B Multilingual MemoQ - Guide for Linguists
A'A Connections

N

N

Last updated March 9, 2023

Introduction

Logging into MemoQ

If You Are an Agency

Opening a Project
Desktop Editor

Downloading the Desktop Editor
Connecting to the MLC Server and Checking Out a Project

Working on a Project

Translation Memory

Working TM vs. Master TM

Segments Pre-Translated with the TM
Join and split segments

Adding Terms to the TB

Quality Assurance

Adding comments

Segment comments

Create View (for Desktop version)

How to create a view

Sliced Files
Delivering a Project

MemoQ Video Preview Tool

How to install it

FAQ

| can’t log in to my memoQ account. What can | do?
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I end up in a log in page that looks different and | can’t access WebTrans from it. What

can | do?

What if | need to revise the translation or final file before | deliver the project? How
can |l open it?

How can | jump to the next unconfirmed segment?
What is the meaning of each color in the translation results pane?
What is the meaning of the symbols and colors in the status column?
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The Webtrans editor has not closed after hitting “Delivery”. How can | confirm if | have
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How can | change the progress bar such that the progress percentage is calculated
according to words? 26
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Introduction

MemoQ works in a very similar fashion to other CAT tools in the market (Trados, Memsource,
WordFast, etc.) If you are already experienced with one of these tools, the learning curve
should be small. MemoQ offers a number of resources to help you get acquainted with this

tool:

e MemoQ Guides (documents)
e MemoQ Tutorials (videos)

e MemoQWebTrans Guide

e MemoQWebTrans Shortcuts

If you are a beginner MemoQ user, check out Getting Started with MemoQ. We also highly
recommend getting acquainted with and using keyboard shortcuts for common operations.

1) Log into XTRF. Click on Profile; click on the CAT Tools tab; click on Change Password and
write a password of your choosing in the blank box; make a note of your Username and of
your password before clicking Change Password.

Remember that your Username is the same as the one you use to log into XTRF

Logging into MemoQ

== MULTILINGUAL CONNECTIONS PORTAL
Jobs
Jobs in progress -
You have no jobs in progress.
& Browse job offers »
Pending Jobs 0 -

2) Go to https://memog.multilingualconnections.com/memogweb/login
3) Enter the username and password from step 1. If you have problems logging in, please

contact our memoQ implementation team at memog@mlconnections.com



https://helpcenter.memoq.com/hc/en-us/categories/360002222279-Guides
https://helpcenter.memoq.com/hc/en-us/categories/360002620319-Tutorials
https://docs.memoq.com/current/en/memoQWeb-help/mqw-webtrans.html
https://docs.memoq.com/current/en/memoQWeb-help/mqw-shortcuts.html
https://helpcenter.memoq.com/hc/en-us/sections/6015000256145-Getting-Started-with-memoQ
https://docs.memoq.com/current/en/memoQWeb-help/mqw-shortcuts.html?Highlight=webtrans%20shortcuts
https://memoq.multilingualconnections.com/memoqweb/login
mailto:memoq@mlconnections.com
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Please note that if this is your first MemoQ job, you must first accept the translation job in
XTRF before being able to access MemoQ. You will not see the “CAT Tools” tab or be able to
log into MemoQ if you do not accept the job.

If You Are an Agency

Please follow the instructions mentioned above if you will be using the WebTrans version. If
the project requires you to use the Desktop version follow the instructions in the Desktop
Editor section.

Opening a Project

Once you have accepted a translation job offer in XTRF, you will be able to work on it using
MemoQWebTrans. (Please note that all translation projects must be completed in the
WebTrans editor, unless due to special circumstances you are allowed to work in Memoq
desktop using your own personal license [see Desktop Editor below]).

In the XTRF job page, locate the “Bilingual document” under Work Files, and click on the
“Open in memoQWeb” button.

Work Files
Last
Name Category Languages . Size
Modified
2021-02-02
ki memoQ term base en-es-us Terminoclogy EN, ES-US - & Open in memoQWeb
at 10:41 CST
0:41 C5
Translation EM * E5- 2021-02-02
ThM-2n-es-us 4 Open in memaQWeb 3
& Memories us 1041 C5T - —
R Bilingual EM * ES- 2021-02-02
B sample File for Testing.docx N - ) - & Openin memoQwes | 2
document us 0:44 CST
memoQ analysis - ES-US EM = ES- 2021-02-
E Q lysis EN - ES-US EM = ES 2021-02-02

e

CAT Analysis 4 KB
2021-02-02 10_44.html - us 10044 C5T
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(Note you do NOT need to open the Terminology and Translation Memories packages in
MemoQWeb. Those resources are already associated with the bilingual document.)

