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1. DGT-OMEGAT 2014 and its PROJECT WIZARD

1.1. DGT-OmegaT

?'E OmegaT (OT) is a free open-source CAT Tool that was developed, by private initiative, originally by Keith Godfrey
in 2000 and that has being vastly improved since then with many contributions (see OmegaT AHelp & About for a list
of contributors). Didier Briel is its present project manager. OmegaT is now the leader open-source CAT tool.

OmegaT is being used by DGT for prototyping since 2012, prior to the acquisition of a commercial CAT tool. For that
purpose, the 2.6.0_3 version of OmegaT was customised and extended to integrate other DGT tools (called internally
DGT-OmegaT to differentiate it from the public version).

In June 2012, DGT-OmegaT and its Project Wizard were made available to all DGT translators interested in using it.
DGT has in the meantime updated its OmegaT version to the 3.1.2 public version (DGT-OmegaT 2014).

As OmegaT has evolved quite a lot in the last 2 years %2 and the full Guide is getting bigger all the time... 34 this Quick
Guide aims to give you enough information to start translating with OmegaT right away with a minimum of effort.

But if you want to know more about OmegaT features in general or some feature in particular, see the relevant section(s)
in DGT-OmegaT 2014, its Project Wizard and DGT’s CAT Environment - A Translator’s Guide and the other Guides
available by clicking on Other Guides in the DGT-OT Project Wizard.

| also posted 3 videos for the 2012 version of DGT-OmegaT (50 minutes on the whole: Video 1, Video 2 and Video 3 -
DGT and its Project Wizard in a nutshell) as it is so much easier to show than to explain! Most of its content continues
to apply to the new version of DGT-OmegaT.

For translators who already used DGT-OmegaT 2012, there are a few minor changes, but basically it is the same... with
improved/new features, of course.
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Screenshot 1 — OmegaT panes: Editor, Fuzzy Matches, Machine Translation, Glossary, Notes, Multiple
Translations and also the Translation Tips (Transtips) feature. Dictionary and comments panes minimized.
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1.2. DGT-OmegaT Project Wizard

u;-z! DGT has also developed in-house a DGT-OmegaT Project Wizard (DGT-OT Wizard) to integrate OmegaT in its

workflow and this Quick Guide includes the general information you need to manage your projects easily.

The DGT-OT Wizard makes the link between Tradesk % our document management system 34 and OmegaT and helps
you to quickly create projects with all the reference/retrieval/MT translation memories and also an IATE extraction.

You can also easily update projects with new original documents/new versions of documents already in the project
and/or new memories, delete documents/memories from the project, add glossaries, organise translation memories, and
archive finalised projects.

The final part of the workflow — sending (ongoing or finished) translated documents to Tradesk and the documents
memories to Euramis — you will have to do manually for the moment, but it is simple and fast.

The DGT-OT Wizard also triggers automatic backups (every 10 minutes) of your active project to a server (your space in
the H: drive) in a background operation you don't see.

The DGT-OT Wizard is easy to use as %4 for many of the project management operations % it just opens a Windows
Explorer window and there you can copy, paste, delete, drag/drop and rename files in the usual manner.

For a general explanation of the OmegaT Wizard features, see Section 6 of this Quick Guide.
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Screenshot 2 — DGT-OmegaT Project Wizard window and features
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When you create a new project, the DGT-OT Wizard creates a project folder in your computer with the following
structure:

THE DGT-OMEGAT PROJECT STRUCTURE
when a new project is created via the DGT-OT Wizard

Manolingual or bilingual
dictionary dictionoryes) . il any

. euramis

l.‘:pnr‘t-omeg&t Glossarylies] if any = H none. OT will
glossary create automatically o writable
it glaseary for the projed
omegat

source

Waorking projecr memory -
one for the whole project

tm
omegat.project
OT5tats_T-ELARG-2014-280031-80034.xisx
T-ELARG-2014-80031-80034-levelL.1mx
T-ELARG-2014-80031-80034-level 2.tmx
T-Emm-mid-amal-amh-nmeiaum

Properties file oreated with the
project. Don't touch in

Slobal projod memories created
with Cirl - [Shift+] D - without notes

CRORCY LACR o

Screenshot 3 — DGT-OmegaT project structure. Some folders\file are DGT-specific and/or are created during the
translation of the project.

The DGT-OT Wizard also makes it easy to share memories in real time by connecting you to the in-house TeamBase
application in a simple way.

