEVEYRE &

Figure 111: Miranda with "buddy list" of users from various other tools

The one protocol that’s only indirectly supported by Miranda is Skype (see
www.skype.com), and this isn’t too surprising because Skype is something
completely different. While Skype also offers text messaging comparable to
any of the other providers, it is primarily a VolP (Voice-over-Internet-Protocol)
service that allows you to make completely free calls from computer to
computer if the person you are calling also has Skype installed. Even if the
other person doesn’t have Skype, you can still make ridiculously cheap calls
when the recipient uses a normal telephone.

The caveat? Well, it's not the price (the program is completely free). | suppose
the danger is that it's just too easy (literally just one click) to call someone
and chat, keeping you away from your work and wasting a lot of time in the
process. If wisely used, however, Skype can be a great tool for virtual
workgroups, especially because you can set up conference calls with five
participants in a matter of five clicks (and at no cost if everyone has Skype
installed).
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Another feature that Skype offers is direct file transfer without any limit on
the size of the file. You may or may not like this feature depending on your
network or firewall situation.

s Skype™- jostzetzsche |-_||E|Pz|
Skype Contacts Conversation Call View Tools Help

\.' Jost Zetzsche \. Jerome Kenagy .+ Add people )
| €25.26 Skype Credit | ieyuacoouni) = 3:74 PM Reedsport, Oregon, United States D
' B New ~ ) |Search Contacts, Groups and Conversatior

—— ¢ English

Contacts | Conversations
= 1IG1I3 VaI WS DIWSR 1Ol IS Ul iz 1O L g 2 { Q > 541/290-3956 N(+)
‘4 Hilary Fayen Higgins 1 b =

[V Holger-TLS-MY 3 e
g roger T Call 1 @ Video call

\_. Jaap van der Meer

\_. Jeane Kim I TRIPLE dog dare you to drink it
Jiri Stejskal
Jon Hall
Lori Thicke (Lexcelera)

\_. Marian 5. Greenfield

{2 Monica Nunan -

Qj Give feedback Show messages from: Yesterday | 7 days | 30 days | From Beginning

a (el pho"es Type a message to Jerome Kenagy here Ty
(. Directory

& Shop ((EMS ) (_Send file ) (More ~)

Figure 112: Skype’s user interface

Merging Files
Have you ever had a lot of files from one subject or client that would have

been so much easier to handle if they could have been merged into one large
file, for instance for alignment purposes?
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Though it is often possible to copy and paste into one large master file, it can
be tedious and frustrating if the original files are extremely large. Twins File
Merger (see www.twins-software.com) is inexpensive shareware that allows

you to merge as many MP3,

MPEG, text, and Word files as you would like (the

unlicensed copy allows you to only merge two files at a time). Like most of
these specialized utilities, the use of this tool is very self-explanatory and the
effect that it has on the performance of your computer system is very small.

=T Twins File Merger - (New List) 10l =l
File Edit View Help
y
3 2 W o X ] 8w
Mew List Openlist Savelist Copylist Add File(s) Delete Properties  Position Merge
- Audio Files [ |
o M3 Files - - -
: Video Files 481003 - pick-pack-delivery n. TE.288 KB c:hmy documents\tlstranslat!ﬂ
f : " 48100b - manual log for recei.. 38400 KB c:hmy documentshtistranslati.
o Mpeg Files 48100c - pick-pack-delivery n... 150528 KB oy documentsitistranslati
Text Files 48100d - manual log for shippi... 37 376 KB c:hmy documentshtistranslati.
de.doc 9038336 KB cmy documentshtistranslati.

d Documents gpc ermor messageggkhg.doc | 21,504 KB c:hmy documentshtistranslati.
harizon bw information fag.doc | 36,352 KB c:hmy documentshtistranslati.
how ta switch between endus.. 38912 KB oy documentshtistranslati.
message for ¢ji20n.doc 182,272 KB oy documentshtistranslati.

. . multiple rate summary. doc 30,720 KB c:hmy documentshtistranslati.

ips and Tricks natification for all users.doc 32,2586 KB c:hmy documentshtistranslati.

baut natification for project-support ... 32,256 KB c:hmy documentsitistranslati.
prorderswbsbowlerfeb05.doc 42 496 KB c:hmy documentshtistranslati.
poweruzerlist doc 34,304 KB c:hmy documentshtistranslati.
poweruzertraining. doc 3901952 KB c\my documentshtlistranslati.
problem resolved.doc 20,480 KB c:hmy documentshtistranslati. o
i walearna nack . ctasdi sbab | P AGTARIKE | ecbron deenmanksbHobeanel sk
| [

| Twinz File Merger 3.75 | Total itemsz in your list: 132 | Fiegistered

Figure 113: Merging a large number of files in File Merger
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Nearly every new Windows computer comes with some kind of office suite, a
software bundle that includes word processing, spreadsheet, and presentation
applications, and, depending on the package, various other programs.

The most common suites include

e The open-source OpenOffice (see message URL www.openoffice.org)
and its commercial and slightly extended version in Sun’s StarOffice
Office Suite (see message URL www.sun.com/software/star) and of
course

= Microsoft Office (see office.microsoft.com/products).

All these suites include comparable combinations of programs and are
certainly adequate as office suites for personal or professional use. The reason
I use Microsoft Office is because so many other programs, especially
translation environment tools, rely on Word in some way or other, and
because it is, quite simply, the standard. Though all the other application
suites stress their compatibility with Microsoft Office, in reality conversion
problems to and from Microsoft Office remain, and | find it hard to imagine
that clients who take it for granted that translators are equipped with Word,
Excel, and PowerPoint have the patience to deal with conversion issues.

This certainly does not mean that you could not have some of the other suites
as well, or that some of the other suites are less productive and/or more of a
headache (after all, 1 "grew up" with a DOS version of WordPerfect, and it

took me a long time to get used to Word). What I find most exciting about this
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competitive situation is that at least StarOffice/OpenOffice (and now Microsoft
Office 2007/2010) are XML-based, which points toward a future when files
from all these suites and applications will indeed be truly exchangeable and
conversion will no longer even be an issue.

XML—eXtensible Markup Language—was developed by the World Wide
Web Consortium as an alternative to HTML (see page 109)—which was
not sophisticated enough for the creation of interactive content—and
SGML—which proved to be too complex for web applications. The most
important aspect of XML may be that it allows for the definition,
transmission, validation, and interpretation of data between applications and
between organizations.

a4k %

Still, | believe it’'s more important to consider which line of Microsoft Office
should be used and how often you should upgrade than which of the office
suites a translator should use.

Release Versions of Microsoft Office

150

To find out which release version of Microsoft Office you should use, first look
at all the other programs you use that in some way interact with programs of
Office, most notably PowerPoint and Word. Many of the translation
environment programs use Word plug-ins that often are not updated to the
latest release of Word until months after Microsoft has published it, while
other computer-assisted translation tools require a minimum version. Other
programs that use Word plug-ins include Adobe Acrobat, virus check
programs, and voice recognition programs.

If you are sure that you will not have any conflict with any other program, you
can start to look into upgrading. In general, the best advice for upgrading
Microsoft Office may be to wait until you buy a new computer (assuming that
your new computer comes pre-installed with Office). The changes between
the different versions often make very little difference in our work as
translators, so it may be hard to justify the fairly significant expense.

However, there are some exceptions of Office upgrades that make a
significant difference.
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Depending on the language version of Office you are using, there will be a
limited number of spell checkers pre-installed. You can buy a full add-on
version with 51 languages (Office 2003), 48 languages (Office XP), or 30
languages (Office 2000) on Microsoft’s or other websites.

For Office 2007, this system has changed quite a bit. Here you can buy the
additional spell-checkers only as part of the Multi-Language Pack which also
includes the user interface in the respective languages. You can either choose
to buy all 37 covered languages or individual products for each of the
languages. There is no compatibility between Office 2007’s additional spell-
checkers and those of earlier versions.

For Word 2010, things again have changed. There is now unfortunately no
Multi-Language Pack for the non-corporate user and, of course, there is no
compatibility between the language packs for Word 2007 and 2010. Each
version of Word contains spell-checkers for between 3 and 7 languages (you
can find a list under http://tinyurl.com/28bjpne). For additional languages
you will have to purchase individual language packs. These also come with
three or so spelling languages but only one additional user interface language.

If you are a user of a "minor" language, you might just be lucky enough
to be able to download an LIP (Language Interface Pack) for your
language that includes the ability to run Office in that language, the
spelling checker of that language, and sometimes even a help systems
and templates in that language. Under http://tinyurl.com/2g6y39I you
can find out right here which approximately 60 languages with what features are
supported for that program.

d bk

On the bright side, it is much easier to find, purchase, and install the language
packs in Office. You will just need to select File= Options> Language in an
Office program and there you'll find the respective links.
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What you'll also find in that dialog is a link for a free download to have the
ScreenTips (previously called Quicklnfo—the tidbits of information that you
get when you put your mouse cursor on any item in the user interface) in any
language. Depending on your perspective, having this feature can fall
anywhere on the spectrum between helpful and fun—but either way |
recommend that you download it in a language that is not covered by the user
interface.

Word Options. I

General
Display
Proofing

Save

Advanced

Add-Ins

Trust Center

Editing Language Keyboard Layout  Proofing [Spelling, Grammar...)

Customize Ribbon

Quick Access Toolbar

ﬁ‘; Set the Office Language Preferences.

Choose Editing Languages

Add additional languages to edit your documents. The editing languages set language-specific
features, including dictionaries, grammar checking, and sorting

English (U.5.) <default>= Enabled S Installed
German [Germany] Enabled ? Installed

[Add additional editing languages] [=] i-:I-LJ\)

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help (i

Bemove

Set as Default

Display Language Help Language |«
1. Match Microsoft Windows =default= - 1. Match Display Language <defau| = |
2. English 2. English —
3. German [Deutsch] E] 3. German [Deutsch]

4 | i

Set as Default Set as Default
[+ Wiew display languages installed for each Microsoft Office program

?0 How do I get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language(i) | German (Germany] [Deutsch] El

?0 How do I get more ScreenTip languages from Office.com?

Figure 114: Language options in Word 2010 with the ScreenTip option in different language

(see ScreenTip for Add)
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Different Versions of Excel

Excel 97 put an end to Excel 95’s limitation of 255 characters per cell (and
upped that to 32,000) and 16,384 rows in a worksheet (extended to more
than 65,000; Excel 2007/2010: more than 1,000,000). This was a significant
improvement for translators who work with Excel to store or exchange
glossaries and/or databases, which often go beyond either of those original
limitations.

There is little difference for translators between Excel 2000, XP, 2003, and
2007/2010 with the exception of a couple of functions:

e Excel XP and above have more advanced support for non-Western
languages than previous versions.
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< Excel XP and above provide a helpful integration into Internet Explorer. If
you have Excel XP installed, you can right-click on any web page that
contains a table (most web pages do) and select Export to Microsoft
Excel from the shortcut menu. The text of this web page will automatically
be copied into a newly created Excel spreadsheet. | find this helpful for
copying some online glossaries.
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Set as Background
Copy Background
Relevante Links: deutsch Select Al
51 HEXAL Medizinlexikon
A-Antigen =
£ Blog with Windows Live Spaces
Aarskog™ SYr 2= el with Live Mail genital syndrome
Abadie=(-Roc U3 Translate with Windaws Live gn; Abadie-Rocher sign hti
More Accelerators b L
abakteriell
Create Shortcut .
A-Bande - sotropic disk ok &
Add to Favorites. ..
Abarognosis View Source 5 =
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Abasia, Abasi Print...
abatisch Print Preview.... sic
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Abbau dation; dissimilation; path
Add to Teleport olution.
Export to Microsoft Excel Pnhchken:: mental deterioration
Abbauzelle Subscribe in NewsGator Inbox cell; phagocyte 2
< Froperties | >
& Internet # 100% -

Figure 115: Exporting glossaries from the web to Excel
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Excel XP and above offer a new way of listing search results with
accompanying hyperlinks in the Find and Replace dialog (under Edit>
Find; 2007: Home=> Editing> Find & Select). This makes it very easy to

search glossaries in Excel.

Find and Replace 2=l

Find | Replace I

Find what: Ielech’

x| Preview”

Within: ISheet vl [ Match case

™ Match entire cell contents
Search: IBy Rows VI -
Look in: IFormuIas - l

Options << |

Find Al Find Mext | Close |
Book Sheet MName | Cel | Value | For... |
G_LxCisAFgl.xls  Sheetl SAS220 calibrate (to) the electrode to concentration values
G_LxCisAFgl.xls  Sheetl SAS493 electrode imparts a selectivity of
G_LxCisAFgl.xls  Sheetl SAS494 electrode potential
G_LxCisAFgl.xls  Sheetl SAS495 electrolyte imbalance
G_LxCisAFgl.xls  Sheetl SAS496 electrolyte reagent
G_LxCisAFgl.xls  Sheetl SAS5T3 glass pH reference electrode
G_LxCisAFgl.xls  Sheetl SAS5T4 glass sodium electrode
G_LxCisAFgl.xls  Sheetl SASTO3 ISE Electrolyte Buffer
G LxCisAFgl.xls  Sheetl SASTO4 ISE El lyte Buffer Reagent
G_LxCisAFgl.xls  Sheetl SASTOS ISE Electrolyte Reference
G_LxCisAFgl.xls  Sheetl SASTOE ISE Electrolyte Reference Reagent
G_LxCisAFgl.xls  Sheetl SASTS6 L¥ ISE ELECTROLYTE BUFFER. REAGENT
G_LxCisAFgl.xls  Sheetl SASTET L¥ ISE ELECTROLYTE REFERENCE REAGENT
G_LxCisAFgl.xls  Sheetl SAS1019  potassium ion selective electrode
G_LxCisAFgl.xls  Sheetl SAs1116  referenced (to be) to the sodium reference electrode
G_LxCisAFgl.xls  Sheetl SAS1226  sodium reference electrode
[16 cell(s) found 4

Figure 116: Search results in Excel 2003
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Different Versions of Word

Excel 2000, Word 2000, and Access 2000 added the very important Unicode
support. Word 2000 also allows you to save a text in a different code page, a
feature that comes in very handy in many situations.

You can access this feature under File> Save as> Encoded Text in
Word 2000, File> Save as> Plain Text in Word XP and Word 2003,
and Office button/File> Save as> Plain Text in Word 2007/2010.

4
i

a4k

b w2 .
eranes A code page is a set of characters used to represent the characters of a

particular language or several languages.The original (DOS) ASCII character set
with 256 characters was sufficient for English and some Western languages, but not
for many other languages, including the "double-byte" languages (Chinese, Korean,
and Japanese) and the right-to-left languages (Hebrew and Arabic). These
languages have their own code page. To unify all these efforts, Unicode was
developed to include most (and eventually all) characters of all languages.

| File Conversion - In Simplified Chinese.t

Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.
Text encoding:

() Windows (Default) () MS-DOS @ QOther encoding:
Options:

[ tnsert line breaks

End lines with: |CR /LF [~ ]

[ Allow character substitution

Preview:
In Simplified Chinese: 1513
In Traditional Chinese: TEESETE]

Figure 117: Code page conversion in Word 2010
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An interesting new feature for translators was the introduction of automatic
language detection, i.e., Word’s ability to detect different languages
automatically and activate the appropriate spelling and grammar checkers (if
installed). This option is accessible under Tools> Language> Set Language
(Word 2007/2010: Review> Set Language).

|| Mark selected text as:
-
German (Germany)
Afrikaans (South Africa)
Albanian {Albania)
Alsatian (France)
Amharic (Ethiopia)
Arabic (Algeria)
Arabic (Bahrain)

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

check

Default...

Figure 118: Automatic language detection in Word 2007

The drawback: Word documents with this feature enabled are significantly
larger, and the (invisible) tags that Word places around special characters to
detect the different languages tend to interfere with other programs in which
you may process the Word document. Turning off the automatic detection will
not delete the tags. To delete those, you will have to save the document to an
earlier version in which this feature was not supported.
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There were few new features in Word XP that would make a great difference
to translators—even considering the new Translation option in Word XP—

with the possible exception of a completely new view of tracked changes and
comments (in any of the versions, this is a very important feature for anyone
who does editing or proofreading work) and the ability to select several places

in one document to apply formatting simultaneously (by pressing the Ctrl key
as you make your selections).