Desktop Editor

There are some instances in which a project can be worked on using the Desktop version of
MemoQ (for example, a very large project, if you are an agency, or if you are a freelancer who
owns the desktop version of MemoQ). Only work in the desktop version of Memoq if the PM
has approved it and modified the settings on his/her end, otherwise the instructions below
will not work.

Downloading the Desktop Editor
Note: if you already own memoQ, skip to Connecting to the MLC Server.

1. Go to this link.

2. Download the memoQ translator pro version and follow the installation instructions.

3. Open the program. You will receive a message indicating the “Activation module needs
your attention...” Click OK. This will open the activation wizard.

4. Follow the instructions in the installation wizard. In the first screen, choose “l wish to use
CAL through the internal network.”

5. Inthe next screen, click “Configure” next to CAL Server.

6. When the blank box appears, write memogq.multilingualconnections.com and click “Test.”

7. You will then see a screen to input your username and password. This should be the
same as your XTRF username and password. If your credentials don’t work, contact
memog@mlconnections.com .

8. When you get the message asking, “Are you sure you wish to use the CAL license...”, click
Yes. Then click “Finish.” To check out a project from the server, follow the steps below.

Connecting to the MLC Server and Checking Out a Project

1. Open MemoQ on your desktop.
2. In the Project ribbon, click Check Out From Server.
3. Make sure the Server URL is memogq.multilingualconnections.com, then click on the

check mark. That should populate a list of projects accessible to you.


https://www.memoq.com/downloads
mailto:memoq@mlconnections.com
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Praoject Workflow i
= s ) = Ok —
@ E_Iz EIJ E[:]u E_‘I:, *0 g EEaneTM and ane TE per... | | n

Manage OpenRecent Rename Manage Close CMS Dashboard | Mew Project EEOHETMFE””E”“”"F'E“ | Import  Check Out
= Projects Project = "| Package From Server

Manage Project Create Project
Check out online project

\memoa,  Server URL memoq mulilingualconnections com «[v] 2
IE Filter project name or description -
Alert Typ Export Progress
AR 3/
AR 3/
AR 3/
AR 4
A R I s
AR 3/
AR 3/

B Ly

C L 3/
A& | Cancel || Hep | I 3
A R B I -/

4. Find your project by scrolling or using the search box. Click on “Check out project.” You
may now work on that project.

Working on a Project

Besides translating each segment, keep in mind the following best practices.

Translation Memory

If you are familiar with a CAT tool, then you are familiar with the concept of a Translation
Memory and how it works.
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One thing to keep in mind about how MemoQ handles TMs is this: If there is more than one
language variant associated with a client (for example, French French, Canadian French, and
Swiss French), MemoQ will use the TMs associated with all variants to provide TM matches.

In practical terms, this means that, for example, if you are working on a translation from US
English to Canadian French and there is a TM match from the French French TM, you will see
that match in the translation results pane.

This feature is intended to aid the translator insofar as it provides a reliable reference to work
from. If you do choose a TM match that is different from the language variant you are
translating into, do make sure to make any necessary changes to conform to the target
variant.

If there are two matches from different TMs, the match from the target language variant TM
will always appear first in the results pane, while matches from other language variant TMs
will appear second, third, etc. Additionally, under the translation results pane, the
meta-information box shows you the name and language codes of the TM at the bottom right

TM-en-gs-es
| T-<n-es-cs |

If you are working in WebTrans, you can see the percentage of the TM match in the
meta-information box, whereas if you are working in the Desktop editor, you can see it in the
translation results pane as well.

Working TM vs. Master TM

Memoq uses a working TM to store all segments that are confirmed during the translation and
review phases of a particular project.

Once the project is finished and delivered, all translations are then stored in the master TM
for future reference. That means that a master TM contains the final and approved
translations, making it the most reliable one.

Not all the projects will have a master TM and a working TM, but you can know if this is the
case by checking in XTRF, in the section Received Files. It the project has these two TMs
you’ll see this:
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Received Files

Work Files

Name

B AMITA Healt] @ _x-e5-XL

-05
B AMITA Heal @  vees XL

-05

Once you confirm the project has a working TM and a master TM, while working in MemoQ,

Last )
Languages Size

Cat
ategory Modified

2021-05-
05 14:00

Translation EM » ES-

Memaories 419

2021-05-
05 14:00

Translation EM = ES-

Memaories 414

X Download All

&' Open in memoQWeb

' Open in memoQWeb

le

le

you can verify to which type of TM a match belongs to by checking the meta-information box:

esdh o

@ Translation results

©=

Zoom Event; Registration Re- Evento por Zoom. Requiers i...