[ = OmegaT Project Wizard (20141001) i T ]

Screenshot 4 — TeamBase window




2. Overview — Working with OmegqaT and its Wizard

This is a brief overview of the features available in OmegaT and its Wizard to give you a general idea of how it works.

2.1. General

1-Proiect approach: Now, all CAT tools follow a multi-document project approach. We work within projects, which

may have one or several/many documents — with hundreds/thousands of pages on the whole — that are treated in a
single project in a speedy way, even when there are successive new versions during the translation of the project.

Each document is individually identified in the Editor pane so that you always know where you are.

In the DGT-OmegaT project, you have all the memories (retrievals, reference translation memories and MT output)
and an IATE extraction (automatically imported to each project) and you can also add other glossaries, dictionaries
and monolingual reference documents.

Furthermore you can also gather in your project folder other material — technical or administrative — that you may
need to manage/translate your project.

2 -Documents in a project

The original documents can be:

a) One, some or all documents of large packages (European Semester, Budget, Rail, Multiannual Financial
Framework, for example) with different dossier and part numbers (Example: RTD-2014-80020-00-00 + RTD-
2014-80020-00-01 + RTD-2014-80021-00-00 + RTD-2014-80023-00-00)

b) Documents of dossiers with numerous parts (like a model contract with several parts),
c¢) SRC files (usually Excel or PowerPoint files with tables, graphs),
New versions of documents (quite frequent),

Several small documents which you may want to gather in a project (like several replies to parliamentary
questions, cartouches) even if unrelated, just to save time,

f)  Any combination of these.

If your documents have a subfolder structure, OT will keep it. You can also easily change the order in which OT
displays the documents in your project.

In the present implementation of DGT-OmegaT, the source documents are not converted to xliff format. So you
have as source the original document and OT saves your translation to the project memory.

Document formats: The documents to translate may be in different formats (Word, Excel, PowerPoint, x(html),
etc.), but they will all be displayed the same way as “raw” text in the Editor pane.

Commission special formats (Budaet and Recast): With Budget documents, there is no problem, you
can use OmegaT. With Recast documents, it is not possible to use OmegaT and you will have to use the old TWB.

Confidential documents: Projects can be easily created locally, directly in OmegaT, in the case of
documents that cannot be transmitted via the network (SECEM documents, for instance).

Formatting (tags): Inline formatting is displayed in the form of tags (Example: <t0/>).

You will only see what is called “inline tags” (i.e., tags inside the segment) and not all the tags related to styles or to
the whole segment. By placing with the mouse over each tag, you will see its description (in a very cryptic way!). It
is mostly useful to see if it is a footnote (which is not to be missed!).

If you want, you can also translate with Remove Tags activated, which means that you will not have any tags at all
in the documents ... but afterwards you (or the Unit secretariat) will have to add the formatting manually in the
document(s) in their native application.



To work without tags, in the Project & Properties menu, tick the Remove Tags box. You can change your mind at
any time (as the tags are only hidden, not removed), but it is not recommended to change from tags/no tags mode
in the middle of a document/project.

If you do, some segments you already translated will be “orphans” because they will no longer match (tags
included) any segment in your document. Those segments will therefore be displayed as untranslated in the Editor
and the previously translated segments — no longer a 100% match — will be displayed in the Fuzzy Matches pane
(as “orphans™).

Meraing of documents: All the documents in your project are, by default, automatically merged and treated
as a whole. The auto-propagation of the translation of identical source segments (non-unique segments) is done
automatically for the whole project — in a background operation you do not see — and those segments are
displayed greyed.

OT numbers the segments sequentially from the first segment of the first document to the last segment of the last

document, but it displays the name of each individual document in the Editor ribbon so that you always know what
document you are working on.

Number of open documents: OT cannot have several documents open at the same time, but as it treats
your project globally, its powerful Search feature will search in all the documents inside your project — no matter
how many they are — and the Fuzzy Matches pane will display matches (in OT, Fuzzy Match comprises 100%
matches) from all the documents in the project.

You can also do Search/Replace in all the documents.

Seament status: In OT, there are 2 segment statuses — untranslated and translated. All translated segments
are stored in the project memory and are available for Fuzzy Matches.

10 - Statistics: OT provides statistics for the documents within your project and match statistics for the whole project

and for each document, with the indication of repetitions in documents and between documents, something which
is very useful for the documents in a project to be split, if necessary, between translators in the most efficient way.
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Screenshot 6 — Match statistics for the whole project
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Screenshot 7 — Match Statistics per File

It also provides statistics of how much you have already translated and what remains to be translated. Besides, it
displays and continuously updates the number of (unique) translated/non translated segments, by document and

for the whole project.