2fj Asketon Website Content.doc - Microsoft Word 14 [=]

Fle Edt Wew Insert Formak Tools Tshle Window Help  Acrobat Type a question for help = [

DS SRY sBRT v-c- @G =4 B 7 100% - [2)| = - tHden Regount 2
Final Showing Markup = Show = | &b &3 & + 5P ~ (g - & .

4 MNormal + (Latir + Times New Roman =

F0-2-A-. BE.
olmm- . (RN 2 ' : A =
. [Software Localization page, link from Services page]

" | Software Localization/Internationalization e

| At B Solutions, we understand that your software may be the very essence of your
business. That's why our team of translators, engineers, and desktop publishers has
worked hard to develop the highest lewel of technical pro

ency to ensure that your

.- { Comment: Should we say “softwar
- engireers?

- functicnality. While the internationalization and lecalization of software 15 1deally the

) first stage of a complete localization process, we understand that each client has a vnigque

m | development schedule. EXTRERY ¢ flexibility and customized approach allows us to alse -

. offer a hybrid approach with as little or as much localizaticon as you need, at any phase of +
- the development process ©

3

= B[]z 4| [ »
Page 6 Sec 2 725 AL 39" Ln 15 Col 23 REC TRK EXT OvR Englsh(us G 4

Figure 119: Track Changes view and multiple selections in Word XP
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The Track Changes functions are accessible under Tools> Track

F ¥
7 -+ Changes (up to Word 2003) or Review> Track Changes (in Word

J’ 2007/2010) (you can also activate them by double-clicking the little TRK/
+ hw2 = Track Changes button in the status bar of Word).

When you use the Track Changes function in Microsoft Word, be aware that there
are important pitfalls to avoid.

Some clients like you to use the Track Changes feature so that they can get an
impression about the quality of the original translator (or about how much you may
over-edit a text...), while other clients want a clean text that has all editing marks
removed and that can be finalized without further ado.

For a client of the second category it is not sufficient to simply hide edits from the
screen view (by selecting Tools> Track Changes> Highlight Changes> Hide
from Screen before Word XP, by selecting the appropriate Show command on the
Reviewing toolbar in Word XP and 2003, or by selecting the appropriate command
under Review=> Tracking in Word 2007/2010). To make sure that you have
deleted all edits in a document, select Tools> Track Changes> Accept or Reject
Changes> Accept All (before Word XP); in Word XP and 2003, select View=>
Toolbars> Reviewing, click on the little down-arrow beside the Accept Change
button, and select Accept All Changes in Document; and in Word 2007/2010
select Review> Accept> Accept all Changes in Document. Of course, with any
version of Word you can also make case-by-case decisions to accept or not to accept
an edit (the easiest way is to right-click the edits and select the appropriate
commands).
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Word 2003 had even fewer new features that are relevant to translation or—
for that matter—new features of any kind. . . . One thing that may prove to be
helpful for you as you edit or proofread is the Compare/View Side by Side
feature (accessible through the Windows menu in Word 2003 and under
View>= Windows in Word 2007/2010) that allows you to simultaneously
scroll through two texts at the same time.

!Ei TLS47858B-WebSAP Security and Training.doc

=10l x|

Tf T1547858B-WebSAP Se

B

EE'I'

R - L B

File Edit WView Insert Format Tools Table Window Help Acrobat x File Edit View Insert Format Tools Table Window Help Acrobat
OB SQAIFD-[75% ~|= E ma RegountE s -BliDEBISRAIFD | 5% =
= B SRR B SLRCRL N BN

[Funktionsweise von SAP-Sicherheit und -Schulung

Die Verantwortung fir die Sicherheitund Integritét unseres SAP-Sysiems oblisgt
jedem Mitarbeiter, der sich bei SAP anmedet Sie sind werantwortlich fir die
Transaktionen, die unter |hrer ID abgewickelt warden, und soliten von daher nie
Ihre |0 gineranderan Person mitizilen.

Vor dem Zugriff auf SAP missen alle Clients geschult werden.
bildet einen wesentlichen Bestandteil, um die Integritat enes int
Systems wie SAP gewshrzisten zu konnan.

#4 | Close Side by Si

SAP Security and Training-How It Works

The security and ntegrity of our SAP system is the responsibility of 2ach person
thatlogs into SAP. You are responsible for the transadtions done with your ID so
never share your |D with snotherperson.

Befom gaining access to the SAP system, all clients must be treined. This
training is critical to ensure the integrity of an ntegrated sysem like SAP.

=10l x|

x

To get training and certification for a role, your manager must request security for the role using LI

- the form linked below. When the form is submitted, SAP traning is also notified and the tmining £
Zur Anforderung von g und Zertifizi fur sine Rolle muss Ihr Mar 3¥Nchronous Scrolling process can begin. Thus, the pocess integrates SAP trainng and cerificaton with 1D request o
die Rolle mitdem Formular anfordem, das untehalb mit einem Hyperdink sufgefihrt wird. Wann T and craaton. 5
e Enermilnrcinmnrmickt wniedn_ied din ©AD Sahikine hanaoshechtiot nd doc
EEE'E'M‘I[ i BRI i
Page 1 Sec 1 11 At 17 im'1  Cof 1 REC TRK EXT /il Page 1 Sec 1 11 At 17 lmi Cofl REC TRK EXT /il
Figure 120: Simultaneous scrolling in Word 2003
- » This feature is also available in Excel.
- Sy
¥
/
e
P heZx

Word 2010 offers one new feature that many of you will appreciate: the

Navigation bar, a three-tabbed pane to the left of your open document (of
course, you can move it anywhere else inside or outside the Word window)
that appears when selecting View> Navigation Pane or by hitting CTRL+F. Yes,
you read that right: CTRL+F, the one shortcut that we all know to search for
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something within a document. The reason for this is that one of the tabs, and
possibly the most helpful, is indeed a search tab in which you can search for
text or other items. All occurrences of the searched item will be listed, and
you can then jump to it by clicking on the listings.

Home | Insert  Pagelayout  References Mailings Review  View  Developer  Add-Ins
=& - A AT e B : 4 %
B = Times New Rom « 12 A A A | B Alq AaBBCel AaBCel AﬂB - )
Paste B 7 U -abe X, X* WA EEEE s B TCaption  Emphasis THeading1 || Change | Editing
- F 7| Styles =
Clipboard 1 Font 5 Paragraph 5 Styles
Mavigation - % § I
Tool Kit .
translation x T %
T A biweekly newsletter for people in the translation industry who want to get more out
= computers
RS - P

A biweekly newsletter for Issue 10-8-172 (the one hundred seventy-second edition)
peaple in the translation
industry who want to get
maore out of their

e 4

It's not that nothing is happening these days -- in the translation industry, that is -- but
time. And since I had the audacity to take a few days off (my family and I saw the mo

nothing is happening these
days - in the translation

e moose!), I couldn't think of a better topic than shortcuts. Isn't that what vacation time

making things easier? So I looked through the newsletters of the last few years and for
T ———— shortcuts, particularly keyboard shortcuts, in almost every one! I've recompiled the mq
the past are translation nev‘vsletter_

environment toals.
Fortunately, the latest . . . . .
L Maybe I should at least mention one important news item that will be of interest. The

Forthis reasan, you won't bilingual iiber-search engine Linguee that I've often mentioned (and much more often
find too many translation H H . H : : B
Econmers taenErnt th_elr promise and released v ersions of the tool_between English and Spanish (lmguee. .
keyboard shorteuts (linguee.fr), and Portuguese (linguee.com.br/linguee.pt). I can't evaluate the quality of |
language combinations, but if they are even half as good as the one between Englisha o
_very helpful when you need [+ p . .
vou'll love it _ _
Page:1of 27 | Words:1/10,545 | <& English (U.S) | Track Changes: Off | |[EeR e = 1% o) [} F)

Figure 121: Navigation pane in Word 2010 with list of occurrences of searched term

If you need to do some "advanced searching"” with the traditional Find
dialog, you can select Home> Find> Advanced Find or press CTRL+H
to open the Replace dialog. The other two tabs on the Navigation pane
are the Heading and the Page view. The Heading view is kind of a fancy
Outline View of earlier versions of Word where you can see the
structure of your document by its headings and then rearrange or apply properties
for whole sections. The Page view is very much like the Pages view in Acrobat or
Adobe Reader where you have thumbnail views of each page that you can jump to
by clicking on it.

?
i

d bk

Another concept that Microsoft uses in its last few editions of Office is
"Research.” Most Office applications now have a Research command
(available on the Tools menu or with the clever key/mouse combination
ALT+CLICK) that allows you to automatically search a number of associated
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dictionaries, thesauri, and other sources of information. The fact that the
information provided differs radically between different languages shows that

this is a concept which still needs some maturing; still, it can be helpful in
some cases.

ool Kit.doc = Microsoft Word

Page Layout References Mailings Review View Add-Ins

=51 | Times New Roman - 12
2|

B I U-~aex x°
- n s Quick Change Editing
J |- A Aarf(A A i Siyles~ Styles~ || -
Paragraph Styles (F]

Paste

Clipboard ™ Font

their computers. {%1| Research v x

Search for:
Issue 7-2-81 (the eighty-first edition) Ugiifruit
1. It Comes with a Ribbon but It Ain't a Gift SRS S Bots [~]

o
2. 0Of Djibouti, Dominica, the Dominican Republic, Dahomey, Iguanas, Aardv.

Kiwis, Kinkajous, Civets, Tangerines, Apples, Apricots, and Uglifruit = Bu_ils-hm(llnrﬂ: N.r:,im)

. = Ugrli (trademark)
3.Lingo

Ug'li [ Ggglee]
Thilit- - 2 = O a trademark for a juicy
4. Compatibility: Ease or Nightmare? (Premium Edition) e T
that is a cross between
5. Online Training Opportunities a grapefruit and a
tangerine
6. The Last Word on the Tool Kit Translation

Can't find it?

1. It Comes with a Ribbon but It Ain't a Gift

il
Page:1 of 35 | Qﬁ English (United States) | Track Changes: Off |

Figure 122: Doing research on an English term
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Different Versions of PowerPoint

Anything below PowerPoint 97 is usually not supported by translation
environment programs, so it is advisable to have at least PowerPoint 97 if you
plan to translate PowerPoint files in computer-assisted translation
applications.

Different Versions of Outlook

In my opinion, Outlook 97 was completely useless as a standalone email client
because it was primarily geared to work with Exchange servers. Microsoft
apparently shared this opinion, leading to the release of Outlook 98, which
was shipped with later versions of Office 97. Due to many of the anti-virus
security measures that Microsoft tried to implement in the later editions of
Outlook, many features that | thought were very useful in Outlook 98 and
2000 are gone in Outlook XP and above (such as the feature to automatically
add contacts to your list of contacts when you reply to an email).

Aside from the continued security limitations, Outlook 2003 and above are still
new programs in comparison to their predecessors. Although these aren’t
translator-specific issues, it made a huge difference to my daily workload not
to have to deal with spam anymore because of Outlook 2003’s filtering
capability. It also helped me manage my correspondence by sorting my email
into virtual favorite folders that show me the messages | have not read or that
I need to follow up on.
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164

A welcome addition to Outlook 2007/2010 is the ability to subscribe to RSS
feeds—little snippets of information from blogs, news sources, etc.

RSS stands for a lot of things, but the easiest is apparently "Rich Site

F ¥

b -~ Summary.” This is a technology that allows you to be very specific about
J’ what kind of information you would like to have sent to you. As

+ 4w s translators, for instance, we regularly visit a variety of websites:

newspapers in our source and target languages, translation-specific
newsgroups, discussion groups on translation tools and various other translation-
related topics (many of which are located on groups.yahoo.com), and whatever else
we desire for our non-translation lives (let's hope there is such a thing).

Many of the websites and other online resources mentioned above allow you now to
subscribe to what are called "RSS feeds." RSS feeds consist of XML-based data that
looks really ugly if you view it as a text file or right in your browser, but it looks quite
proper if you display it in a specific RSS reader. So, because I'm interested in
international news from the New York Times, and because | also know that the NYT
publishes very well-defined RSS feeds, | now subscribe to those (see
www.nytimes.com/services/xml/rss). Instead of having to go to www.nytimes.com
every half hour, the NYT now sends me data blurbs in real time with links for more
information. And the same applies to all of the other sources I mentioned above
along with many, many others.

To collect these RSS feeds you can use standalone desktop programs, web-based
programs, plug-ins for browsers, or e-mail programs. Almost every browser and/or
email application now supports them directly without the aid of a third-party tool.
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Another helpful feature of Outlook 2007/2010 are the integrated search
features that previously were only available through third-party add-ons.

File Home Send / Receive

[0 |[C3 Current Folder 3j

' All Subfolders
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Figure 123: Outlook 2010 with an applied search and various RSS feeds

Other Office Applications

For any of the other programs that may or may not be directly part of the
shrink-wrap version of Office but are considered by Microsoft to be part of the
Office Suite—including Publisher, Visio, or Project—it probably does not make
a large difference to any typical translation task which version you have (if

any).
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Compatibility

There is the issue of compatibility, of course. Before Office 2007 all files of all
versions from Office 97 on were compatible with each other (with the
exception of Access and Publisher). Most newer Office files cannot be opened
in versions of Office 95 and earlier.

Microsoft Word 2=l

& Some of the features in this document aren't supported by
\}) Microsoft Word 6,0/95,

MNumnber of

Summary times used

Hiyrpetlink will be lost. Hypetlinked text will be undetlined, 1 -
but inactive.
Tell Me More. .. | Cancel |

Figure 124: Warnings for loss of features when down-saving Word document

The different applications of Office 2007/2010 use a different file structure
(and in fact, even a different set of extensions) and are not compatible with
earlier versions. However, it is possible to down-save any file within Office
2007/2010 applications to an earlier format (select the Office button (File)>
Save as). Alternatively, Microsoft has also released a Compatibility Pack for
Word, Excel and PowerPoint at http://tinyurl.com/y5a879.

So, to come back to the question of the upgrade: Should you upgrade? It
probably would be a very good idea to have at least Office 2000 because of its
Unicode support. Otherwise you should also upgrade if you think you would
lose work and/or productivity otherwise. If none of the above applies, | would
advise waiting for your next computer.
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Working with Office

Aside from Outlook, which | use as my email client, | rely relatively little on
Office applications, because hardly any of my translation or editing work is
done directly in any of its programs. | do translate many Word, Excel, and
PowerPoint files, but | typically use a translation environment tool to retrieve
the text from the original document (for which | typically do need the Office
program installed on my computer). | then translate or edit it in that
environment rather than directly in the Office applications.

Working with Word
Because Microsoft Word is such a highly customizable program, there is a

plethora of tips and tricks for working with Word.

There are many, many resources for Word out on the Internet. The most
comprehensive that | am aware of is the Word Most Valuable
Professional site at word.mvps.org.

d bk

Here | am specifically concentrating only on tasks that are important to us as
translators, and/or actions that are not easily obtainable through Word’s
menu commands. If you use Word a lot, you should familiarize yourself with
the following options:

e Tools>= Options (before Word 2007)—This is kind of like the "command
center" for many functions that can be modified in Word. It's a good idea
to learn about the commands on the different tabs. | have found that the
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View tab is an especially good place to look when you’re not happy with
the way certain features are displayed in Word.

21|
Security I Spelling & Grammar I Track Changes
User Information I Compatibility I File Locations
View General I Edit I Print I Save
[V Smart tags ¥ windows in Taskbar
[V Highlight [V Animated text ™ Field codes
™ Bookmarks ¥ Horizontal scroll bar Field shading;
[V status bar [V vertical scroll bar IWhen selected vl
[V ScreenTips ™ picture placeholders
Formatting marks
[~ Tab characters ™ Hidden text
™ spaces [~ Optional hyphens

[~ Paragraph marks ¥ al
Print and Web Layout options

¥ Drawings [V white space between pages (Print view only)

[~ Object anchors [V vertical ruler (Print view only)

™ Text boundaries

Qutline and Mormal options

™ wrap to window Style area width: IU" E

[" Draftfont:  Name: ICourier New x| Size: |1El =]

0K I Cancel |

Figure 125: The View tab on the Options dialog in Word
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In Word 2007, you can access the Options dialog by selecting the Office
button and clicking on Word Options in the lower right-hand corner, in
Word 2010 you access it by selecting File=> Options.