Join our educational Zoom event.
Zoom Event; Registration Required

Evento por Zoom. Reguiere inscripcidn previa.

Cli: AMITA
Sub:

Pro: P2310%
Dom:

SL B &Ls to Questions You Have About the COVID-19
GC Spanish Event VAWFINAL.idml
Modified: 5/6,/2021 2:52:5Y PM (Matalia Sanchez)

AMITA_Working TM_en_es Natalia Sanchez | 48%
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When comparing and choosing results from a working or a master TM, always give
preference to the master TM.

In the translation editor (desktop and web), the working TM will always show up at the top of
the translation results pane. If any matches exist in the master TM, they will be shown below
it. As you translate or edit, remember that even though you will see results from the working
TM first, this TM is not considered approved.

® Translation results @ =
This is a simple sentence. mkilm ™ * Esta es una oracion simple.

This is also a simple sentence. #I Esta también es una oracién simple.

a simple sentence masier TM

Again, the meta-information box under the results pane will explicitly say “Working” or
“Master” next to the client name, along with the percentage match.

Doc: This is a simple sentence.docx
Modified: 6/21/2021 2:49:43 PM (Osvaldo de la Torre)

0z Test Working TM Osvaldo de la Torre | 101%

Segments Pre-Translated with the TM

Segments will be pre-translated when the TM contains a 70% or higher match. This will help
you to save time in translating from scratch.

Make sure to check every segment for accuracy in translation, even if the segment has been
prepopulated with a 100% or 101% match. In rare but important instances, the TM may be
corrupted or misaligned, so it’s important to at least glance and speed-edit these segments
and retranslate them if needed. Please, let us know about any “false” 100% or 101% match by
adding a comment to the segment.

Join and split segments

When memoQ divides the source text into segments, it is called segmentation. Because
memoQ does not understand the text, all it can do is guess where a sentence ends and
another starts. The basic rule is that a sentence ends where there is a period, followed by a
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space and a capital letter. There are exceptions, but this is how simple we must make it for
the computer.

Sometimes it goes wrong:

n You can change to [ Tram No. {174
0 78. ¢TI The next stop is Shepherds Bush, 0%
" last stop.

In memoQ, you can use two commands to fix this: join and split.

Join two segments: select the Join segments icon in the menu.

G Jump to (= View pane C] Comment 4% Discuss "& Spelling j§ ) Run QA m Auto-propagation

s 0 | O@ G 4 A ARNM- T B R R E Q}V’KEF{H 9 | [informationv]# | Q | &
[Show changes v ] V¥~ &'~

To join two segments, place the cursor in the first one, and click on the Join segments icon.
The two segments will become one, and if there are translations in the right-hand cells, they
will be appended together.

Split one segment in two: select the Split segment icon in the menu.

@ Jump to @ View pane [] Comment $% Discuss "& Speliing §(; Run QA m Aulo-propagation

BT TP T EERERIETE O R
[Show chonges v ¥/~ 1~

To split one segment in two, place the cursor at the place in the source text where you want

to split the text, and click on the Split segment icon. MemoQ will replace the segment with
two segments. If there was a translation in the target cell, it remains with the first segment.

Adding Terms to the TB

Help us create a consistent and accurate terminology repository for our clients by adding
words to the Term Base. By doing so, you are also helping yourself! Adding terms and their
respective translations to the TB and words to the Dictionary avoids having to look them up
again during future projects or needlessly correct them. Doing so is super fast and the
potential time-saving benefits are great!
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You can add a term by either using the keyboard shortcut (Ctrl + E, for Windows) or by clicking
on the icon at the top:

vV ¥ 2 | B

information v _"

A window will appear with options to add the term:

| Enalish v | Spanish (United States) v |
Term™ I] ] |
Case sensitivity™ O No ® permissive O ves O no ® permissive O es
Matching® O custom ® so% prefix O Fuzzy O Exact O custom @ s0% prefix O Fuzzy O Exact
Forbidden™ O ves @ no O ves @ no
Definition | |
Domain General |
Client Test McMemod |
Project P25384 - memoQ Translation Project |

OK Cancel

Add the source and target term. You may leave all the other options as they are, then click
OK. However, it is advisable to use the advanced settings when adding terms to have a more

efficient matching and reduce false positives. Learn more about it in Properties that control
term lookup and matching of this memo doc.

An in-house terminologist will approve the term and make any modifications if needed.