[15fe15 141551, 5150 ] [1237146 |

15/615 Number of segments - translated vs. total for the current file
14/551 Number of unique segments — translated vs. total in the project
615 Total number of segments (including repeats) in the project

123/146 Number of source and target characters in the current segment

Screenshot 8 — Real-time statistics displayed at the bottom right of the OT window

You also have automatically copied to your project main folder an empty Excel sheet template — OT_Stats — in
which you can record manually your progress in the translation of your project, just by copying/pasting the data in
the statistics given by OT as shown above. You can access it via the DGT-OT Wizard, by clicking on the box Stats.
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Screenshot 9 — Statistics excel sheet (example)
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11 - Preferences: OT preferences are 1-level and OT will “remember” the last preferences you set when you close
and reopen fit, either with the same project or with another project. Of course, you can easily change the
preferences at any time.

12 - Seament display in the Editor: There are several options (display only target or source and target
segments; mark non-unique segments, auto-populated (pre-translated) segments, revised segments; segments
with notes, translated segments, non-translated segments, modification info, etc.).

You can choose at different stages of your translation to have them displayed differently just by clicking or
unclicking that option in the View menu. When the option is active, the coloured box is marked with a line around it.

Tools Options Help

Mark Translated Segments ,
Mark Untranslated Segments
Display Source Segments

M Mark Non-Unique Segments ;
Mark Segments with Notes
Mark Revised Segments
Mark Non-breakable Spaces

B Mark Whitespace

B Mark Bidirectional Algorithm Control Characters
Mark Auto-Populated Segments
Modification Info 4

Screenshot 10 - View menu

13- Font size: In the Options & Fonts menu, you can also change the size and font of the display — in the Editor
and in the other panes — depending on what you find more comfortable.

14 - Resizing and repositioning the OT panes: You can minimize or maximize each pane by double-clicking
on the ribbon of each pane and selecting the option you want.

You can undock the panes by selecting that option, clicking on the right mouse button and % keeping it pressed
over the ribbon % dragging the pane to the desired position. The only pane that cannot be undocked is the Editor.

If you want to return to the default pane display, in the Options menu, select Restore Main Window.

15— Print: You cannot print the document as seen in the Editor, you can only print the document in its native
application.

16 - Sending translated documents to Tradesk: For the moment, use the Upload feature of Tradesk to copy,
at the end or any time during the translation process, your translated document(s) from your computer to Tradesk.

17 - Sending translated document memories to Euramis: Now you can send manually the memories of
your translations to Euramis.
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. Project management

Telework/working at home: If you are a teleworker, OmegaT will not slow you down as it is not a
resource-hungry application and backups are done in a fast background process without your noticing it.

If you are not a teleworker, but you sporadically need to translate at home, you can use OT just by copying it to
your private computer (of course without access to DGT databases) as there are no license issues.

Memory sharing in real time — TeamBase: You can share memories in real time using the in-house
TeamBase application. With it, you can control when and how you want to work in share mode, depending on your
work method.

A TeamBase memory is a (tmx) memory that is created on a server and which receives a copy of the translated
segments of all the translators that are connected to it in Read/Write mode (see Section 6.2 for more information).

The TeamBase memory in no way interferes with (the memories in) your project, namely the project memory (with
the segments you translate) stored in the \omegat subfolder of your local project, and the retrievals and reference
memories stored in the \tm subfolder of your project.

You can share your translation — segment by segment in real time (including below 100% matches) — from the
very beginning by connecting to a TeamBase memory previously created for your project (or that you create
yourself) and, if you want, to other Teambase memories of other projects that may be ongoing and which may be
(distantly) related (Read/Write mode).

But you can also decide to only share your translation later when you consider that it is already sufficiently “good”
to be of any use to others, but even so you can receive segments translated by others (Read mode). This feature is
particularly useful if you first do a fast draft translation which you afterwards improve.

TeamBase memories are bilingual — created for each language pair — and can be accessed by any translator who
is translating a project with that language combination, be it in one Unit, in the whole Language Department or in
other Language Departments.

Voice Recoanition: You can use DictaTrans or Dragon Dictate as usual.

Backups: When creating a project, the OmegaT Wizard will do an automatic backup of it to your personal space
in the H: drive: H:\CAT\OmegaT_Projects. This copy is to be used in case there is a problem/crash in your
computer and you need to use the backup.