Popular
Display
Proofing

Save

Advanced

Customize

Add-Ins

Trust Center

Resources

j Advanced options for working with Word.

Editing options
Typing replaces selected text
‘When selecting, automatically select entire word
Allow text to be dragged and dropped
Use CTRL = Click to follow hyperlink

D Automatically create drawing canvas when inserting AutoShapes

Use smart paragraph selection
Use smart cursoring
D Use the Insert key to control gvertype mode
[[] use avertype mode
[T Prompt to update style
D Use Normal style for bulleted or numbered lists
Keep track of formatting
D Mark formatting inconsistencies
Enable dick and type
Default paragraph style: | Mormal

D Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

Pasting within the same document: Keep Source Formatting (Default) |z|

Pasting between documents: Keep Source Formatting (Default) |z|

Pasting between documents when style definitions
conflict:

Pasting from other programs: Keep Source Formatting (Default) |z| -

[=]

Use Destination Styles (Default) [ ~ |

-

Figure 126: The Advanced tab on the Options dialog in Word 2007

Tools> Macro> Record New Macro (Word 2007/2010: View=>
Macros> Record New Macro)—This is a very easy way to "record”
macros (i.e., a series of commands that can be initiated by a keystroke or

toolbar button) for recurring tasks.
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e Tools> Customize—This allows you to modify Word’s toolbars to your
heart’s content.

T4 Document1 - Microsoft Word
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command out of this dialog box to a toolbar.

Categories: Commands:
Eitl:l?t #| | %% speling and Grammar... L)
i
View _ | | &L Research...
Insert T - -
Format = | Mext Misspeling
i :
Table Hide Spelling Errors
Web Hide Grammar Errors
Window and Help )
Drawing b & speling... v
v
Modify Selection = Rearrange Commands. .. N
@
¥
@EEI::—-Miqu >
Egrawv [s |&gtoshape §avein:|NormaI.dot v| [Keyboard... ] L Close ]F E a Ij!
Page 1 Sec 1 11 At 17 Ln1 Col 1 REC| [TRK |EXT | |OVR | German (Ge

Figure 127: Dragging a new button to the Word toolbar

v s+ If you want to get back to Word’s original toolbar configuration, you
b -+ can simply delete the normal.dot (Word 2007: normal.dotm)

j template in which all these settings are stored (up to Windows XP it is
& 4w s typically installed under C:\ Docunent s and

Set tings\ <user >\ Application Data\M crosoft\ Tenpl ates, in
Windows Vista and 7 it is to be found under

C:\ User s\ <user >\ AppDat a\ Roamni ng\ M cr osof t\ Tenpl at es).

In Word 2007, it is unfortunately not possible to modify the toolbars (rib-
bons). It is only possible to modify the Quick Access Toolbar on the very
top of the Word window (by clicking on the down-arrow or by right-clicking
on any button and selecting Add to Quick Access Toolbar) or the status
bar at the bottom of the window (by right-clicking on it).
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The developers of Word 2010 have fortunately listened to the outcry of the
user community and made the ribbons customizable again (under File=>
Options> Customize Ribbon).

You’'re probably familiar with Word’s Format Painter, the icon with the
paintbrush. You can click on or select any text in your document, select the
Format Painter, and then copy the formatting of the selected text by
highlighting another block of text. What you may not know is that you can
also use the same procedure and double-click the Format Painter icon.
After being double-clicked, the icon remains activated and the desired
format is available to you until you press the ESC key.

Speaking of formatting: If you need to get rid of formatting for a
specific block of text, you can highlight that text and press
CTRL+SPACE.

| =
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Everyone knows that you can highlight a word or a section of a document
and drag it to another part of this or any other currently open document.
What many of you may not know is that you can also drag any fragment
onto your desktop. There it will become a "Scrap" file which will open on
double-click as a new Word document or which you can drag into any other
Word document at any other time. Furthermore, if you drag that fragment
to your desktop while pressing CTRL+SHIFT, Windows creates a little scrap
link that opens your document to the very place in the original text if you
click it. This is a great trick if you're tired after a long day of translating or
editing and want to jump right back the next morning with fresher eyes to
the place where you left off.

It is unfortunately no longer possible to create a scrap on your
desktop with Word 2007/2010.

a4k %
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< Opening Word: By default, Word opens a new blank document when you
open the program. Sometimes this is helpful, but often it is not. To avoid
this, right-click on the icon that you use to open Word with, select
Properties, and add " /n" to the Target line. Now Word will open without
a blank document.

Microsoft Word Properties ﬂll

General  Shortcut | Compatibilty |

g Microsoft Word

Target type: Application
Target location: Office10

Target:

Start in: I

Shortcut key: INone

Bun: I Nomal window j

Comment: I

Find Target... | Change Icon... Advanced... |

ok | Cancdl | sy |

Figure 128: Changing the open properties for Word

This is especially helpful when you need to open a document that is not
configured to be opened in Word. Instead of having to go through the
rather tedious process of File= Open, etc., you can now simply drag the
document from Windows Explorer into Word, where it will open
automatically (see page 15).

ook
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If you need to open a new file in Word, you can do that either by pressing
CTrRL+N, which will open an empty blank document, or you can select File
(Word 2007: Office button)> New. The menu command will not open an
empty file but instead give you access to your templates. (In Word XP and
2003 a side bar will be displayed. Clicking on the General Templates
option will display the following dialog.)

New Document

Templates ‘ @ Search Microsoft Office Online fora tem|: ‘ New Blog Post
Blank and recent

Installed Installed Templates

My templates...

Mew from existing...
Microsoft Office Online 5
Featured
Agendas

Award certificates

Mew Blog Post Equity Fax
Brochures

Business cards
Calendars
Contracts
Envelopes

Faxes
L

Equity Letter Equity Merge Fax

Flyers

Farms

Gift certificates

Greeting cards Create new: @ Document () Template

Create ][ Cancel

Figure 129: Templates dialog in Word 2007
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Before processing Word documents, it may be advisable to disable all
language-specific functions such as optional hyphenation and spell
checking (accessible through Tools> Language; in Word 2007/2010
hyphenation is accessible under Page Layout> Page Setup>=
Hyphenation and spell checking under Review> Proofing). You should
also make sure that there are no tracked changes and/or comments in the
Word file; these typically should be reviewed and accepted and—in the
case of comments—deleted.

These options are accessible through Tools> Track changes (Word
2007/2010: Review=>= Changes). In Word 2000 and below you will have
to manually locate the individual comments, right-click them, and select
Delete.

| =

d b=k 4

by
+ 4y

If you work with programs that automatically try to run templates in
Word—as a translator you're likely to have a translation environment tool,
voice recognition program, Acrobat, or one of the other programs that do
this—you might quickly get annoyed with the long start-up time that Word
requires when it has to load all these templates. Or, even worse, when it
crashes because some of the templates conflict with each other.

The easiest way would be to just delete the templates. But in certain
situations they do offer functionality that you want to use.

Here’s what you can do: Move them out of a startup folder and into a
folder where they can be started manually instead of automatically.

174 The Translator’s Tool Box - © International Writers’ Group, LLC



Office Suites

To Move Templates

1 Select Tools> Templates and Add-Ins within Word (Word 2007/2010:
Select the Office button (File)> Options> Add-Ins> Word Add-ins
under Manage> Go).

2 The Templates and Add-Ins dialog appears. The templates with a
checkmark are activated.

Templates and Add-ins K E

Document template
Mormal Attach...

™ Automatically update c!ocument skyles Linked C35.., |
I~ attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded.

v

Add... |

[V POFMaker,dot

[ dgrbase.dot Remove |
[ MulkiTerm. dot

[ termsta.dot

™ MTerm-EN.dat

-

Full path:  Cih. . Microsoftyword STARTUPY TRADOSS, dok

Qrganizer... | OF I Cancel |

Figure 130: Selecting and deselecting templates in Word

3 Though it is possible to uncheck these templates and disable them for this
session, they will be started again the next time you open Word if they are
located in a startup folder (see the Full Path on the bottom of the dialog).

4 To change the location, close this dialog and the instance of Word and go
to the Windows Explorer (or any other folder view).
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5 There are two different locations where Word uses startup folders (if you

have used the default installation path):

C.\ Docunments and Settings\<user>\Application

Dat a\ M cr osof t \ Wor d\ STARTUP (in Windows NT, 2000, and XP),

C. \ User s\ <user >\ AppDat a\ Roam ng\ M cr osof t \ Wor d\ STARTUP (in
Windows Vista and 7)

and

C.\Program Fil es\M crosoft Oficel\Ofice<X>\Startup (all Windows
version).

If you are not able to find your AutoStart templates in these folders,
right-click on C:, select Search, and make a search for the name of
the template (see Helpful Shortcuts on page 15).

d bk

Cut the templates out of these folders (CTRL+X) and paste (CTRL+V) them
into:

C:\ Docunents and Settings\<user>\Application

Dat a\ M crosof t\ Tenpl at es (in Windows NT, 2000, and XP),

C. \ User s\ <user >\ AppDat a\ Roam ng\ M crosof t\ Tenpl ates (in Windows
Vista and 7)

or

C:\Program Fil es\M crosoft O fice\ Tenpl at es (Windows 95, 98, ME).

You can also save them at a different location, but it may be helpful
to have most of your templates stored in one location.

d b=k 4

The next time you start Word, the templates will not be loaded
automatically, but you can load them manually by selecting Tools>
Templates and Add-Ins, adding the templates in question, and
activating them.
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Working with Excel

For a long time, Excel files were almost abandoned by the translation industry.
Only one computer-assisted translation tool—Star Transit (see Translation
Environment Tools on page 190)—supported their translation through its own
environment. Only in the last few years have most of the other major
translation environment tools also started to support Excel. From my
perspective as a translator, this early abandonment stands in awkward
contrast to the relatively large share of Excel files that | translate.

Many of the more general things that have been said about Word in the
-+ previous section are the same or similar for Excel, including the use of
j macros (see page 169), customization of toolbars (see page 170), the
= Format Painter (see page 171), or opening properties (see page 172).

| =
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As far as translation-specific tasks go, a problem that I have encountered a
number of times concerns the very large size of some Excel files. In the case
of embedded objects, such as graphics or flowcharts, or a very large amount
of data, this may be legitimate, but what also may cause the large file size is
sloppy formatting. Every worksheet from Excel 97 through Excel 2003 on
contains more than 65,000 rows (and Excel 2007/2010 contains more than
1,000,000; see page 153). If only a few of these rows are used, this large
number of potential rows does not contribute to the overall file size. However,
if there is any kind of entry—such as a formatting mark—in any of the
otherwise empty remaining rows, all of them may contribute to the file size
(and it becomes a nightmare to work with these files, especially in a
translation environment tool). The easiest way to fix this (after you have
verified that this is indeed only unintended, sloppy formatting!) is to delete
the unwanted cells. Highlight the first unused row, press
CTRL+SHIFT+DOWNARROW, right-click on the selection, and choose Delete.

One more thing that may be important when using Excel is to understand the
difference between comma-separated (.csv), tab-separated (.txt), and Excel
(.xls) files.
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Excel files are complex files that can contain formatting, embedded objects,
formulas, and numerous worksheets. In comparison to that, comma-
separated and tab-separated files are very simple text files that are built
according to this pattern (for tab-delimited files, replace the comma with a
tab):

"first record in first row',"second record in first row',"third record in first
row'

"first record in second row',"second record in second row',"third record in
second row'

If you open this file in Excel, it will be displayed just like an Excel spreadsheet;
in fact, in many cases, the file will automatically open in Excel when you
double-click on it. The reason why these files are so often used is that these
formats provide for generally accepted ways of exchanging data between all
kinds of databases. The Microsoft glossaries (see page 101) that are delivered
as .csv files provide the best case in point.

One of the most exciting Excel add-ons that makes many of the text-related
(and other) tasks in Excel a lot easier is ASAP Utilities (see message URL
www.asap-utilities.com). This free collection of programs contains more than
300 (1) different utilities to streamline working in Excel.

Some of the functions that | really like include the ability to count characters
in individual cells (a command in the Information submenu), helpful
formatting and selection functions, and the ability to write numbers with a
leading zero (it was always a pet peeve of mine that you couldn’t do this.)
During installation, you will be asked whether you would like to have it started
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every time you start Excel (I chose "Yes"). ASAP Utilities shows up as a
separate menu in Excel (or as a toolbar—the applicable command is available
in the System submenu). If nothing else, you'll enjoy seeing what some of
the other 95% of Excel's unused features are . . . .

ASAP Utiities

3| vision Contral

Eavorites

Select ASAP Utilities update information

Sheets Fast calculation

Range File and selection info

Columns { Raws Get active cells pagenumber

BFrE S

humbers Count duplicates in selection

Text Count unique values in selection
Formula || Countrumber of characters in selected cell

Al

List built in document properties (titie, author etc.)

Format List all range names
Objects

Web

List all sheet names

List data types

System Display selection type

Informatior Count number of sheets

Import Find bad cel references (SREF!)
Export

Launch

Find too narrow columns (#£2%)

€ &

A ag & Jlie R Ok

Display video resolution
Free memory Display country settings

Options... List all fonts in new workbook

@ m £

Info Show ASAP's shortcut keys

Figure 131: ASAP Utilities menu in Excel

Working with PowerPoint

For translation tasks, PowerPoint is certainly the most tedious of the Office
programs. This is mainly because of the people who primarily use it—
marketing people—and their lack of understanding of how to properly format
a document. For instance, in almost every PowerPoint presentation you will be
presented with issues such as hard returns for line breaks. Before processing
a PowerPoint presentation in a translation environment tool, it is always a
good idea to spend a few minutes going through the document and cleaning
up its gross formatting sins.
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Before quoting on a PowerPoint project, always make sure that all text is
actually translatable and not an embedded object such as a graphic. You can
check this by right-clicking on the slide. If picture-related commands show up
(see graphic below) or the picture toolbar appears, you are dealing with a
graphic rather than text.

& cut

Copy

@ Paste
Save as Picture...
Show Picture Toolbar
GErouping 3
COrder 3

Cuskom Animation, ..

s

Action Settings. ..
&j Format Picture. ..

% Hypetlink. ..

Figure 132: Picture-related commands on PowerPoint context menu

For word counts in PowerPoint, see page 139.
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Before you start to work on translating a PowerPoint document, check
whether you have installed all fonts that are used in the document. You can do
this by opening the document and selecting Format> Replace Fonts
(PowerPoint 2007/2010: Home> Editing> Replace Fonts under Replace).
If any of the fonts under Replace displays a question mark, contact your
client to either send you the font or to tell you to change it to another font.

Replace Font [ e |
Arial ﬂ
T Arial Marrow = Close |
Bl Bakersignet Em
? Baskervile BT
—~ H Courier New
T Franklin Gothic Medium
T Times New Roman i
T Wingdings =

Figure 133: The Replace Font dialog in PowerPoint
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Changing spelling languages in PowerPoint

To say that it is annoying to change spell-checking languages in PowerPoint is
an understatement. It’s easy to change the spell-checking language for
individual text boxes, but not for a complete presentation.

But do not despair: here is way to do it once and for all. Though this may
seem a little technical, it is not nearly as bad as it first seems. Let’s first cover
PowerPoint 2003 and below and then continue with the different process of
PowerPoint 2007/2010.