Quality Assurance

Whether you’re translating or editing a project, please ensure that all QA issues have been
addressed before delivering the translation. MemoQWebTrans offers a row-by-row automated
quality assurance process. If MemoQ notices an issue in a particular row, you will notice a
flash icon next to the target segment:


https://docs.memoq.com/current/en/Things/things-term-bases-inside-an-entry.html
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Double-click on the icon to receive further details about the warning(s) or error(s). Please
resolve all QA issues before delivering the translation. If the warning or error is a false
positive, check the “Ignore” check box.

Please also run a spelicheck on your translation by clicking on the Spelling icon on the ribbon

W Spelling

R Spelling

means the spellchecker is on).

(

Note: When completing the QA, you might receive the message below if any QA issues have
not been resolved:

QA Results

hese issuess:

means the spellchecker is off;

To view these issues, use the "Active QA issues” filter set.

If that happens, this is how you can activate the “Active QA issues” Filter:

1. Click on the advanced filters icon:

@ umpte @ Viewpane ] Comment @ Speling §(j Run QA g Auto-propagation

& | [® | [information v | # | O | & [Show changes ~| ¥~ &'~
S

=

ort  [MNo sorting

@

© 0/ 0@O A AR IR BEP AR &L IQ0Q|VHES
Source | Target | r
& BED Help with sales & 4D ) Ayuda con ventas 42

&® B Improving my business operations £ &% D Mejora de las operaciones de mi negocio 48

A‘
I
20g 0

a2

@ B @ & BB Asuntos legales @1

N
#
as

&% ED Additional financing @1 &% EDFinanciacion adicional 1

&

<

<

<&
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2. Select “Active QA issues” in the Filter sets drop-down menu:

Advanced filters ? Help

Select a pre-defigsd

Filter sets

Match rate (%) Locked or not...

] a |- =] | @® Both locked and unlocked rows
O Only locked rows

Row status... O only unlocked rows

0 ot started

UJ Edited

[J assembled from segments

[ pre translated, below 100%:

[ pre translated, Unambiguous

[ pre translated, multiple 100% or 101%
[J Machine translated

O ¥-translated

[J Translator confirmed

Other properties...

] Auto-joined/split
Error

Unsuppressed warning
[ Track Changes match
J commented

] Auto-propagated

] Change Tracked

[ Reviewer 1 confirmed
[ Reviewer 2 confirmed
] Rejected

OK Cancel

3. And finally, resolve all the QA issues.

Adding comments

While working on a translation, you can add comments that apply to the job as a whole or to
specific segments. The comments will be received and reviewed by the editor, if you're
working on the translation step. If you are the last person working on the translation, please
let the PM know that you wrote comments in some segments.

Note: the comments must be made before you deliver the projects.
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Segment comments

To add a segment comment, click on the Comment icon next to the target segment.

0% K 4

7]

After you write your comment, you can categorize the comment and specify what it applies to.

[| ] % Add comment
or close

Severity: | Information v |

Applies to: | Target segment bl |

Create View (for Desktop version)

You use a view when it's not practical to go through the project document by document. With
a view, you can look at segments that have something special in common. Some examples:

e Glue small documents together (one after the other), This saves time opening and closing
documents.

Extract repeated segments

Extract segments that were not translated, or were confirmed by a translator

Extract part of a document from a segment to another

You can set many more conditions to filter the segments in your project.

When memoQ creates a view, it pulls together all segments from all documents, and filters
them by the conditions you set. The view appears on the Views tab.

You can open a view for translation just like a normal document. You edit the translation in the
same translation editor.

A view does not copy segments from the documents of the project. It really is a view only.
Every segment in a view comes from a document. When you change a segment, the change
is saved to the original document, too.
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In a project, the view appears in the Translations pane of Project home, but on the Views tab.

It isn't mixed up with the documents.

Project home (5}
@m : Translations
rview
ﬁ Documents| Views
Translations - - =
|.’ search p| ‘E Structure 2"@" Details
Add or remove
documents to translate, Name & # Progress Translator

exchange work through 1
ilingual files with others, etitions _
@ :rldtglivelrz:\)ur\.\tlgﬂ(th D Repett e
How to create a view
1. Open a local project. In Project home, choose Translations.

2. On the Documents tab, select one or more documents. memoQ uses the segments from

the selected documents.