This backup is automatically updated every 10 minutes — in a background process without interrupting your work
— for the active project defined in the Project field of the DGT-OT Wizard. Therefore, do not close the
DGT-OT Wizard after opening a project!

Furthermore, OT itself does automatic backups of your project every few minutes (saved locally in the \omegat
subfolder of your project), so the risk of losing any of your work is minimal (I never had any problems!).

Tradesk: In DGT, the starting point to create (or update) a project with one or several documents is always to use
the Local copies option in Tradesk to copy to your PC/laptop the original documents to be included in the project.

By default they are copied to: C:\Users\{your loginj\AppData\Local\Local Documents-no backup\DGT\Dossiers.

OmeoaT project folder: The DGT-OT Wizard will create the OmegaT project in a subfolder of C:\Users\{your
login)\AppData\Local\DGT\OmegaT_Projects default folder.

OmeaaT proiject subfolders: You can create as many subfolders as you want in the project folder 3/ for
example, to have monolingual reference documents which can be used for the Search Directory feature or to
gather any other information, either technical or administrative 34 but you cannot delete or change the name of
any of the subfolders that were automatically created for each project. If you do, OT may not work properly.



8- Proiect creation: The DGT-OT Wizard will create the OT project with the original document(s) ¥ wiping
useless tags in the process (TagWipe) — and the respective memory (tmx) files available for download in Tradesk:
retrievals, aligned reference documents and machine translation, if any (pre-processed for EN-other languages
and other selected language pairs). It also includes an IATE extraction to be used as a glossary.

The DGT-OT Wizard will create the project making TagWipe and segmentation rules project-specific. Therefore, if
any of them are changed/improved by the IT Unit during the translation of a lengthy project with (many) new
versions, there will be no change in those rules and therefore you will not have in your project unduly untranslated
segments.

9- Project update: You can update your project at any time during the translation process with new original
documents and/or aligned reference documents (see Section 6) without the need to create a new project.

If you update your project with new documents or new versions of documents already in the project, when you
reopen the project, the 100% segments (including formatting) that you had already translated — which are in your
project memory in the \omegat subfolder — will be automatically displayed in the Editor pane as translated without
any other action on your part.

10 - Machine Translation: If you are translating documents with language combinations which are not
automatically machine-translated, you will have to request machine translation.

Do not forget to select the tmx format. After receiving the MT file by email, copy manually % to the project \mt
subfolder 3/4 the tmx file(s) you receive.

11 - Reference memories by subjects/subfolders and with priorities: You can organise your external
memories (i.e. memories other than your project memory) by subjects in subfolders of the \tm folder — something
which may be very useful when you are translating large projects with many reference documents — and give
them priorities (for instance, EU Treaties have precedence over Regulations and Directives, but these have
precedence over Communications, Reports, etc.).

OT reads the memories/subfolders in the \tm folder by alphanumeric order and you can number your documents or
subfolders to assign priorities.
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Screenshot 11 - Fuzzy Matches: the result from the memories in the 1-Main Reference subfolder, another
segment from the memory of the project and a segment from the 2-Normative Memory
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12 -

13-

14 -

15-

16 -

17 -

Multilingual source documents: You can also translate multilingual documents in a single project without
the need to divide the document by source languages, although the project memory - which is by definition
multilingual - may not be sent to Euramis.

Reference memories with a different target lanauage: You can also use reference memories with the
same source language but with a target language other than that of your project. That may be useful for
terminology purposes if there is a previous translation into another language of the same (or of a similar) document
that can be used as reference (you can give it a penalty if you want).

Translating with the help of a relay language (tmx2source): OmegaT also allows the use of a
reference translation memory with the source language identical to the source language of your project and the
target language of the reference memory different from that of your project, displaying it in the Editor beneath the
original source segment.

Example: You have an LT-PT document to translate and your knowledge of LT is (very) low ... but there is already
a LT-EN translation of the same document. In this case you can use the LT-EN translation memory to have the EN
relay language displayed in the Editor below the LT original segment. In this way you can see both the LT and EN
as original segments.

Pre-translate: It gives you complete control over the reference memory(ies) you want to use for pre-translation.
You just have to copy one or more tmx file to the \tm\auto subfolder of your project and the 100% (including tags)
segments will auto-populate your documents and be highlighted in a background colour to call your attention to the
fact that they were automatically transferred to your project memory. They will remain so highlighted unless you
open and modify those segments.