PowerPoint 2003 and below

On the Microsoft website under support.microsoft.com/
default.aspx?scid=kb;en-us;245468, you can find a macro that allows you to
change the spelling language of your PowerPoint presentation into the
language of your choice. Within the macro you will find the line

shp. Text Frame. Text Range. Languagel D = nmsoLanguagel DEngl i shUS

To change this declaration into the language of your choice, you'll need to
change the nsoLanguagel D at the end of that line. You can find your language
(as well as many other languages you most likely have never heard of) at
msdn.microsoft.com/en-us/library/aa432635.aspx.
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To insert a macro into a PowerPoint presentation, select Tools> Macro>
Macros (or select Alt+F8). Type in the name Lingo and select Create. Delete
everything in the right-hand window (that starts with "Sub Lingo()"), paste
the code from the Microsoft website, and change the nsoLanguagel D.

4 Microsoft Visual Basic - Presentationl - [Modulel (Code)] = |EI|1|
% File Edit Wiew Insert Format Debug Run Tools Add-Ins  Window Help Ty t ATl ol S
EE-H % E@Eaalg e ) na b BHFF P @I n2g,cdne %

IR ] IIGeneraIl j IIingo j
= H @ - —

Sub Lingof() N
=-&% VBAProject (Presentatio =
E‘@ Modules ' Declare variables.
-4 Module1 Dim sld As S5lide
Dim shp As Shape
' Loop through all the slides in the presentation.
<| | _>| For Each sld In ActivePresentation.S5lides
Properties - Modulel | ) ) o ) )
' Loop through each shape on each slide.
|Hndule1 Module =l For Each shp In sld.Shapes
Alphabetic |Cahegorized |
Module1 ' If the Shape is a text box...
odue If shp.Type = msoTextBox Or msoPlaceholder Then
If shp.HasTextFrame Then
' ...then change the language to US English.
' HOTE: To change the language ID to another language,
' change the msolanguagelIDl value here to a
' different language.
shp.TextFrame.TextRange .LanguageID = msoLanguageIDGermanl
End If
End If
Hext
Hext
End Sub -
== | v

Figure 134: Adding the macro in PowerPoint’s Visual Basic Editor

Close the Visual Basic editor and you will now have a macro in your
PowerPoint presentation.

To run the macro, you need to once again select Tools> Macro>= Macros (or
select Alt+F8), highlight the Lingo macro, and select Run. The spelling
language in all text boxes should now be changed.

Since you don’t want to recreate this process for every file you are working
on, you now need to find a way to make this macro available for all files
(unlike in Word, macros in PowerPoint are stored on a per file basis).
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The first thing step is to verify the security level for your PowerPoint
installation. Different versions of PowerPoint contain different levels of
security measures, some of which prevent running of "Visual Basic projects,”
i.e., macros from other files. In PowerPoint XP and 2003, you need to have
Trust access to Visual Basic project enabled under Tools> Security>
Trusted Publishers (PowerPoint XP: Trusted Sources), and the security on
the Security Level tab needs to be set to Medium. In PowerPoint 2000
there are no limitations and you don't need to do anything.

When these settings are secured, you can use the macro from another file in
your current file. There are two ways to do this. You can have both files open,
select Tools>= Macro>= Macros (or select Alt+F8), and select All open
presentations under Macro in. This will display the macro in question that
you can now run. Or, much easier, you can create a button that contains the
macro. Open the file with the macro, select Tools> Customize>
Commands, and scroll down the list of Categories until you get to Macros.
On the right-hand side you will see Lingo. Drag Lingo to your toolbar and that
new button will now give you access to the ability to change your language for
any PowerPoint presentation, PROVIDED that you do not delete the original
.ppt file that contains the macro.

@ Microsoft PowerPoint - [TMMarketplaceSTC.ppt] 5 e |EI|1|
EE] File Edit WView Insert Format Tools Slide Show Window Help Adobe PDF x
ool aa -5 - B zuEs=E=a1== B

/= lngo| X
1 J St. Jerome, patron saint of translators, 340-420

2

w

pmu@wn

w

From the romanticized picture of Saint Jerome, the patron saint of
translators, translating the first authentic Latin version of the Bible from the

Ez== 4 Hebrew and Greek . . .
';Dgaw' Autoshapes~ N\ N (O E ME 4 2 B @ | & -2~ A-=

Slide 3 of 40 Default Design German (Germany)

7

=
I
=
:
4

Figure 135: PowerPoint’s with a newly created Lingo button
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PowerPoint 2007/2010

Unfortunately things are not made easier for the newer versions. Still, it’s
possible to change the spelling language and here is how you would do it:

Open a text file and copy the following content into that file:
Sub Li ngo()

Dimsld As Slide
Di m shp As Shape

For Each sld In ActivePresentation. Slides
For Each shp In sld. Shapes

If shp. Type = nsoText Box Or msoPl| acehol der Then
If shp. HasText Frame Then

shp. Text Fr anme. Text Range. Languagel D = nsoLanguagel DEngl i shUS

End If
End | f
Next
Next

End Sub

Just like for the earlier versions of PowerPoint, the line

shp. Text Fr ame. Text Range. Languagel D = nsoLanguagel DEngl i shUS

contains within the nsolLanguagel D at the end of the line the declaration into
which language the file needs to be changed. This needs to be changed to
your desired language. You can find your language at msdn.microsoft.com/
en-us/library/aa432635.aspx.
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Make the change and save the file as a *.bas file.

| Untitled - Notepad =lEl =
File Edit Format View Help
sub Lingo()
" Declare variables. =
Dim s1d As 51ide
Dim shp As shape
" Loop through all the slides @gj 3 » Libraries » Documents » v |+ [ Search Documents el
For Each s1d In ActivePresentajj ===
' Loop through each shape I peiokdey = @
For each shp In s1d.shapes " .
. ) 't Favorites — Documents library . . .
If the shape is a te| Arrange by:  Folder
If shp.Type = msoTextB B Desktop Includes: 2 locations
If shp.HasTextFrame Thy Clients
Name -
G ;qa'TETe?UCEﬁEEEJ U8 Downloads |2 SDL Trados Studio
- change the. meor} ] Recent Places Skype
different Tangual toolbox
shp. TextFrame. Text| smartcam
End If . B Snaglt Catalog
End Tf ) Libraries o n
Next 3
Next JJ Documents SpiderSample -
@' Music
StyleGuides
end sub .
L JbiEE Svmantec .
B videos - i v
File name: -
Save as type: [ Text Documents (*x) -]
+ Hide Folders Encading: [ANSI s [ swe | [ canea |

Figure 136: Saving the macro as a *.bas file in Notepad. Note that placing the file name in
quotation marks prevents the addition of .txt at the end of the file name

For the next step, you’ll have to do some preparation (you’ll need to do this

only once). If the Developer ribbon is not displayed, select

e File= Options> Customize Ribbon and in the list of main tabs, select
Developer for PowerPoint 2010 or

- Office button> PowerPoint Options> Popular> Show Developer tab
in the Ribbon for PowerPoint 2007.

To adjust the security settings, select Office button (File)> (PowerPoint)
Options> Trust Center>= Trust Center Settings> Macro Settings> Trust
access to the VBA project object model and select Disable all macros
except digitally signed macros.

Once that is done select the Developer ribbon and click on Visual Basic (if
you don’t want to deal with the Developer ribbon you can also press
ALT+F11).

In the now opened Visual Basic Editor select File= Import and browse to the
location where you saved the *.bas file and open that file.
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Once that is done, all you need to do is to press F5 or click the Run button and
the language in your PowerPoint file will be changed.

#7 Microsoft Visual Basic for Applications - BDUE2009 Zetzsche pptx - [Modulel (Code]

{8 File Edit View Insert Format Debug Run Tools Add-Ins Window Help Type a question for help
BEE-d £ a@mA 9 P ER HET ¢ @ 1n10cll -]

Project - VBAProject ﬂ |:Genera|] by j |Lingo

E = 3 B

=82 VBAProject (BDUE2009_
-5 Modules Dim s1d A= Slide
Dim shp A= Shape

Sub Lingo ()

For Each sld In ActivePresentation.Slide=
4 | i
For Each shp In =sld.Shapes

Properties - Modulel x|
|I‘-1<xiu|e1 Module |
Alphabetic ]Categorized ]

MMUdeI shp.TextFrame.TextRange.LanguageID = msolLanguageIDGerman

If shp.Type = msoTextBox Or msoPlaceholder Then
If shp.HasTextFrame Then

End If
End If
Hext
Hext

End Sub

.
== | 5

Figure 137: Visual Basic editor ready to run the macro

OK, I admit. This sounds all a little complicated, but here is the bright side:
most of the steps only have to be done once per computer (or PowerPoint
installation). Once the *.bas file is created, the Developer ribbon ready and
the security settings selected, all you need to (for every PowerPoint
presentation) is to

e Press ALT+F11 or select Visual Basic on the Developer ribbon
= Open the *.bas file

e Press F5 or press Run.

Not too bad!

Here is the caveat, though: for none of the PowerPoint versions, the Notes
text is changed by any of these acrobatics. That will have to be done manually
one by one. Oh well.
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Computer-Assisted Translation Tools

I am a passionate user of CAT tools and have many of the commercially
available tools installed on my computers, but the point of this chapter is not
to promote one tool over another. Instead, | want to convince you that you
can reach new levels of productivity and quality if you harness some of these
tools described here. For that reason, I will do my best in this important
section to give you a comprehensive overview of what tools are available.

First of all, the category of CAT tools encompasses much more than
"translation memory tools.” By definition, any tool that is specifically designed
to aid the translator in the translation process falls under the category of CAT
tools. In the following pages, | will focus on translation environment tools, but
will also talk about other kinds of tools.

Here’s why | use the phrase "translation environment tool" (TEnT):

Ironically, language professionals have created very poor names for a
number of things in the translation industry. One of my pet peeves is
"localization” (or, worse, "110n")—a term that seems to invite everyone
to come up with his or her own definition, creating great confusion in the process.
Though I've given up on changing that, | would like to change the way we use "CAT"
and "translation memory tool."
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CAT, or computer-assisted translation tools, is a great term for describing the
numerous families of software tools that translators use for their work (see above).
Unfortunately, we often use "CAT" as a synonym for so-called "translation memory
tools," when the latter is really only a sub-category of the former.

I also think that the term "translation memory tool" is not serving us well.
"Translation memory" is just one feature included in tools like Trados, memoQ, Déja
Vu, Transit, etc.—albeit an important one. Terminology management, analysis, code
protection, project management, batch processing, spell checking, code page
conversion, and many more features are also part of these tools. In fact, some of
these features, especially terminology management, are or should be central to how
we work with these tools. But by naming this category of tools "translation memory
tools," we focus almost exclusively on this one feature, and in turn overuse it
disproportionally.

The phrase "translation environment tool" (TEnT) describes much more accurately
the various ways that we should use these tools in our translation work.
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I like categorizations because they sometimes help to convey the big picture
more clearly, so | have created three different categories of CAT tools:

1 tools that independently provide specific functions for the translator.

2 tools that provide functions which enhance the use of TEnTs (Translation
Environment Tools).

3 tools that provide a comprehensive environment for a large variety of
translation-related features, i.e., TEnTs.

There certainly is a lot of overlap between these categories. Many TEnTs, for
instance, also provide many of the features that the more specialized tools
provide. However, it's sort of like MS Word: it does pretty much everything,
but the more specialized tasks (such as word counts, working in text-based or
HTML or XML files, switching code pages, etc.) are performed much better and
more efficiently by the more specialized tools. And that's not too surprising—
highly charged, passionate folks are investing all their energy in doing one
thing right, so it would be a shame if they could not get that done extremely
well.

Here are the functions of the first main category and examples of the tools
that cover those functions:

e Resource lookup—These include tools such as Wordfinder (see
www.wordfinder.com), which assembles dictionary resources and provides
lookup in them from any Windows-based tool, and tools like
IntelliwebSearch, which allows for lookup in online and offline resources
(see page 124).

e Terminology management—Tools such as Lingo and AnylLexic
specifically allow you to import term lists or termbases, add to these from
any Windows-based tool, and provide lookup in these termbases (see
Standalone Terminology Tools on page 269). Another kind of terminology
management tool would be something like ApSIC XBench, which allows
you to easily manage, convert, and search large existing term lists like the
ones from Microsoft or Apple (see page 101 and page 272).

* Project management—There are a whole slew of tools that provide
project management functions for companies, starting with tools like
Worx, Plunet, OTM, and ]project-open[, and continuing to some of the
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workflow tools that also provide the features of TEnTs, such as Star James
or the corporate solutions from SDL. And then there are also tools that are
primarily geared toward the freelance translator. You can find much more
information on these tools on page 282.

Word counts—These are explained in more on page 134. What is
important to realize, of course, is that these tools don't count on the basis
of repetition or memory matches—that is the forte of TEnTs.

Software localization—Tools that provide these functions are really in a
class of their own. Their core function is to provide an environment for
both the translator and software engineer that allows them to translate,
test, and fix the localized software before deployment. You can find more
information on these tools on page 276.

The second category is made up of tools that cater to the needs of TEnTs—
either by making them better in a specific area or even giving them additional
abilities that they flat-out don’t have.

Term extraction—This is a really useful but woefully underused feature
that allows you to extract term lists from translation memories or
translated and aligned documents. It's extremely helpful because it allows
you to build up the core of your terminology database for your TEnT almost
on the fly, thereby foregoing the often tedious and painful way of doing
everything manually. You can find more information on page 265.

Text extraction—In a really interesting (and smart) move, some TEnT
makers have stopped building solutions of their own for very complex
formats—notably for QuarkXPress. Instead they are promoting the
products of other companies that allow you to extract text from complex
formats and then process it in a regular TEnT. You can find information on
a number of these tools under Desktop Publishing Formats on page 287.

Conversion and Maintenance—This refers to the conversion that is
specifically geared toward translation format. The open-source Olifant
offers some conversion and many maintenance features for translation
memory files, as does the above-mentioned XBench. You can find more
information on these tools under Translation Memory Quality Maintenance
on page 265.
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< Alignment—For the longest time this was just an awful after-thought
component of TEnTs, but there are now some very specialized products out
there and they make all the difference as far as | am concerned! You can
find more information on the process and the tools that support it under
An Excursion: A Word of Caution About Alignment on page 234.

e Quality assurance—Tools that offer only quality assurance—or maybe it
should be called quality control (they are typically used as a last check)—
are intriguing on two levels: They provide high-level quality control on
translation files and translation memories, but they have also forced TEnT
vendors to respond and include QA components on their own. Find more
information under Quality Assurance Tools on page 255.

And lastly there are, of course, the comprehensive TENTs.

Translation Environment Tools

What Are Translation Environment Tools (TEnTs)?

In a traditional sense, these are applications that extend the memory of the
translator by allowing him or her to build up databases of translated material
and leverage that against newly translatable content.

In reality, they’re usually more than that because most of them

- also allow the user to build up terminology databases that complement
and extend the functionality of the translation memories, and

- allow translators to work in very complicated file formats that they may
not understand or otherwise be able to support by hiding or protecting the
code and displaying only translatable content.

Furthermore, many of the tools provide methods for analysis, quality
assurance, and productivity.

A Little Bit of History

TENTs have been around for long enough that they sport a history of their
own.
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Trados, today’s market-leading tool, was originally developed by the Trados
translation company. In 1990 it released its first commercial product
MultiTerm (Trados' terminology management component), and in 1992
Workbench (Trados' translation memory application) for DOS was released. In
1994, Trados released a Windows version with a Word interface (see
www.lim.nl/monitor/trados-2.html).

In that same era, several other translation environment tools also entered the
public arena.

The translation agency Star released a product that was originally designed
for in-house use: Star Transit, with its terminology component TermStar. I1BM
released its Translation Manager (TM/2) product in 1992 (which it buried in
2002 and revived once again in 2010 as the open-source product OpenTM2—
see page 224).

Curiously, these three tools all were initially developed in the small
German town of Boblingen.
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As the first Windows-based commercial product, Atril's Déja Vu was released
in 1993.

The last few years have seen a number of new translation environment tools
enter the market (see Categories of Translation Environment Tools on page
192) and a number mergers and acquisitions of translation environment tool
vendors as demonstrated by the acquisition of Trados by SDL in June of 2005
and of Idiom in 2008, or the acquisition of the German Logoport by Lionbridge
in early 2005.

In 2009, long after IBM had decided to withdraw from the translation tool
market, another truly big-time player, Google, entered the fray with the
release of the Google Translator Toolkit (see page 227).