3. On the Documents ribbon, click Create view.

memoQ) Project Documents Preparation View Workflow
[ — .
IEI -t W LOA Reports 1
@ p@? g:} . ﬁ @Reunpmt g’a ..I ¥ 1aaren -}* LE.}_ @ + j
= - @ Edit Distance = — >
Import Translate Export Deliver/Return Remove ﬁ? -Translate Monolingual Statistics Assign Transcribe  Image Versions  AddTo.J)Create
- - b Review = Tracked Changes Images  Pack LiveDocs  View
Documents Reimport/Review Statistics Assign Images Other
Project home (5}
CF oveni Translations
Overview

Add or remove
Translator

‘m Documents  Views

Translatid . E

rensiaons |" search p| E Structure E Path !r'@" Details
T

v # Progress

documents to translate, Mame
exchange work through i

(@ binguel fles with otners, 2 | 3 JR HRD _All 2023 Seripts_V.. o/ IR 1 257 OV v Natalia Sinchez
or deliver your work I

e | 2 PHR_AII 2023 Scripts_V2d.. « R 11 256 T v Natalia Sanchez

o=l

4. The Create view window appears.
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¥ | - - (13 5] == b it = mm

Create view >

Common choices

Name of the view ||

(® Simply glue documents together
() Extract repetitions

() Only rows that are__.

- choose one — il L
|
First row -1 = Last row -1 =
Advanced options Cancel Help

Above are the most basic options of the Create view feature, if you want to learn more about
how you can make the most of this feature click here.

Sliced Files

Sometimes a project manager will take a very large document and split it up between two or
more translators. This is typically done due to shorter turnaround time requirements.

If you are working on a sliced project, there are some differences in memoQ that you may
notice:

e You will be able to see all of the segments in memoQ, however, you will only be able to
edit the portion assigned to you.

e Your job will only show as completed/finished once all of the translators have delivered
their portion of the document.

Please feel free to reach out to your project manager if you have any questions.

Delivering a Project

You can deliver a job in two ways.

First option: in the WebTrans interface of the job you want to deliver, click on the “Deliver”
button near the top right corner to submit the job.


https://docs.memoq.com/current/en/Places/create-view-filtering-and-sorting.html
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@ memeq ?Help [English = Spanish {United States)] Osvaldo de la Test / TR

@ Juumpto @ Viewpane [J Comment t @ Speliing R Deliver
CoDeées arm 8D & VIV EE 0 [eman]f | Q|8 [Frowdeme ] VT 6 7 @No transiatis

. ALLSTAFF ‘ 0% ®

Second option: You can also deliver the job from the main page (“Online Tasks”). Click on the
“Deliver” envelope to the right of the word count.

Due in1day 3168
May 11 4:00 PM words

You do not need to click on “l Finished the Job” in XTRF. However, please note that it may
take up to eight minutes for memoQ to communicate with XTRF and complete the job
automatically, such that the completion may not be immediately reflected in your XTRF portal.
Alternatively, you can click on “I Finished the Job” in XTRF, which would reflect the
completion immediately.

Note: if you are a reviewer, when the “Deliver Document” window appears, keep the default
option checked (“The document is fine, I'm delivering it”).

If wvou are satisfied with the document, you can choose to deliver it. Alternatively, you can return it
to the person that worked on the document before yvou.

O] |Ihe document is fine, I'm delivering it

O I'm returning the document to the previous user
Close document if delivered successfully

OK Cancel

Do not choose the option, “I'm returning the document...” If you have comments about the
translation, let the project manager know by writing a comment in “Notes to Project Manager”
in the XTRF job portal. Please note that you have to write your comment and click on “Save
note(s)” before you deliver the project in MemoQ.
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MemoQ Video Preview Tool

This tool is a separate tool that helps when you are translating video subtitles in the MemoQ
Desktop version from an Excel or .srt file. You can connect this tool to memoQ and it will
show the part of the video that you need to translate.

How to install it

First things first, you will need to install and set up the Video Preview Tool. You can download
the tool here and then follow the installation instructions.

How to use it

After you set up the video preview tool, whenever you have a translation project for video
subtitles in SRT or Excel format, you’ll open the file for translation and the Video Preview tool
will also start.

If the video and the subtitles are in the same folder and have the same name, the preview
tool automatically opens the video. If not, browse and select the video when the following
window opens and then click OK:

Q) Select video for “Excel_subtitlexdsx" - o X

Select video for "Excel subtitle.x|sx"

Enter a URL to add an online video, or click Browse to add a local file:
Browse...

OK Cancel


https://docs.memoq.com/current/en/memoQ-video-preview-tool/memoq-video-preview-tool.html
https://docs.memoq.com/current/en/memoQ-video-preview-tool/memoq-video-preview-tool.html
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After you click OK, you will see the video preview tool window like this:

2 memo( Video Preview Tool - o e

s kel "‘f"

—_— 0:00:0 / 0:00:32
(_.. E_5

«— n p s Ol s e’

Words per minute: 95/80 Characters per second: 9/30 Lime length: 37/31 Send feedback

Pro Tip! For optimal user experience, display memoQ's window in one monitor and the
preview tool in the other, or side by side if your screen allows it.