You can use pre-translate before starting translating a project or at any time in the middle of the process. In the
latter case, only untranslated segments in your project will be pre-translated. Segments you had already translated
in your project will remain untouched.

When you Update a project with a new version of an original, there is no need to pre-translate as your translated
segments are all in the project memory and are automatically inserted in the new versions (if they are a 100%
match including tags) without any action on your part.

Glossaries/IATE: When you create a project with the DGT-OT Wizard, by default you have an extraction from
IATE copied to your new project to be used as a read-only glossary for projects with EN as the source language
and all the other EU languages as target languages. If you don't want for some reason to have it automatically
copied to your project, you can untick the box IATE in the DGT-OT Wizard.

Furthermore, the first time you create a terminology entry in your project, OT will automatically create a glossary for
that project, which is the writable glossary. You can also define one — and only one — glossary that you already
have as your writable glossary, i.e. the glossary in which your new entries will be stored.

If you have one or more glossaries you want to use in your project, you can just copy it/them to the \glossary
subfolder of your project to use as read-only. If you want one to be used as the writable glossary, the easiest way is
just to rename it glossary. For language pairs for which there is not an automatic “filtered” extraction of IATE
available, you can ask for a full IATE extraction (source term and target term) — which may have 0.5 million or
more entries — as OmegaT will not lose “speed”.

Revision process: You — and your reviser — can do all the revision work using OT, although some
manipulations will be necessary as the workflow is not automated.

Both the translator and the reviser can include notes in problematic segments. The segments changed by the
reviser can be marked with a red background for the translation to check the changes made - if the translator has
the last word - and changes introduced can be searched and filtered (by login/date) and displayed with
track-changes in the target (instead of the source) segments — in the Fuzzy Matches pane - so that the translator
can easily see the changes made by the reviser.

However, in OT you cannot accept only part of the changes in a particular segment: it is either the whole revised
segment or your previous translation ... and therefore it may involve some typing.

In this Quick Guide is presented a standard revision workflow in Section 6.10.
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2.3. Editing

1- Open seagment: You can only write in the open segment; you cannot write anywhere else in the source or target
segments of your document(s). There is always a segment open in the OT Editor pane.

Segments are validated with <Enter>. OT keeps only the last modified translation of each segment in the project
memory.

When you open a segment you translated before, and which therefore is in your project memory, it will only be
displayed in the open segment in the Editor. Segments from your project memory are displayed in the Fuzzy
Matches pane only if they are less than 100% match (including tags).

2- The Edit and Go To menus: In the Edit menu you have the main editing features with respective shortcuts.
To move around within the project, you can see the options in the Go To menu.

Edit menu Go To menu

Edl'l.l Go To View Tools Options=s Help [G{} T{} VlE"W TDDIS OptiDnS HE."Ip

e Undo Last Action Curl+ L

- Redo Last Action ik a

Y e s e Next Untranslated Segment Ctrl+U

bl Intare BAatch el =1 -
Replace with Machine Transiation Cirl+=k Next TranSIETEd Segment Ctrl +Shlﬁ+u
Replace with Sources Crrl+-Shift+ R Ne.)(-t Segment C-trl _|_N
INGer Source Ctrl = Shifts1
Insert Missing Source Tags Ctri+=Shift+T Previous Segment Ctrl+P

Inzert Mext Mizzing Tag

Register Identical Translation

Cirl+T

Ctri+Shift+5

Expart Selaction Ctrt+Shift+C Segment Mumber... Ctrl+)
Create Glossary Entry Ciri+=Shift+G .

= Sauich Projact. CLASE Mext Note Ctrl+Shift+A
Saarch Directary. .. Crrl+Shift+ K = .
SEEA T PR Previous Note Ctrl+Shift+B
Search and Pre-transiate Cirl +Shift+Z = =
e P Mext Revised segment Ctrl+Shift+X
SN DN Previous Revised segment  Ctrl+Shift+Y
L * as Default Transiation
Create Alternative Translation Foﬂﬂ-'ard |'n HiStDrlur Ctr| _Shiﬁ:_N
Remowve transiaticn . . -
Set empty translation Back in History Ctrl+Shift+P

Screenshot 12 - The Edit and Go To menus

3- Match rate displayed in the Fuzzy Matches pane and in the Editor: The one that matters in terms
of content is the first percentage. The last one takes into account formatting (Match: <100/100/96%>).