Old tools are discontinued at nearly the same pace, such as Alpnet’s
(now SDL) TSS/Joust, SDL’s Amptran, Quintillian, Clear-CAT, SDLX, and
Cypresoft’s Trans Suite 2000.

a4k %
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There is a very impressive list of all kinds of translation software programs (in
particular machine translation) published by John Hutchins, the great
chronicler of translation software. His Compendium of Translation Software—
directory of commercial machine translation systems and computer-aided
translation support tools (see www.hutchinsweb.me.uk/Compendium.htm)
really is a very interesting document, if only to see how much software there
actually is to support our work. One very practical application of the document
is the index of language pairs for machine translation in the very back of the
manual. | often receive questions about whether certain language pairs are
supported by a particular system. Well, here are the many answers.

Who Should Use Translation Environment Tools?

The most obvious users would be translators with repetitive texts. In my
opinion, translators who work in technical, medical, or legal fields waste a lot
of time (and money!) if they do not make an initial investment in a translation
environment tool. But it doesn’t stop there. Because most of the available
packages include decent or good terminology management tools (see
Terminology Handling on page 244), any translator who has to control
terminology can greatly benefit from these applications.

Also, if you work in more complex file formats than Word documents or you
do not want to worry about formatting, TEnTs separate translatable from non-
translatable content and will help you tremendously.

Or if you would like to use more advanced quality assurance features than just
spell-checkers, you should also look at TENnTs.

Or if you ever need on-the-fly access to previous translation—TEnTs can do
that for you.

Are those enough good reasons?

Categories of Translation Environment Tools

192

For organizational purposes | have always tried to classify the available tools
into work interface categories. While | will still use this classification for now,
it is on the way to becoming obsolete since Microsoft Word, originally the
preferred interface, has lost its importance and is increasingly becoming an
interface for entry-level TENTs.

The Translator’s Tool Box - © International Writers’ Group, LLC


http://www.hutchinsweb.me.uk/Compendium.htm

Computer-Assisted Translation Tools

Still, these are the main categories:

= tools that perform all or most of their work through macros in Microsoft
Word that allow an association with translation memory(s) and
terminology database(s)

= tools that let the translator work in an independent, mostly tabular
environment

= tools that strictly use an online interface

In the following sections, | will introduce the different tools within their
categories, briefly describe the one or two outstanding features of the
different tools, and eventually spend more time with three veterans—Trados,
Transit, and Déja Vu—to describe the typical features of a TEnT in more detail.

Tools that | will not include are those that support only one or two
language pairs, such as the Danish-English(-German) WebWordSystem
(see www.webwordsystem.com) or the Russian-English MT2007 (see
mt2007-cat.ru) or tools that support only one file format, such as
Webbudget (see page 114).
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I also will not discuss translation management systems including proprietary
systems, such as translation.com’s GlobalLink, commercial tools like Andra’s
ontram, and open-source tools like Globalsight Ambassador. These tools are
becoming increasingly important for our industry, but there are a number of
distinctions that made me exclude them. While most of them support exchange
standards, their workflow does not allow for third-party tools to participate. This
means that if your client uses one of the above tools, chances are that you will have
to use the translation editor that comes with the tool. The good news is that these
editors are typically free; the bad news is that you have to get used to a new work
environment and are often not able to use your own resources (translation
memories, terminology databases, etc.). Also, a purchase or an implementation of
these tools, if at all possible, is only feasible for the very large language providers or
the translation buyer.
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Tools That Use Microsoft Word as Their Main Translation Interface

The most well-known application that formerly made heavy use of the Word
plug-in was the market-leader Trados (see www.trados.com), but with its
latest release—Studio 2009—it has finally completely abandoned Word as a
translation interface. Other tools that still support the Word (or, in the case of
Anaphraseus, OpenOffice) interface as their only or their most important
interface include

the open-source Wordfast Classic pendant Anaphraseus (see
anaphraseus.sourceforge.net),

AnyMem (see www.anymem.com),

JiveFUSION (see www.jivefusiontech.com),

MetaTexis (see www.metatexis.com),

MultiTrans (see www.multicorpora.com),

Similis (see www.lingua-et-machina.com),

Snowball (see www.trmem.com),

Lionbridge’s Translation Workspace (see www.geoworkz.com), and

Wordfast Classic (see www.wordfast.net),

This group can be further categorized by its range of applications:

Wordfast covers a relatively large range of applications and formats
because it essentially comes in two different versions, Wordfast Classic
(formerly Wordfast 5.5 and below) with its Word interface and Wordfast
Pro with a Java-based interface that allows for the processing of many
other file types (including InDesign, FrameMaker, XML, and other Office
formats aside from Word).

Both MultiTrans and Translation Workspace offer an XLIFF Editor for
any kind of tagged formats (MultiTrans also comes with additional
interfaces for WordPerfect and PowerPoint).
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e The other tools are primarily focused on native Word files or other
formats that can be accessed through Microsoft Word (either through a
tagging mechanism or by "calling” into other applications).

Wordfast Classic

The most successful tool in this group presently is Wordfast Classic, a tool
developed by Yves Champollion. Yves is related by name and blood to Jean-
Francois Champollion, the fellow who translated the Rosetta Stone. The
history of the product itself is a little more mundane but still rather
interesting. Released as a freeware product in 2000, Wordfast stunned the
market—particularly Trados, to which Wordfast at first sight looked very
similar. In August 2001, Champollion and the Italian translation agency giant
Logos formed a joint venture but continued to give the program away for free.
The partnership ended about a year later, and in October of 2002 Wordfast
became commercial. In 2007, Wordfast again allied itself with a translation
giant, this time translations.com.

Wordfast Classic has garnered a significant following among freelance
translators, and its reputation typically is that of an inexpensive and easy-to-
learn tool.

One clear advantage of Wordfast is that it runs on any platform supported by
MS Word, including Macintosh. (It does not on Word 2008 for Mac, but it does
work again on Word 2011 for Mac). A drawback is naturally that the amount
of supported file formats is limited. While it is possible to tag and process
HTML and XML files through the free PlusTools application (which can also be
downloaded on Wordfast’s website) or to "call" content from other MS Office
formats into Word and translate it there, Wordfast Classic's main format is
Word files.

To mitigate this limitation, a completely revamped version of Wordfast—
Wordfast Pro—was released in 2009. This version supports both Word
and other file formats (see page 213).
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One outstanding feature is VLTM. VLTM stands for Very Large Translation
Memories, and these are TMs that are hosted on a Wordfast server in 10
different language pairs (most of the European languages, but also languages
such as Japanese, Arabic, and Korean, all of these into or out of English). The
contents come from a variety of non-copyrighted sources that were aligned
and are provided free of charge to registered users of Wordfast. All you need
to do is install a little plug-in that you can download on the Wordfast website,
enable the VLTM search in Wordfast (click the little f icon on the toolbar and
select the VLTM tab under Translation Memory), and you automatically
connect to the language combination on the Wordfast server that matches the
combination of your main TM. The search is very fast and the number of hits
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quite impressive, but it’s disappointing that there is no indication of source or
subject area, so I’'m not sure how helpful it would be as a very reliable
translation memory; however, as a general resource VLTM is certainly

valuable.
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Figure 138: Wordfast translation with match from VLTM

While Wordfast was by far the earliest version that directly integrated

F ¥
i ~ data from online resources, a number of competitors now connect to

j resources such as MyMemory—mymemory.translated.net—(Trados
& 4w = Studio, memoQ, and MultiTrans) or the TAUS Data Association’s memory

data—www.tausdata.org—(Translation Workspace, MultiTrans,
GlobalSight).
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JiveFUSION

JiveFUSION (formerly Fusion) has been primarily active on the Canadian
market so far. JiveFUSION is a tool that strongly emphasizes collaboration—it
was one of the first tools that offered server-based translation memories.
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Figure 139: JiveFUSION's translation view

Similis

Similis differentiates itself from most other tools because it comes with a very
high-level linguistic "knowledge" in seven EU languages (English, Dutch,
German, Spanish, Italian, Portuguese, and French) which it derives from a
powerful engine that was originally developed by Xerox for its XTS tool (see
page 267). This engine gives Similis the analytical power to apply linguistic
rules to a number of processes, including alignment and automatic extraction
of terms and phrases from translation memory content. In both of these
processes Similis offers extremely high accuracy (of course, only in the
language pairings mentioned above). For the actual translation process it

offers two different environments: a hybrid Word/Similis environment for the
translation of all files directly compatible with Word (Word, RTF, text files,
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etc.) and a separate environment for HTML and XML files. What makes the
translation memory matches remarkable is the existence of "chunks,"
fragments of translation memory matches that the program was able to
automatically extract from larger matches with the help of the XTS engine.

€7 Copy of TansSample.doc [73.stk] - Similis Translation Tool
File Edit View Insert Format Tools Table Trados Simiis ?
TRNET- RET RN D Y. R I R

- TimesMNewRoman - 12 - | B J7 U ||
=

- | HRead tidden B ishon- |22 - | 2

SE | o7 69%

i A4 Normal
—
[=1- Translations
=] Nokia3gDE-1430,
= Die Katze
~EEThe e
: L
: Die Katzs ist schwarz |
= |Die Katze ist schwarz.| o
: [Der Hind ist weiB.] +
. [Die Katzs istweib.] o
: ¥
E@
<3 - Source Cible s
[=]- Terminology J Die Katze ist schwarz. The cat iz black. 100
=I- Similis
[+ P katze

[Die Katzs istweib.]

The catis bladk. v
5 Der Hund s weib.] ;
T ¥

Figure 140: Similis’ translation view with access to internal dictionaries

In late 2010, the makers of Similis announced that the fully functional
Freelance edition would be a free download, effective immediately!
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MetaTexis

MetaTexis is a German tool with a surprisingly powerful and highly
configurable database engine behind it. While currently all files are still
processed in MS Word, a new independent interface is being developed.
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Figure 141: MetaTexis’ translation view within MS Word 2007

MultiTrans

MultiTrans does not completely fit into this category. In fact, it is not a
"traditional translation memory" tool to start with, but a "bi-text" or "corpus"
tool, or, according to the tool’s latest terminology preference, a "text-base
translation memory" tool. Rather than matching on a sentence-by-sentence
level, MultiTrans’ corpora are full source and target texts with an approximate
matching capacity that allows alignment to be done virtually on the fly. What
also distinguishes corpora from traditional translation memories is the display
of all the context of the original text.
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was originally designed to cater to the needs of the Canadian

government, whose millions of pages translated from and to French and
English made it unreasonable to go through a manual alignment process.
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ook

MultiTrans’ translation view with MS Word on the bottom and Translation Agent on
top

Aside from the Word interface, MultiTrans also offers the translation of
files in a PowerPoint and Word Perfect interface as well as a completely
independent XLIFF Editor (which needs to be purchased as an add-on)
for the translation of tagged file formats, including HTML, XML, InDesign,
and of course XLIFF.

Translation Workspace

Translation Workspace is based on Logoport, the product that Lionbridge
purchased from a German company and has used since 2006 for most of its

own translation projects.
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In 2010 Lionbridge decided to start offering this as a SaaS—Software as a
Service—product to everyone else. The means that your actual usage and
makes you pay accordingly (with a price that is determined by a mixture of
users and words). The exception is that if you work for Lionbridge, you "only’
have to pay a base fee and no actual usage fee (this last point has raised
considerable controversy).

One interesting aspect of this is that you can upgrade or downgrade the
contract at any point, therefore making it possible to dynamically
respond to business fluctuations.

?
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The system itself is a hybrid system. While all the work is done on your
computer, with all the documents that you are translating on your local
machine, the supporting data (TM, glossary—it really is not a full-fledged
termbase—and all administrative controls) are based on Lionbridge’'s servers.
The interface in which you translate is either within Word (including Word
2007, though Word 2010 is not supported yet) or an independent tool
somewhat reminiscent of Trados TagEditor, called XLIFF Editor.
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Figure 143: Translation Workspace’s Word interface with TM and terminology matches and a
preview feature
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The XLIFF Editor is able to translate Office 2007 files, Trados TTX files,
FrameMaker files, and XML- and HTML-based formats. The Word interface can
access any Word or RTF-based file.
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Figure 144: Translation Workspace’s XLIFF Editor with TM and terminology matches

During the translation, you'll have to connect to a "tenant,” which is
essentially a space on the server that can hold translation memories,
glossaries, and review packages and that can be shared with others.

One feature that is unique is its approach to the review process. This takes
place in a separate, completely web-based, tabular interface with error-
tracking, version control, etc. Though you will have to expend some extra
effort to create the review packages (upload the translated, bilingual files),
you'll have the benefit that the very last version of your translated and edited
files ends up in the translation memory.

Snowball

Snowball is a new kind of translation memory tool (I'm actually not sure that
it is a "true" TENT since most of the translation environment it provides is
indeed the translation memory—they use the phrase Integrated Translation
Environment). The proposition of this tool is to be as quiet and unobtrusive
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and easy as it possibly can be. The 2MB installation allows you to create
bilingual TMs that you can use while translating Word documents. It does not
have a separate terminology database, but you are encouraged to enter term
pairs alongside complete sentence pairs when you use the "word for word"
rather than the "whole sentence"” mode. It’s an inexpensive tool for the very
occasional translator, someone who is not willing to learn anything more than
a few shortcuts (which truly is all you need to operate it) and who has tons of
perfect matches—there is no fuzzy matching yet.
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Figure 145: Translation in Word with an attached Snowball TM with two perfect matches
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AnyMem

Like Snowball, AnyMem is a low-priced tool that runs exclusively within Word.
While it offers a term search within the translation memory, it does not have
an independent terminology component. It uses the same system to process
text within bi-lingual Word that Trados 2007 and earlier and Wordfast Classic
use; as a result the files are interchangeable.
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Figure 146: Translation in Word with an attached AnyMem TM and a fuzzy match

Anaphraseus

Anaphraseus, formerly OpenWordfast, is a tool with an infrastructure and
display very reminiscent of Wordfast Classic. The only major difference is
that, unlike its commercial sibling, it does not run in the MS Word interface
but only within OpenOffice for OpenOffice files or Word files that have been
converted to the OpenOffice format. (And of course it is not nearly as versatile
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or stable as Wordfast.) I am not sure that this tool would be a good choice as
a beginner’s TENT since it is still (and has been for a long time) in beta stage,
but it’'s something to keep in mind to look at once it’'s more stable (or, since it
is an open-source tool, to help make it more stable).
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Figure 147: Translation with Anaphraseus within OpenOffice

Tools That Use an Independent Desktop-Based Translation Interface

The second group—the category that presents all files in a uniform
independent format through a desktop application—includes:

= Across (see www.across.net),

= Alchemy Publisher (see www.alchemysoftware.ie/products/
publisher.html),

e Déja Vu (see www.atril.com),
e Fluency (see products.westernstandard.com/fluency.html)

e Heartsome (see www.heartsome.net),
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MadCap Lingo (see www.madcapsoftware.com/products/lingo)

memoQ (see www.memogtm.com),

SDL Trados (see www.trados.com),

SDLX (no longer marketed but included in the Trados Studio package),

Star Transit (see www.star-transit.com),

Swordfish (see www.maxprograms.com), and

Wordfast Pro (see www.wordfast.com),
as well as the open-source tools
= ForeignDesk (see www.foreigndesk.net)—see page 225,
e OmegaT (see www.omegat.org),
= Open Language Tools (see open-language-tools.dev.java.net), and
e OpenTM2 (see www.opentm?2.org).
Across

The German tool Across heavily emphasizes workflow aspects of translation
while equipping the translation professional with all the tools (translation
memory, terminology database, QA tools, etc.) needed to translate
successfully. Of course, the first thing that differentiates Across is the price
tag. It’s free for freelance translators! And while the free freelance edition
seamlessly hooks into the workflow created by the corporate editions, it is
completely functional on its own.
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The underlying database system is an SQL Server system (very powerful but
also very resource-heavy) in which all TM and terminology entries are stored
simultaneously. One differentiator is that Across offers morphological
recognition in its term searches in various European languages, including
English, Danish, Dutch, Finnish, German, Norwegian, Russian, Swedish,
French, Italian, Portuguese, and Spanish. Of course, all other languages work
with perfect term recognition.
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Figure 148: Across’ translation view
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SDLX

SDLX has really seen very little development over the last few years, and with
the release of Trados Studio 2009 it is not being marketed anymore by its
parent company SDL. SDLX was one of those tools that users either loathed or
loved with its idiosyncracies like the famous "format painting.” The desktop
version is/was in many ways a toned-down version of Déja Vu, but unlike Déja
Vu it had a fully functional and high-powered enterprise version as well.
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Figure 149: SDLX’ translation view

memoQ

The Hungarian memoQ is a very process-oriented tool that makes the general
workflow user-friendly even for a novice to TEnTs. The first screen that you
see when you open the program gives you all the different options of what
you can do; the creation of a translation project, a translation memory, or a
termbase can be done without having to enter complicated information. The
actual translation interface again looks very similar to the veteran Déja Vu
(see page 241), where the translatable text is presented in a table format, the
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source on the left and target on the right, and matches from termbase and
translation memory are displayed on the side. The import and export of files
goes blazingly fast, and this is true for translation files as well as when you
import TMX into a translation memory. The supported file formats include
HTML, Microsoft Office formats, RTF, FrameMaker, InDesign, text, TTX, RESX
files and XML. The latest format it supports are Transit project files.