Normally, the preview repeats the video part that starts 1 second before the current segment
appears, and ends 1 second after the current segment disappears. You can change that in the
Settings window.

To pause the video or continue playing: Click the Play ' or Pause I I button.
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To choose playing the whole video or only the part for the current segment: Click the [ ]
button.

=
To view the part for the current segment only once or replay it: Click the ' button.

E_A
To show the video full-screen: Click the Full screen By button.

To choose a video to open: Click the Open video EI button.

To open the Settings window: Click the Settings {:} button. To learn more about what you
can adjust in the settings, click here.

The bottom row of the Video Preview tool's window (see below) shows density information in
words per minute and characters per second and line length. If the measures are over the
limit you set in the Excel or SRT file filter, they appear in red. Shorten or edit the translation so
that you don’t exceed the limits and no red numbers appear.

™ LA

00004 f 0oD0:32

{ — [ ] = “EO

Characters per second: 5730 Line length: 3773 Send fesdbadic



https://docs.memoq.com/current/en/memoQ-video-preview-tool/mvpt-settings.html
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FAQ

| can’t log in to my memoQ account. What can | do?
There are few things you can do if you can’t log in.

A. Clear your browser cookies and history and try again.
o If the above doesn’t work, try using an incognito window
o Try using a different browser
B. Reset your password through XTRF by following these steps:
1. Log into XTRF. Click on Profile; click on the CAT Tools tab; click on Change
Password and write a password of your choosing in the blank box; make a note of
your Username and of your password before clicking Change Password.

Remember that your Username is the same as the one you use to log into XTRF.

NS PORTAL

You have no jobs in progress.
Browse job offers »

Pending Jobs 10

2. Go to https://memog.multilingualconnections.com/memogweb/login
3. Enter the username and password from step 1.

Please note that if this is your first MemoQ job, you must first accept the translation job in
XTRF before being able to access MemoQ. You will not see the “CAT Tools” tab or be able to
log into MemoQ if you do not accept the job.

C. Contact memog@mliconnections.com if you still have problems logging in.



https://memoq.multilingualconnections.com/memoqweb/login
mailto:memoq@mlconnections.com
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I end up in a log in page that looks different and | can’t access WebTrans from it.
What can | do?

Indeed, there are times when memoQ might kick you out onto the old legacy login page,
which looks like this:

o memoq

User name: | |

Password: |

Sign in

Forgot my password

o Memog v h

To fix the issue of not being able to access WebTrans, try this: log in from this page. Once you
are in, immediately click on the icon with your initials at the bottom left page of the screen;
click on “Sign out”. This should then take you to the new (i.e. non-legacy) login page.

g My profile

@ 3] Sign out
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What if | need to revise the translation or final file before | deliver the project? How
can |l open it?

Unfortunately, WebTrans doesn’t have an option to download final files, you would need to
contact your PM for this. There is a workaround that may be useful in some situations: If you
need to review the final file of a translation, you will have to download it from XTRF. The
procedure is easy, once you have delivered the files in MemoQ and XTRF has automatically
finished the project, you will find the file in the section “Delivered files” of your XTRF project.

How can | jump to the next unconfirmed segment?

MemoQ is set by default to jump to the next immediate segment, something that can be
inefficient at times. If you prefer to go directly to the next unconfirmed segment, you just need
to follow two steps:

Step 1: Go to “Jump to” at the top left.

P view pane @ Comment VSpellmg
90 0@0C AL ARM B H§EIVRIVES EIP®

How to Check In{FW for Your Procedure Cémo registrarse {FI) para su |
To protect your wellbeing, we are providing mobile and self- Para proteger su bienestar, ofi
2. | serve registration at this care facility for scheduled patients. celular y autoservicio en este ¢

los pacientes programados.

' You will receive an email or text alert Recibira una alerta por correo

Step 2: Select the role that was assigned to you (translator, reviewer 1 or reviewer 2), tick the
box “Automatically jump after confirming a row” and click on “Down” and that’s it!

Jump to row ? Help

Rows to skip
Select the types of rows to skip:

[ Locked
[ Translater confirmed
Reviewer 1 confirmed
[ reviewer 2 confirmed
O x-transiated
[ 101% pre-translated
[ 100% pre-translated
O e match
[ Mot in my slice
[ Rejected

Jump on confirm

Automatically jump after confirming a row

Up Down Close
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What is the meaning of each color in the translation results pane?

B Translation results

Chat-is-disabled-since-the-
server-uses-secure-HTTP: ...

=4 | A-csevegés-le-van-tiltva,-
S mert-a-kiszolgalo-titkosito ...

54 : [GEED

senver

update B “frissf‘cés
memoQ & nmemcntl
memaoCl [ﬂ’ Memoq
chat & n
disabled Letiltva
disabled letiltva

because-the-server

enable Engedélyezés

You will see a translation results pane on the right side of your MemoQ webtrans editor. You
can find a detailed explanation of the color scheme by clicking on this link. The main colors
you need to consider are red for TM, blue for TB and black for forbiden terms.

What is the meaning of the symbols and colors in the status column?

To the right of the target segment is the status column. To ensure quality and help in
productivity, it is important to thoroughly check and understand the symbols and address any
potential issues they are flagging. These symbols include:

{

ad

the flashing icon for warnings *

the error symbol for problems with tags * ,

the green arrow symbol to indicate auto-propagated repetitions within the same project v

among others.

For a thorough explanation of the symbols you may see in this part of the editor, click here.


https://docs.memoq.com/current/en/Places/translation-results-list.html
https://helpcenter.memoq.com/hc/en-us/articles/360010268040-Status-column-in-the-translation-grid
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The Webtrans editor has not closed after hitting “Delivery”. How can | confirm if |
have delivered the project correctly?

When delivering a project, normally the MemoQ webtrans editor window closes automatically
after delivering a project. However, sometimes it doesn’t close and if you hit “OK” again, you
will see a message saying “The document cannot be delivered because its workflow status
has changed in the meantime.” like this:

Deliver document ? Help

If you are satisfied with the document, you can choose to deliver it. Alternatively, you can return it
to the person that warked on the document before you.

@® The document is fine, I'm delivering it

O I'm returning the document to the person in the previous role

Close document if delivered successfully

To confirm that you have correctly delivered the project, you just need to click on the “i” sign
next to the message, it will show if the project was delivered.

€ TCHS PR 3.17 Coke Approved.docx: TCHS PR 3.17 Cok @

Time s

3/17/2021 4:17:26 P1 Document delivered

3/17/2021 4:17:13 PM L —

3/17/2021 4:16:41 PM  Row 18 saved
CREREIEE -/17/2001 4:16:12 PM Row 17 saved

3/17/2021 4:15:16 PM Row 16 saved
won Coors Beverage U .
wcado de Topo Chico®

Molson Coors Bev..

about Molson Coo... &nbsp; &nbsp; &n..| +

opo Chico® Hard

f pPUU S I IR S T T P PR T r——
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How can | change the progress bar such that the progress percentage is calculated
according to words?

By default, the progress percentage is calculated by segments. But you can change this
setting via the following steps.

1. Log into WebTrans and click on “Profile” at the bottom left, then click on “My Profile”
2. Click on “Settings” at the top, and then choose your preference in “Show Progress (%)
Based On”. Then click “Save”.

Profile

Account Languages Settings

Preferences

Choose if you want to receive notifications about discussions, and how to count progress on projects
Enable discussion-related e-mail notifications

Segments
@ Words

Characters

® Enable

Disable

| get a QA warning about inline tags, but | don’t know what the problem is, since the
tags look the same to me in both the source and target.

Sometimes QA warnings about tags turn out to be false positives. To check this, first note what
the warning actually says. For example, the warning may say: “Attribute ‘tooltip’ of tag ‘hink’ is
translatable but contains direct text”. Click on the tag (in this case ‘hink’) and hit Ctrl + F9. You will
see the inline tag editor. Then, check the appropriate attribute (in this case, ‘tooltip’),



o

Ad

Multilingual
Connections
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ne tag it
line tag name hink [
line tag type
i) Open () Close () Empty
Aftributes
Marne Walue
id rlcl
Jutframe _hlank
tooltip
Hlstory 1
fileMarme documentxml
href {@81bE5dh0-6e42-41h2-bBh7-h 3826 cRE06!
Save Add Femaowe

v||

| (0],4 | Cancel

Do this both in the source and target tags. In the above case, if the value of tooltip is blank both
in the source and target tags, this warning is a false positive. Otherwise, if there are
discrepancies, you may correct them here, making sure that the tag values of the source and

target match.

Why am | getting a QA alert when running the QA if | don’t have any pending issues?