Some of memoQ’s features are unique:

"translation memory driven segmentation” matches the segmentation
(how a translation file is separated into segments) to the associated
translation memory. This is especially helpful if you have a translation
memory from a different tool that may have used a different set of
segmentation rules. By employing this feature, the new translation file will
match its segmentation to translation units in the TM.

One other unique feature is the oddly named "longest substring
concordance" (or, just as odd: LSC). This is an attempt to automate
concordance searches according to user-defined parameters and without
interrupting the workflow. In the Translation results pane there are now
not only translation memory matches, terminology matches, and
assembled rows but also ominous-looking matches of subsets of the string
that needs to be translated with empty targets. These are the LSC
matches. Clicking on them will produce the Concordance dialog, which
will list all (or a predefined number of) the appearances of that particular
substring in the translation memory within the context of the complete
strings in the TM.

LiveDocs is a concept that was introduced with version 4.5 as an attempt
to quickly access earlier, TM-external translation without the painful
alignment process. Rather than taking one source and one target file,
matching them up, and then fixing it manually, you can now take any
number of file pairs, align them on the fly, and keep them as matched up
file pairs for reference purposes. Aside from that you can also use bilingual
files (such as XLIFF files) and monolingual files (for reference purposes). In
any given project, matches will show up just like TM matches, with the
difference that you can see that they come from a LiveDoc rather than a
TM.

210 The Translator’s Tool Box - © International Writers’ Group, LLC



Computer-Assisted Translation Tools

Also, for HTML and MS Office files there is an integrated preview feature right
in the translation window.
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Figure 150: memoQ’s translation view with the preview feature at the bottom and LSC hits
under Translation Results

Alchemy Publisher

Publisher is a little different from most other tools in how it extracts text from
the originating documents, in particular when it comes to FrameMaker and
Word files. Rather than converting the files into an interim format (.rtf in the
case of Word and .mif in the case of FrameMaker), it communicates directly
with the application and extracts text on an object basis. This means that
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even within the Publisher interface, it is apparent where a specific piece of
text originated—whether from a text box, a heading, an index maker, etc. The
translation memory and terminology databases are simple text-based files.
Direct access to Trados TMs and termbases is also possible.

In addition to FrameMaker and Word as well as HTML, XML, HTMLHelp, and
software-related development files, InDesign and Quark are supported (the
latter two only after a conversion through the third-party plug-in CopyFlow—
see page 301).
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Figure 151: Alchemy Publisher’s translation view

A clear drawback of Publisher’s approach to Word and FrameMaker files

F ¥
b -+ is that you will need to have Word or FrameMaker installed on your
_;: computer to process the files. While this is typically no problem with
& 45w = Word, FrameMaker is not an application that is to be found on everyone’s

computer.
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Wordfast Pro

Wordfast Pro, which originally was marketed as the successor of Wordfast 5.5
(today: Wordfast Classic, see page 195), has now instead become a a parallel
version. Until further notice Wordfast Pro and Classic are supported equally.

The concept of Wordfast Pro is very different than the Classic version. Rather
than using a third-party interface (MS Word) for its translation, it comes with
its own refreshingly simple and well-organized interface. The tool is Java-
based so it runs on Linux, Mac, and Windows and all files, independent of
type, can be viewed the same way and in the same interface.

The interim format into which files are converted for translation purposes is a
custom XML format (TXML), and the supported translation file formats include
MS Office formats, HTML, FrameMaker, PDF (through an external but
integrated plugin), and InDesign.
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Overall, the response of users of the Classic version to the new tool with its
new interface has been cautious (thus the parallel maintenance of two
separate versions) and it remains to be seen what the future holds. On the
positive side, the underlying TXML file format is the same that
translation.com’s translation management system (TMS) GloballLink uses so
that it’s likely that Wordfast Pro will see a push from that side.
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Figure 152: Wordfast Pro’s translation interface

Heartsome and Swordfish

Heartsome and Swordfish are both Java-based tools that run on Mac, Linux,
and Windows. In this same spirit of supporting exchange formats, they not
only support the translation of XLIFF files (see page 278), they actually
convert a number of formats (including RTF, Office 2007, FrameMaker, HTML,
OpenOffice, InDesign, and a variety of software development formats) to
XLIFF, provide for their translation within that format, and then convert them
back into their original format.
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While there will most certainly be fundamental differences between the two
different tools, as of now (December 2010) they are quite similar. This is not
too surprising since the main developer who originally worked for Heartsome
has now branched out on his own with Swordfish. The first few differences can
be found in the support of some varying formats (Swordfish, for instance,
supports the new Wordfast Pro format TXML) and in their differing licensing
schemes.

The "original” Heartsome also is a split-off from its original company. In
2002 Klemens Waldhoér, an employee of Alpnet, co-founded Heartsome
Singapore and Heartsome Europe together with a fellow Alpnetian. This
lasted until 2004 when the companies split into two independent
entities. Heartsome Singapore started to market the Heartsome tool
suite, and Heartsome Europe's product was called Araya (see www.heartsome.de).
Araya was customized for corporate customers with XML- and server-based
processes, and the Heartsome tool suite was and is marketed to the whole range of
actors in the translation industry.

d bk

Waldhor is now in the employ of FOLT, the German industry association that
develops the open-source translation management system OpenTMS (see
www.folt.org), so we can expect to see some of Araya’s design in that system in the
near future.
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Along with the actual translation editor, both come with a variety of other

products (one for XLIFF, one for TMX, one for the termbase exchange format
TBX, and various conversion utilities).
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Figure 153: Heartsome’s Translation Editor on a Windows computer
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Fluency

Fluency’s translation interface is a multi-pane interface with access to a
number of the linguistic resources mentioned above, including a pane for
translation memory matches, a source and a target, and a target preview
pane. However, the interface is not in the traditional table-like format with
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source on the left and target on the right; instead, you'll see a source pane
that displays the text with all its context (sort of) and the target pane that
displays segment by segment independently (the current segment is
highlighted in the source pane.
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Figure 155: Fluency’s Translation Editor

The supported file formats include all the expected formats, but also some
surprising ones, including Microsoft Publisher files and, as mentioned above,
PDF.

I can see some of you cringe when you read "MS Publisher"—yes, |
know, it may have the reputation of a desktop-publishing program for
dummies, but who wants to say no to a well-paying client with Publisher
files to translate? And to my knowledge, Fluency is the only tool on the
market that supports Publisher files.

[ R
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Fluency’s developers have collected all kinds of processes and third-party
utilities that they felt would be helpful in the process of translation, integrated
them into their tool and its workflow, and left it up to us whether to use them.
These features include PDF conversion (from and to PDF), optical character
recognition (OCR), an interface for manual transcription of items that can't be
processed with optical character recognition, extensive language-specific
glossaries, direct links to any number of web-based resources, and audio
recognition.

It's important to remember that most of these are language-specific. So you
will have to verify that your language or language combination is supported
before you do some extensive testing. In fact, when you test or purchase
Fluency, you do that in language-combination-specific editions (or in a more
expensive edition for all supported languages).

Other unique features include "Track Term™" which allows you to determine a
translation for a certain term and force the program to warn you every time
you choose not to use that and various panes to access language-specific
Internet resources.

MadCap Lingo

MadCap is the company that split off from Adobe after some of MadCap's
current owners felt that Adobe was treating the help authoring product
RoboHelp, which it purchased as part of a larger acquisition, too shabbily. So
they started their own company and have since given Adobe a run for its
money. (Once they were gone, of course, Adobe resumed work on RoboHelp.)
MadCap's main product is the help authoring product Flare.
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Early on, the people in charge at MadCap recognized that there was a strong
link between the language and technical writing industries. This has finally
resulted in the release of MadCap Lingo, a translation environment tool that
easily integrates into the authoring/translation environment of Flare but can
also be used as a standalone TENT for file formats such as MS Word and
PowerPoint (all versions), HTML, XML, DITA, and .resx files.
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Figure 156: MadCap Lingo’s translation interface with an HTML file

MadCap Lingo is a solid and user-friendly tool that performs very well,
certainly and particularly with Flare projects, but may not have some of the
bells and whistles of its more well-known competitors.
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Interestingly you can either purchase a moderately priced license outright or
you can buy a time-limited license for 3, 6, or 12 months. This might make a
lot of sense for projects in which you'll have to temporarily work on Flare files
but otherwise choose to use another tool.

Note that MadCap Lingo does not work with bi-directional languages.

= =

a4k %
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Text United

As of this writing (December 2010), Text United is still a tool in flux, and yet it
has a very interesting concept behind it. Though it is a desktop-based tool, all
its resources—including the translation files, the TM ("repository"), and the
termbase (“glossary')—are server-based. And similar to Lionbridge’s
Translation Workspace (see page 201), this is sold as a SaaS, "Software as a
Service," so you'll have to pay a monthly fee for its usage. In this case,
however, the fee doesn’t depend on the volume of words you translate but on
the number of users.
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The translation interface looks very modern with an Outlook-like Home
screen, ribbons instead of menus, and a very lightweight application.
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Figure 157: Text United’s translation interface

Processes are role-based, i.e., a project is assigned to a translator (who can
be identical with the project owner). The translator only has as many rights to
the project and its resources as the owner assigns to him or her.

When importing a file (supported file types presently include HTML, MS Word,
XML, and InDesign), a terminology extract of the file’s content is performed
that can serve as the base glossary for the translation of the project (for
terminology extraction, see also page 265).

The makers behind Text United envision this tool as a stepping stone toward a
future in the translation industry where it will be easier for translation buyers
to directly contract with individual translators—through the database of users
and the interface of the tool.

Clearly this is an interesting proposition: one that has been tried in the past
but might just work in this case—after all, "disintermediation” is one of the
hot topics these days in our industry .
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Open-Source Tools

As operating system-independent as Heartsome and Swordfish are two open-
source tools, Open Language Tools and OmegaT. Both of them are Java-based
and are thus supported on Linux, Macintosh, and Windows.

e Open Language Tools converts SGML, XML, HTML, OpenOffice and a
number of software formats to XLIFF, and translates those within its own
translation memory environment.

Open Language Tools XLIFF Translation Editor, v1.2.7 - text-C:\My Documents\International Writers’ Group\cu... BE|
Eile Edit View Navigation Tools Options Help

E [] Match Case Down E [] Match Case Down

IE <fontface="Arial" size="2"=<font face="Arial" size="2"=<a B u <fontface="Arial" size="2"=<font face="Arial" size="2"=<a
href="http:fiwww.internationalwriters.com/toolkit' href="http:fiwww.internationalwriters.com/toolkit'
target="_blank"=Subscribe to the <i=Tool Kit</i-</a=, a target="_blank"=Abonnieren Sie den <i=Tool Kit</i=</a=, eine
biweekly technical newsletter for people in the translation alle zwei Wochen erscheinender technischer Newsletter fir
industry.</font=<fant= Menschen, die mit Ubersetzung zu tun hahenl<ﬁont><ﬁant>
<fant face="Arial" size="2"=</ont= = = <fant face="Arial" size="2"=</ont= =
=font face="Arial" size="2"==font face="Arial" size="2"= N = =font face="Arial" size="2"==font face="Arial" size="2"= N
=ffont==sfont= =ffont==sfont=
<fant face="Arial" size="2"~<fant face="Arial" size="2"=<fant = ] <font face="Arial" size="2"»<font face="Arial" Size="2"~<font =

Match Information :\ Segment No:l?status:ﬁntranslatell

Figure 158: Translation Editor’s translation view on a Windows computer

e OmegaT (see www.omegat.org) translates HTML, OpenXML (for MS Office
formats), XLIFF, PO, text, LaTeX, various software development, and
OpenOffice files and is the chosen tool for a very passionate and

The Translator’s Tool Box - © International Writers’ Group, LLC 223


http://www.omegat.org/omegat/omegat.html

Computer-Assisted Translation Tools

knowledgeable crowd of open-source-loving translators. It may be the tool
with the fastest pace of development.

Project Edit Go o View Tools Options Help
Editor - TansSample.odt

Fuzzy Matches

The catis black

Die <f0>Katze</f0= ist schwarz.
<segment 0002> Die <f0=Katze=f0= ist schwarz. <end segment=

Der Hund ist weils
Die =f0=Katze=/f0= ist weil.

The catis black

1) Die Katze ist schwarz.
The cat is black.
<100M100/80% >

Glossary — B 0O GoogeT.. — (m]

The =f0= Cat «/f0=is
black.

Dictionary

1/5 (15, 5)

Figure 159: OmegaT’s translation editor on a Windows computer

= In 2010 LISA, the Localization Industry Standards Association, partnered
with IBM, Welocalize, Cisco, and Linux Solution Group to resurrect some
components of the IBM TM/2 product and release it to the open-source
community as OpenTM2. LISA’s expressed goal with this tool is to establish
it "as the reference implementation of existing localization industry
standards, such as TMX." IBM’s goal is to widen the pool of translators
familiar with a tool that originates from the tool that they still use in-
house. So far not so good. The tool is used by very few (if any) translators,
partly due to the fact that it supports only HTML, Java .properties,
OpenOffice, XLIFF, and generic XML files, but also because it’'s a very
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outdated tool that you would have to definitely feel passionate about to
work with effectively. It also does not feature a terminology component.

+ Though neither of these tools supports the wide range of formats that
- translators typically have to work in, they certainly point to a possible
j future of translation environment tools: independent open-source

= applications.

Interestingly, it was translation giant Lionbridge that first released open-source
software in 2001 with ForeignDesk, but it never really caught on, partly because of
its interdependence with many of the Trados-tagged formats.

Tools That Use an Online Interface

After Uniscape’s failed attempt to provide an online interface to translation
memories (the company was swallowed by Trados in 2002), in 2006 Lingotek
(see www.lingotek.com) was the first to come out with a new attempt at this
kind of interface and approach to a translation environment tool. The
distinguishing factors of these tools are that a) they are completely online-
based so there is no need to install any software on your computer (no
worries about updates, etc.); b) your data (translation files, translation
memories, termbases, etc.) is stored not on your computer but on a remote
server; c) the tools are typically offered through a SaaS framework, meaning
you have to pay a monthly or annual licensing fee rather than buy a software
license with (quasi) perpetual validity; and d) you will have to have an online
connection to work.

Other companies that offer a similar interface include:
= Google Translator Toolkit (see translate.google.com/toolkit),
= Wordbee (see www.wordbee.com),
e XTM Cloud (see www.xtm-intl.com/xtmcloud), and

< Wordfast Anywhere (see www.wordfast.net/anywhere)
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Lingotek

Lingotek does not actually store translation memory-like data; instead, it
indexes the data and allows you to access the index (which it calls "vault™).
What this means in practice is that the only data sitting in the indices is source
and target data without any descriptive data, user information, etc. These
vaults are searched not just on a fuzzy and perfect match level like traditional
translation environment tools, but they are also searched at a sub-segment
level, meaning that theoretically every word or combination of words in the
source text is searched in every combination (you can adjust a threshold for
how many words in sequence you will want to have searched).