Normally, when you run the QA, if all issues have been resolved you'll receive the following

message:

QA Results

@ Well done, no issues found.
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However, if you have checked the “ignore” checkbox for false positives you encountered in the
project, you will still receive a message. You will know that you can ignore the message and
deliver the project if the message doesn’t mention a number of issues (as shown in the box to the
right):

QA Results

To view these issues, use the "Active QA issues” fil We found these issues:

>

To view these issues, use the "Active QA issues” filter set.
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I am not able to open files after checking out a project, what can | do? (For Desktop

version)

There might be instances where even though you have checked out a project correctly and you
have tried every possible solution, you simply cannot open a file. In that case, you can try

deleting the local file and re-check out the project. For this follow these instructions:

1. Click on check out from server, connect to the server and look for the project, then click on the

".." button
e
Workfiow
) — * — -
= wE I'E =]
EI] ED d_a a B One TM and one TH per .. E b _
Manage MS Dashboard | New Project Bl One TM per client template Impart | Chedk Out
Projects Package From Server

NeCtions.con

FPASS LISTI
wid_ Docur
Mizer Etrasi
3-DN-Hi
Init 5_1 - &
NCHZ _Mati
S 2023 RL

1 Module
PO Numbe
ranslation
7 language

AS 2023 ES

Manage Project

Check aut online project

Create Project

Semver LIRL Memog mulliingualconnections. com

Filter project name of descnplion

test1-05292023

pablo testing inten.to
created: 12/6,/2023 0853 deadline: 73/6/2023 0500
project name: pablo testing intento - admin

project path: Calisersime\Onalevel Document siyhdy memod projects

P42068 - NCH2 _Nature and Your Health_ infographic - 1

file
Project created by XTRF

P42065 - PowerX_HelpPageResourceKeys

Froject created by XTRF

» MName

30/5/2023 1427

Check out project

Canceal

2482023 05617

25/8/2023 12:00

I_-|'-:elp

- OAEQ303-2, DAED304-2, OALBX0T02-2, 0. 8610 F

Deadling
5/8/2023
1/8/2023
5/8/2023
9/8/2023
9/8/2023
4/8,/2023
972023
5/8/2023
M8f2023
48,2023
47872023

5/9/2023
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2. Find the folder that contains the project and delete it.

3. Go back to this screen and check out project again

E® N

roject Workflow

% I:I] El:.ll‘;l & ﬁ Bl Ome TM and one TB per .. -ﬁ

Recent I Mlanage i CMS Dashboard M= F'rr.'|t‘|:'. EE Orna Th par chent template Irmpscrt Chedk Out

= Projects  Project - : Package | From Server
Manage Project Create Project

hboard

- Check out online project x m

guslconnections.con T
Server AL Maermog, ulifinguakconnections com MR

Filter project name or deschiption

1 w e .

| Deadlne
D04 - 1-PASS LISTL | oc1 05292023 32003 1427 5/8/2023
D44 - Fwd [}c-cur! i e e 1/8/2023
055 - Plizer Etrasi e ——— 5/8/2023
'4-2023 - DN - H project namie:  pablo testing intenuto - admin 8/8/2023
872 - Unit 5.1 - j project path: C4Users\rmet OneDnive Documments\ My memol) projects El 8/8/2023
DG3 - NCH2 RS P42068 - NCH2 _Mature and Your Health_ infographic - 1 24/8/2023 0917 e
990 - 145 2023 R | fle 79/2023
B16 - 7-1 Modulg | Prafect created by XTRF 5/8/2023
768 - (PO Numbe | P42065 - PowerX_HelpPageResourceKeys 25/8/2023 12:00 972023
966 - Translation | e crated by XTRE o amp023
759 - (7 language Cancal Help 4/8,/2023

988 - IAS 2023 ES “OAE0303°2; OAED304=2) OALEXDTOZS2) O B6 107 I 5/9/202 3
904 - Warld History V1 Updates - U7, U8, U9 25400 o7 | DR

DOO - |1-PASS LISTEN STUDY - 5 forms. study name and taglin.. 4588 (@ || 24/8/2023

If this doesn’t work, please contact your PM.
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| am seeing all changes marked in the translation editor. How can | hide the changes?

To hide all changes, you just need to go to the drop-down menu in the left corner of the menu
bar, and select “Final.”

G Jump to @ View pane

C| Comment ﬂ' Spelling j) Run QA m Auto-propagation S ——
— A 4 A apieE © VO Vv F 2 #[O ] [ifermation v] £ | Q
L A
Show changes
Final | Target | ‘Q T LW son |Hc sorting hd
b——————_,t, Prevention Initiative, Head Start, Preschool for All, | Early Head Start, Prevention Initiative, Head Start, Preschool for All, | 80% ¥
7. | Child Care Assistance Program (CCAP), and Private Pay Child Care Assistance Program (CCAP), y page-porttenta [ou]
prepialrivate Pay.

Experiencing Problems

If you experience problems not addressed in these FAQs and not covered in this guide, please
write an email to memog@mlconnections.com. Describe your issue as clearly as possible and
include a screenshots or image of the issue that shows either your entire screen or all the
information necessary to understand the issue (the Snipping Tool is a great tool for this).


mailto:memoq@mlconnections.com
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