When you create a project, you can choose between loading data into a public
vault that can be accessed by anyone, or into a private vault that only you and
other parties that you determine can use.

-
13) Lingotek Workbench: GeekSpeak30.doc -

» https//myaccount.lingotek.com/lingepeint/workbench/indexhtml#

LA FI0IES Workbench [ cai - [ view~ | sove
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one of two things: her knees go weak and her heart shudders, or he cries out one of two things: her knees go weak and her heart shudders, or he cries out
(in a slightly hysterical tone}, "Terrible translation quality!| Terrible!" (in a slightly hysterical tone}, "Terrible translation quality! | Terrible!"
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Common Sense Advisory has even come up with a new acronym for it: CT3, or
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or she cried out (in a slightly hysterical tone), "Terrible translation quality!

Most players understand the Die meisten Spieler verstehen
variance of tournament poker, die Varianz beim Turnierpoker,
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Terrible!” # 1of2 Google MT Machine Translation
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The next step was that these tools were increasingly modified for their paqu professionellen Ubersetzer zu tun zwei Dinge: die Knie gehen schwach
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price of these tools was forbiddingly high. While this was not true for each of the ~ -
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Figure 160: Lingotek Workbench’s translation interface with term match from the public TM
and machine translation by Google Translate
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The makers of Lingotek Workbench have recently been trying to newly brand
their tool as a "crowdsourcing” tool, i.e., a tool that allows simultaneous
access by many who can evaluate each other’s translations.

One area of concern with Lingotek is the fact that internal formatting of
segments is handled rather crudely: the application of formatting is
counter-intuitive and formatting markers are not stored in the vaults.

d b=k 4

Google Translator Toolkit

In the summer of 2009, Google finally released its long-awaited translation
environment tool: Google Translation Toolkit (GTT).

Unlike what was expected by many, this tool contains virtually no translation/
project management features, but instead a rather well-designed frontend
that allows you to do one of two things: you can either upload a file (in HTML,
word processing [not .docx!], or text files) or you can specify a URL and the
corresponding HTML page will be uploaded.

In the process of setting up your project, you will need to choose whether you
are using a "shared" translation—i.e., whether you are using and contributing
to a large anonymous translation memory—or whether you would like to
upload your own translation memory in TMX format. Here you can also upload
or define a glossary (in a very strictly defined CSV format).
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While you are working on your translation (or before, or after), you can also
invite others to participate in your translation/editing efforts by selecting
Share> Invite people. All they need is some kind of Google account.

(3 Translation editor - Google Translator Toolkit - Mozilla Firefox _
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important but not primarily technical. (Yes, there are such things!) [0}Vergeben Sie mir, dass ich meine .[/0}{1] {/1]

I just got back from a trip to the great city of Buenos Aires and a gathering of 1700
translators for the conference of the Colegio de Traductores Piiblicos de la Ciudad de
Buenos Aires. I was impressed with the high level of many sessions and the attendees’
curiosity, but there was one event that really took my breath away: The conference was
opened by none less than Argentine President Kirchner herself. Yes, vou read that right: (Yes, there are such things!)
There was a translation conference in Argentina and it was personally opened by a major
world leader, the president of Argentina (Should you still have lingering doubts about how -

Insert HTML tags ~ aPrevious Ne

I fust got back from a trip to the sreat citv of Buenos Aires and a gathering of 1700
« m

J Automatic Translation Search | Custom Translation Search

Translation Search Results Computer Translation

No previous translations available. Verzeihen Sie mir, stieg lker meine Grenzen Tech Kerl wieder als Ich
teile etwas wichtiges, aber nicht in erster Linie technischer Natur.
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Glossary (0}
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3| Done S en-US

Figure 161: Google Translator Toolkit with access to machine translation matches

So, why does Google offer the service? While it does state in the FAQ section
that it may at some point charge power users, its main objective is not to
generate cash but instead to generate high-quality data. Google's machine
translation engine Google Translate uses a statistical machine translation
engine that relies on good bilingual data—Ilots of good bilingual data. So, any
translation that you add (or improve) contributes to the quality of the machine
translation performed by Google Translate. While there may be nothing wrong
with that in exchange for a free tool, it is also possible to upload existing
(TMX) translation memories. You can specify whether these are for your use
or for your use and that of others, but they are always used by Google. Even
after you "delete” them from the system. Many will not like that.
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Wordbee

Wordbee is a completely web-based translation environment tool that
attempts to combine a translation environment with some relatively intuitive
project management capabilities.

Since Wordbee is a web-based tool, you don't purchase a license but you pay
a usage fee according to the SaaS—Software as a Service—concept. If you
want to use it in a team environment, you can purchase any number of
floating licenses that you can pass among your team members. A freelance
license gives you space for 250 MB for documents and 250,000 segments in
the TM; if you go beyond that, you can buy more space or download the data
to your desktop.

Despite being browser-based, Wordbee’s translation user interface is very
simple and intuitive: keyboard shortcuts can be assigned and customized;
right-click shortcut menus can be accessed in different areas of the program;
and the translation view (in tabular format) along with the TM, dictionary
(many preconfigured online dictionaries), preview, comments, and revision
history (!) panes are also freely configurable.
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Figure 162

: Wordbee'’s translation interface
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The list of supported file formats is solid (MS Office, InDesign, OpenOffice,
RTF, XML, HTML-based formats, as well as various software development
formats).

One area the developers were intrigued with is crowdsourcing (thus
"Wordbee"). But rather than looking at crowdsourcing as a process with a
large undefined mass (a la Facebook or Twitter), it uses the principles of
crowdsourcing in a professional environment: in-house translators and project
managers subscribe to RSS feeds where new projects are announced and then
locked once a translator claims them.

XTM Cloud

XTM Cloud is a product that is geared toward translation agencies and
freelance translators alike. So, like Wordbee, it combines some project
management features with translation features.

One of its most striking features is the Spartan and highly functional interface.
While it is not always completely intuitive, it's well organized once you get the
hang of it.

XTM Cloud is a SaaS-based offering, a Software as a Service. There is no
download or installation; everything, including the files that need to be
translated as well as the translation memory and a (full-fledged) terminology
database, sits on a server.

Every translation file (the supported formats include MS Office, XML, Visio (1),
InDesign, HTML, FrameMaker, PDF [converted internally to text], Trados .ttx
files, and others) is internally converted to XLIFF. At any stage of the
translation process it's possible to export it out of the system, process it on
another XLIFF-supporting tool, and bring it back into the XTM Cloud system.
This enables you to continue to work offline in case you have no Internet
connection.

The prices are structured remarkably similar to Lionbridge’s offering, i.e.,
according to the number of users and translatable words (see page 201), but
are designed to beat out Translation Workspace’s offering by between 20 and
50 percent. Also like Lionbridge, you can upgrade and downgrade your plan
on a month-by-month basis (after an initial three-month commitment).
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The translation interface is extremely uncluttered, and it allows you to start
working with essentially no learning curve. Translation memory matches,
(optional) Google Translate machine translation, terminology matches,
version control data, and various levels of warnings are clearly displayed and
highly accessible, and you can enter terminology entries to your terminology
database seamlessly and without much effort.
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Figure 163: XTM Cloud'’s translation interface

Wordfast Anywhere

Wordfast Anywhere is Wordfast’s answer to online translation environment
tools. Unlike some of the competitors, it’s probably not meant to be the one
and only tool for the professional translator, but most likely a companion to
the other two Wordfast products: Wordfast Pro (see page 213) and Wordfast
Classic (see page 195). Its looks, though browser-based, are very much
styled after Wordfast Classic’s Word-based interface, but even if you have
never worked with that tool, you should be able to start working with
Wordfast Anywhere almost immediately.

The Translator’s Tool Box - © International Writers’ Group, LLC 231



Computer-Assisted Translation Tools

232

You can either paste text from your clipboard into the translation pane or
upload documents in various formats (MS Office, HTML, text, FrameMaker,
InDesign, or the Wordfast Pro format TXML). Once your document is ready for
translation, you can set up whether you want to use your own TM (and
whether you want to keep that to yourself or share it with everyone else), use
the large, public VLTM database (see page 196), and/or MT through Google
Translate. (To set up all these settings, select Tools> Open Setup Dialog
Box—the language of the user interface is a little erratic.)
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Google was up and running again.

Not until much later did | realize my tunnel vision and turn to one of the competing search engines instead.

It's a scary story:
How thoughtlessly and thoroughly we have come fo rely on something that's so relatively new in our lives!
(And | won't even go into our reliance on the Internet itself!) &

| wasn't the nnlv nne whn went intn a3 tailsnin when Gonale went down - demnnstrated by the hindreds nf news

| | 0 ‘2}27 |EN—U5>DE—DE ‘Bilingual|

32| Transferring data from www.google.com... B en-US

Figure 164: Wordfast Anywhere’s translation interface

Every user has their own workspace in which they can store up to ten
documents. Once it’s full they can either delete or download the documents
(same with the translation memory and the glossary: they also can be
downloaded at any time.) The size limitations clearly excludes Wordfast
Anywhere as your primary tool, but it just might be the tool to use when no
other tool is at hand. Particularly because it’s free.
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Comparing TENTs in Detail

In the sections below, | will concentrate my introduction primarily on the
veterans: Trados, Transit, and Déja Vu. | am doing this not to endorse these
over any of the others but because these are good examples of full-fledged
tools with very different product philosophies. Also, | will be talking about two
different versions of Trados (2007 and Studio 2009). While you might feel this
is a little bit of a Trados overkill, the Studio 2009 version is not only wildly
different from the previous version of Trados 2007 but it’s also far from
decided whether it is going to be the successor of the market-leading tool
Trados 2007.

The Similarities

In some areas, the major tools have become increasingly similar (aside from
their inherent similarity that they all have translation memories and display
translatable text):

< All of them have a freely configurable terminology component that plays a
fairly major role in the translation workflow.

= All of them process texts in Unicode, thus giving access to all languages
that are supported by the Windows operating system.

= All of them have a feature that allows "alignment"” (see An Excursion: A
Word of Caution About Alignment on page 234).

= All of them provide support for TMX, the XML-based translation memory
exchange format, and other formats to exchange terminology data.

= All of them support a similarly broad range of file formats (including
desktop publishing, word processing, and software development formats)
and tagging standards (HTML and XML).

« All of them allow concordance searches (i.e., searches for one single word
or expression within larger segments) in their translation memories.

< All of them have some general word processing features, such as spell-
checking or search & replace.

« All of them provide fairly detailed analysis features.
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This is more or less where the similarities end.
An Excursion: A Word of Caution About Alignment

In the context of most TEnTs, alignment refers to the process of selecting file
pairs in the source and target language that were translated outside of a
translation memory environment, matching all the segments (sentences,
headings, etc.), and creating a translation memory database from those
matches. The resulting translation memory can then be applied to translate
similar or identical texts. Trados, Star Transit, and Déja Vu all contain
alignment modules in some or all configurations. At first glance, alignment
seems like a great process that anyone starting to use a translation
environment tool should do to build up a nice translation memory database.

And while it’s true that alignment is indeed a helpful process, it's often
misused. I've encountered many situations where new users (both freelance
and corporate) became enamored with the idea of using alignment to
"magically"” turn their existing translation materials into one large translation
memory. They spent days or weeks devoting their time to this task, and in the
process they became so frustrated with the use of their new tool that they laid
it aside completely. The reason that alignment is often (and correctly)
perceived as a tedious process is its manual nature. Although each of the
alignment modules in the above-mentioned tools applies well-chosen
parameters to the alignment "suggestions," they all have to be verified, and—
as anyone knows who has done alignment before—often repaired. The
parameters are typically punctuation and paragraph markers, repetitions, and
non-linguistic matches such as numbers and abbreviations. This can go a long
way toward making correct matches, but it often requires user intervention.
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Typical cases where manual changes are required are differences in sentence
delimitation (one sentence in the source becomes several in the target or the
other way around), shifts in the order of segments, different use and/or

placement of footnotes,

and index markers.

Alignment Wizard

Correct Alignment

You need to ensure that the source and target sentences align correctly.

Z

5742_en.doc

3742_5p.doc

A

{1}ACTION:{2} {3}IF YOU REMOTELY LOG
INTO COMPAQ'S NETWORK{4}, {5}READ
THE FOLLOWING IMMEDIATELY{6}.

{1JACCION:{2} {3}SI INICIA UNA SESION EN LA

RED DE COMPAQ EN FORMA

As previously announced, there is another
damaging worm traversing the Intemnet called
the Code Blue worm.

REMOTA, LEA LA SIGUIENTE INFORMACION DE
INMEDIATO.

It is similar in many ways to the Code Red

worm, but it takes advantage of a different
vulnerability {7} {8}in Microsoft's Internet

Information Server (IIS) software.

{4}Tal como se anuncié previamente, existe en
I%emet otro virus gusano lamada Code Blue.

1S is required for hosting web pages on your
personal computer or server.

Join | Move Up ‘ Delete
Spit Move Down

{5}En varios aspectos es simiar al gusano Code
Red, pero aprovecha un tipo de vulnerabiidad
diferente en el software de los Servidores de

v

Join ‘ Move Up | Delete ‘
Spiit Move Down
<oack  [[Hextz ] caneel |

5| File Edit View Setings Alignment Window Help

DS O A [PlAQAA § 2K

=B c\ \ign\9742_en doc By By =B ¢\ \Align\9742_Sp.doc
B Bt vend i ] Bny B ACCION:

CTION: ~ | By Ba | |ACCION: &
IF YOU REMOTELY LOG INTO ST INICIA UNA SESION EN LA
COMPAQ'S NETWORK, READ g | % | RED DE COMPAQ EN FORMA
ITHE FOLLOWING
IMMEDIATELY.

IAs previously announced, there is REMOTA, LEA LA SIGUIENTE
lanother damaging worm traversing e B INFORMACION DE INMEDIATO.
the Internet called the Code Blue :

orm. b

\lIt is similar in many ways to the [% ’ [Tal como se anuncié previamente,
(Code Red worm, but it takes existe en Internet otro virus gusano
ladvantage of a different By By |[lamada Code Blue.

ulnerability in Microsoft's Internet = .

I_!n{m—mahnn Carminr [TTCN cnfhumea

Ready.

NUM

Figure 165: Alignment views in Déja Vu and Trados (note that in both cases the programs split
the first sentence incorrectly in the Spanish target).

With all these difficulties, why would alignment still be a helpful process?
Alignment can be a very powerful tool if you have specific sets of already-
translated documents that correspond closely to new documents that now
have to be translated. The amount of time you can save and the level of
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consistency and quality you can achieve by aligning the existing documents
and using that as the basis for your translation can be immense, and there's
simply no reason not to go that route. But for other documents, unless you
can hire someone else to do mass alignment of existing materials (someone
with the odd combination of being both cheap and well-qualified . . .), | would
strongly advise you to build up your translation memory database by simply
performing translation in the tool of your choice and adding material to your
translation memory segment by segment.

Now . . . there is also a less "traditional” form of alignment, which in most
situations will be more successful.

Terminotix's AlignFactory (see www.terminotix.com) offers an uncommonly
high accuracy of alignment because a) it uses a highly sophisticated alignment
engine and b) it uses a number of filters that filter out any unlikely match (for
instance, based on differing lengths of segments).

- o]
Project Processing  Settings  Tooks  Help
(8} Logi Tasamid i — :
. AlignFactory - WindowsRU - Segment Filtering - TMX Files.
Praject
[(crestejope|  SPecify segment fiering criteria for THX fes eterences |
Project: *

Reject if one side of segment is empty

no alphabetic characters -
Reject if both sides are the same

same except for caps and punctuation %
Reject duplicate segments

Valid| same except for caps and punctuation %

[ Rejectif too few words in segment. e

Processing
[: Reject if one side is significantly longer
Start
heavy filtering -

Status: Reject if too many sentences in segment

heavy filtering -
alignment in pl Generate rejected segments report
T
Reports

Figure 166: AlignFactory’s filter settings for alignment

Furthermore, with AlignFactory you can also select thousands of file pairs
(including PDF files), have them matched up (they have to follow certain
naming conventions such as a language identifier), and then have them
aligned in one big swoosh. And it really is one big swoosh: the speed of the
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alignment is mind-boggling. In fact, it’s so fast that | have repeatedly thought
that something had gone wrong only to find that it had already successfully
completed the alignment. While it’s not perfect, it certainly has brought

alignment to a different level.

- Alignment Editor

File Edit Grid Preferences
ol 9A0N00O0BLEEEWO)
English (Generic) Spanish (Generic) i
ACTION: IF YOU REMOTELY LOG INTO COMPAQS | ACCION: S1INICIA UNA SESION EN LA RED DE
NETWORK, READ THE FOLLOWING IMMEDIATELY. | COMPAQ EN FORMA REMOTA, LEA LA SIGUIENTE
' . INFORMACICON DE INMEDIATC.
As previously announced, there is another damaging Tal como se anuncid previamente; existe en Internet otro
worm traversing the Internet called the Code Blue worm. virus gusano llamada Code Blue.
It is similar in many ways to the Code Red worm, but it SN e 5|m|lar_g| gusano Code Red, pero
z e . aprovecha un tipo de vulnerabilidad diferente en el
takes advantage of a different vulnerability in Microsoft's . iy
; software de los Senvidores de Informacidn de Internet (IIS)
Internet Information Server (IIS) software. :
de Microsoft.
IIS is required for hosting web pages on your personal Los IIS son necesarios para alojar paginas Web en su
computer or server. senvidor o computadora personal.
To protect our internal network from possible internal or e P e e rgd bl e lncoiiemolo
) - externo generado por sistemas infectados con los
external traffic generated by systems infected with the -
c L gusanos Code Red/Code Blue, es muy importante que
ode Red/Code Blue worms, it is important that any PC - ] .
- - cualquier PC o servidor que tenga instalado IIS (no
or server where IS is installed (not necessarily currently ; - -
i necesariamente en ejecucién) y que se conecta con la
running) and connects to the Compaq Network have the - e
. - Red de Compagq tenga instalado el dltimo parche lanzado
latest Microsoft patch release installed. -
por Microsoft.
Today when you logged onto the network, your desktop Hoy. cuando inicid sesidn en la red, v si se conectdala | ¥
C:\Documents and SettingsJost\Desktop\Import_Manual Selection_EN01-ES01_1.tmx TMX import file - 15 segments

Figure 167: AlignFactory’s alignment results—note the correct alignment of the first segment.

YouAlign (see www.youalign.com) is a free service that uses the same

¥ ¥
i ~ alignment engine. While there are limitations to file size and number of
¥ . . . - . .
, files you can align it should give you a goof idea of what AlignFactory
& hw2 s can do.

Another Canadian project is NoBabel’s AutoAligner (see www.nobabel.com).
Unlike the other tools, NoBabel is a SaaS (Software as a Service), meaning
you don’t have to install any software on your computer. Instead, you upload
files that need to be aligned to an online server, and the software on the
server does the alignment for you. In fact, you don’t even have to "tell" the
AutoAligner anything about the files, not even what language they are in. The
files are analyzed on the server, the language is correctly recognized, and the
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file pairs are matched up on the basis of the actual content (rather than the
file name, the method by which all other tools operate). Once the files are
matched up, the actual segment matching is performed on the basis of a
linguistic analysis. This means that not every possible pairing will end up in
the translation memory, but only those that are deemed appropriate (typically
up to 5% are ignored). This also means that you can upload a list of terms in
two different languages, both sorted according to the language-specific sort
order, and you will still have the correct alignment.

The originating file types that are supported are text, Word, WordPerfect, and
HTML. The number of files you can upload is unlimited and the languages that
are presently supported are English paired with French, Italian, German,
Spanish, Dutch, Portuguese, Russian, Polish, Chinese, Japanese, Korean, and
Arabic. While the limited number of language combinations is a drawback, it
makes sense because of the underlying linguistic data.

Once the resulting TMX or Trados Workbench text format files are generated
and ready to download, you’ll need to make a purchase decision with a price
of US$.02 per translation unit (as of November 2009).

) NoBabel Aligner - Step 5 TM Output List - Mozilla Firefox
file Edit View Higtory Bookmarks Tools Help

| '] noBabel Aligner - Step 5 TM Output L...| -+

Translator

Product Selection AutoAligner — Step 5 of 5: Download Purchased TM(s)

Enhancer
Project Name: ToolBox

Completed: 11/4/2009 3:50:41 PM
Total Cost: $0.32 US Dollars
Create Project
Project List Purchased TM(s)

Help SOURCE TARGET e TUS ANALYSIS

LANGUAGE LANGUAGE GENERATED REPORT

1719 English Spanish lof1 88.89% 16 Open $0.32
Support (Spain)

Log Out =YIELD® ==PpRICE@® Download All TMs
Delete Project

TM ID

PRICE** DOWNLOAD

Account

Figure 168: Download page for AutoAligner’s aligned translation memories.
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The drawbacks of this system is the absence of any context for segments and
the fact that you will not get every single possible match (since it’s only
matching up pairs that it can "guarantee™). So if you have to translate a
manual of version 1.1 of a product for which you already have version 1.0, it
might make sense to align it the good old-fashioned tedious way.

And lastly, there is Similis (see page 267) which, much like AutoAligner, aligns
at a much greater accuracy than traditional tools because of its underlying
data. Unfortunately, Similis only works in seven European languages and the
alignment process is excruciatingly slow.

The Differences

The Translation Memories

Transit is fundamentally different from Trados and Déja Vu in the sense that
rather than using an external translation memory that stores previously
translated information, it provides for a "virtual” translation memory—Transit
refers to it as "reference material"—by associating already-translated files.

The benefit of this is that there is no need for an "additional™ database that
may tie up computer or server space. The drawback lies in the large amount
of translated file pairs that have to be retained to provide for the necessary
"reference material."

A major difference between the translation memory databases of Trados and
Déja Vu lies in their formats. While Trados 2007 uses a proprietary database
format, Déja Vu and Trados Studio 2009 use generic industry-standard
formats.

The Work Environment

This is not only the most obvious difference, but it has a variety of
repercussions on the actual translation work.

Transit and Déja Vu each display translations in independent interfaces that
are entirely different from one another.
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Transit provides an open, semi-WYSIWYG ("What-You-See-Is-What-You-Get")

interface.
K@E.: P EEGs Transit NXT 4.0.0.595.1 - Nxt_Word (Global) <Translator (Global)> X
- Project Statistics Edit Pracessing Review Matches Terminalagy Alignment View Windows i)
¥ Create - Switch off |[|-E &‘ 8 colours - [ special cnar..i:ters '\ Create % petete Bl save Iid
8 Modify <¥ Synchronise view ) | Markers | Hide 3 | Markups | Hide Z| 5, Modify M Saveas (O
W Delete = appy - # More options - /% Moreoptions - || #  More options  ~ || MXT_Transitl (Globaj NXT_1 (User) 3
Segment filter Language pair Segments T layout Manage views
(g | TermSter (project dictionarics) " About_Transit NXT.DEU x W
= About_Transit NXT [English [UK]) =z
% 2 Product Information 11/2007 = =
g 4 [f=News«1l about Transit NXT E n
: 6 [March 2007 — Team 2000
8 [Wherever language barriers present themselves in your particular line of business, [1= =
Transit<1 [2»TermStar<2! and 3>WebTerm=3! are there to help you. f'"
9 They are STAR’s Professional Translation Tools. %
10 Thanks to their [4=open=4] architecture and [5=ease=5! of access integration in your particular =
workflow is always possible.
12 Wny languages — one strategy -
About_Transit NXT [German)
2| + | IProduktinformation 11/2007 =
) INews about Transit NXT =
6 [March 2007 — Team 2000
8|+ [Wann immer Sie bei \hr!:en Geschaften auf Sprachbarrieren treffen, Transit, TermStar und
WebTerm sind da, um Ihnen zu helfen.
9 They are STAR’s Professional Translation Tools.
10 Thanks to their open architecture and ease of access integration in your particular workflow is
always possible. X
A ] i | o e ol | WB ] B T
User roles Intérfaces Dual Fuzzy Reference material Dictionaries Localisation STAR James achine translatiol
| |Line Col:23  [Seg8Pos23 ins | e AIR+0101 - NUM i

Figure 169: Transit’s bilingual view (note the partial formatting of source and target)
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Like Transit, Trados Studio 2009 also displays it in a semi-WYSIWYG view:

& SDL Trados Studio - ToolBoxV7DTP.pdf_en-US_de-DE

File Edit VWiew Translation Format Project Tools Help

: ] OpenDocument... f@@ New Project.. @ OpenPackage.. & &8 | B <o ; RN S =
i (7] (u) | [ ] [ ped [ b M = - - o 0 & & & ® (][] Y]] LT e e S ]
w | | ToolBoxV7DTP.pdf [Translation en-US-de-DE]” | TransSample doc sdldiff [Translation]  Excel sample.xls sdlxliff [Translation]* * X
-each-file. -
5 129 Preparing-Ventura-Files & Ventura-Dateien-vorbereiten|
.*_5 Trados-is-the-only-TEnT-that-supports- _*
W the-Ventura-format—but-don't-worry,-
there-are-very-few-translation-
== projects-in-that-format.
P

@ The-process-for-translating-Ventura-

within-Trados-files-is-very-simple:

] You-will-need-to-export-the-content-of
= -the-original-.vp-files-to-text-files-(

= File>:-Export-Text>-ANSI-text),
v

132 translate-those-in-TagEditor,-and-
reimport-the-translated-text-at-the- -
place-where-you-want-the-text-to-be- e

INs [(99.88% & 011% fpoooy o .

»

Figure 170: Trados Studio’s bilingual view

Déja Vu displays everything in a non-WYSIWYG, strictly tabular format:

a Vu X - [C:\My DocumentsiSolar Turisolar.dvprj] - [\2006TrainingReg.htm]

@] Ele Edit Insert View Translaton QA Project Lexicon Users Tools Window Help & x]
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w_ith a red astgn’sk (*) and einem roten Sternl:h_en (*) _ ] Alarm Log.doc
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auf ,Einreichen™. - Book1.xls
i i . . . ” . Book1a.3ds
We wil contact you in a timely B Wir werden Sie rechtzeitig mit ] Book3.xs
. y —
manner with confirmation den Book3-1.xls
information. Bestatigungsinformationen Book7.xds
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Figure 171: Déja Vu's bilingual view
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Users of these tools describe the benefits of handling text in independent
applications, such as in Transit, Trados Studio 2009 and Déja Vu, as follows:

= Regardless of the source text and file format, the translation environment

always stays the same.

e No "file conversion"
such as Word.

iS necessary to make texts display in an environment

= The program is independent of any third party (i.e., an upgrade to Word
does not have any effect on the translation environment tool).

On the other hand, Trados 2007’s traditional method of displaying translatable

text is in Microsoft Word:

) SDL Trados Translator's Workbench - Language and_Graphics

File Settings View Options Tools Help

1/18/2008, 17:16
JOST

Created on:

Gested on ‘ The Benefits of CLARITY

Changed on:

Changed by: E= The Three Benefits of CLARITY
= Die drei Vorteile von CLARITY

5%

New Translation Unit! Use "Set" to add it to the TM. E|= M Match 1of 1

! Fle Edit View Insert Format Tools Table Window Help Trados Type a question forhelp |+ | =
PN S AT 8BS 9 w00% vmreead wmﬂ.ﬂ show -

i Heading 1 + Times New Roman ~ 11 = ||B |I ||§ = = |i= = $E

(e e @B )k mrea | E5iFH

Col 1

I B U

51

.5...,...0..

German (Ge

Figure 172: Trados 2007’s bilingual view in Microsoft Word
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Users who like this interface point out that, when translating DOC or RTF files,
it is helpful to have a full WYSIWYG interface and to be able to work in a
familiar environment.

To be able to translate other formats that could not be handled in MS
Word, Trados 2007 and earlier also offered TagEditor, an editor which at
first was only used for tagged formats but was eventually able to support
all formats for which Trados 2007 offered support.

d b=k 4

Code Handling

With the exception of plain text files, every file type contains some kind of
coding information. This coding information can serve a variety of purposes,
including formatting, programming information, and hyperlinks.

Translation environment tools have to deal with two different kinds of codes:
= Code that appears only outside (or between) segments

e Code that appears within segments

For instance, if you have the following text in an HTML file:

<FONT face=Arial size=2><P>The <B>cat</B> is bl ack. </ P></ FONT>

the different tools display it in the following ways:

[<FONT face=tiial size=25 » [Pz »The [<Bx peat <Z7Bx] is black. 7P < /FONTZ)
The cat is black.

<F=zu3+»The catis black. «ds<=<F>

The {1}cat{2} is black.

Figure 173: From top to bottom: Trados 2007 (TagEditor), Trados Studio 2009, Transit, Déja
Vu
= TagEditor in Trados 2007 displays all tags in the same form as the original
tags and write-protects them. The bolded cat is displayed in a WYSIWYG
style.

= Trados Studio 2009 displays the text in WYSIWYG mode (the supported
formats for the WYSIWYG mode include common formatting such as bold,
italic, underline, etc.)
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e Transit encodes and displays the outside coding information, hides the
inner-segment-coding, and displays the formatted cat in WYSIWYG style
(as in Trados 2009, the most common formats are supported for the
WYSIWYG display).

< Déja Vu, on the other hand, hides everything outside the actual segment,
does not display any of the formatting in WYSIWYG style, and encodes the
inner-segment coding with write-protected numeric codes.

It is easy to see that there are completely different philosophies behind the
way text is handled, and different users accordingly prefer different ways of
encoding.

One important aspect of this is how these segments and their coding
information are stored in the translation memories. All of the tools store only
the text and the inner-segment codes. The difference lies in how Trados 2007
and Transit on one hand and Déja Vu and Trados 2009 on the other store that
information. While Trados 2007 and Transit store data about the actual
tagging information (<B> and </ B>) in source and target, Déja Vu and Trados
2009 only store placeholders for these codes. The benefit of the former
method is that you could store a change of formatting (let’s say from bold to
italics) between source and target languages, whereas the benefit of the
placeholders is that it is 100% compatible across file formats and formatting
information.

Terminology Handling

What are terminology databases good for if all the relevant material is already
located in the translation memories? For new users of translation environment
programs, the use of the terminology databases often seems superfluous if
not downright confusing.

This has several reasons:

e The often-used name "translation memory" program seems to suggest
that the emphasis is on the translation memory.

e There is a more immediate gain through perfect and fuzzy matches on a
sentence-by-sentence basis than there is with terminology databases.
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< Translation memories can be relatively quickly built up by aligning existing
translated file pairs and/or automatically as you translate new texts.

= The construction of terminology databases is a comparatively tedious
process: terms have to be individually highlighted in the translation or
even entered into the terminology management application, and additional
information has to be entered.

If it is indeed so tedious to build up and use terminology databases, what
makes them so important?

As every experienced translator knows, translation is much more than the
mere exchange of translated segments across situations and contexts.
Though most translators have one or several fields of specialization within
their language combination(s), very few, if any, work exclusively in a field in
which language is so controlled that there is no need for additional
information on individual terms and phrases except their one-to-one
translations. We all know that semantic fields of words and phrases across
languages do not match each other 100% (where one word or phrase in
Language A would always match one word or phrase in Language B;
simultaneously, that word or phrase in Language B will always match only that
word and no other in Language A).

Obviously, if things were that simple, there would be no need for translators in
the first place—machine translation would have long taken over our profession
as translators!

The terminology database is the place where you can invest effort into
defining your words and phrases grammatically, contextually, or even by
contrast. If this is very helpful for you as a single translator, how much more
would it be in a virtual translators’ workgroup! Of course, none of this is news
to anyone: any good dictionary offers the same concept. What makes these
"dictionaries" (if you will) much more exciting is that you can build them up
the way you want them. Furthermore, they are "living dictionaries™ that
present their findings for each 