r 18 COmegal-3. 0.8 + DG Leteansions J.A-Deta update & U T=0UCMNECT 201942 8- = SU0L5S
Project Colie 30 T Wiswr Tools Crprimne el
e ———— . . - | e — - >
T F=a 1= W ol | o ™ 32 T = | e | R IR Jae Y| 6D
Ty Mutches — [ =l =
!-3-ﬂ'I‘H.!—R-F-R-.NI:nt\ﬂN.ﬂ'I'-Eﬂ"l-ll—ﬂﬂﬂﬂ:ﬂ"lﬂﬂ_IN—FT—ﬂWN.tmu ADSOE/ a8 0l -

| Match: =100/100/806%> « Source: <CHEC T-2014-000230100> - Transiator: <machemes=
| {1} == ORI DIFF: In responss, on 8 March 2013 the CEPT adopted its Report S0=t0/-.

TR TR&: Mo cumprimasntcs doe refecicdo mMmandata, sm 0 de margo os 20930 . CEPT adotcsil o sl
| Retatario so.

al
1-PAAIN-REFERENCENGDG-2010-320 10002687 _ ER-PT-0WVYRNT. mx S2/0910 17:38
I_ Riatoch: =80/36/ A9 Bource: =-Z010-3Z201000287 > Transiator: ===

{2y = ORI DIFF] I fespon et tial-roeeaaie, B CRET e modepled- feur-repedscn B farch 2013 lhe (SEPT

|| Paspoetie-dB, 30, 3t and IJjodopied s Report 0-10 . -
| Wi TR 0 0 A T ) T O iz

(R R L T R RRS S R N e R R R AN W WV R R SRRV VR W e VR -

|. microphones and cordless video-camaras.

In responss. on B Marah 2013 the CEPT adopted its Report S0-100/-,

| s pprrrasead NI T AL el TO0ST O 6 =

Mo cumprimanto do referido mandats, am 8 de margo de 2013 a CEPT adotou o sau Relatorio GO
B il =

| Dectiomary | Commmentu
e it eiiasmiariet e,

Screenshot 13 - Match rates with and without formatting penalty
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4- Quest, DocFinder, Euramis and IATE: You can access these DGT applications directly in DGT-OmegaT
just by clicking on the respective icon.

5- Search text/ filter: Itis really worth exploring the powerful OT Search feature.

You can search — by exact search, keyword search and regular expressions, strings, whole words and lemmas;
use the Booleans AND, NOT and AND+NOT; by regular expressions, by author/translator, by date — in source
or/and target segments in your project (translated and/or untranslated) and/or in the translation memories and/or in
glossaries and notes. You can also limit the search to a subfolder or a translation memory in the \tm folder.

For a number of settings, you can also memorize searches to be reused in that session, in that particular project or
in all projects.

This is particularly useful for regular expressions. Some are already memorized and saved in the search.tsv file in
the _CONFIG-PERSONAL subfolder in the OmegaT_Projects folder and you can add others if you want.

In Section 8 is a list of the regular expressions already memorized in the Search window for search In Source. You
can copy them to other fields in the Search or in the Search/Replace and Search and Translate windows. They
are field-dependent.

In the same window, you can also filter, by those criteria, segments in your project and have them displayed in the
Editor pane for editing, by clicking on Filter at the bottom of the Search window.

< Tunt 1o search

«| In source NOT wvareless suda " Memariza
o | B transiatatn HOT L T
In notes || HOT *| memorre |

S toak in a8 felds AND & DR

|r Exprescion mode

Raquisr éxprastion il
| Exact sgarch Kepword search '@ Regular expressions Cacy -;cnm” @ Partial zegment Whaole woards Fill segenent |
: Search oplions |
Remove duplicotes Transiated Untransiated (@) Tronslated or untransiated ‘

Search scope — |
’ Source files | | Memory || THs | Glossaries File or foider rame; v | Memorze ‘

Match display template vp— =
[Trmpﬁn‘l‘e vanables: 3{preamble) - it Reant 1 | Ennf.gl.-m Format |
Humber of matching segmients: 1000 5

o | Masthoer; HOT w | MO Translator: WOT w | Mmorize

| Changed after: OF0L1Y 1601 5 Tk . Changed before: RInL14 16:21 _. I

Hir of matching segments: S0 | Saarch Advanced Options

= |

| TM:1-MAIN-REFERENCENDG-2006-3200600771_01__EN-PT-DWN1.tmx>) - 10/12/07 18:45 - Source; <-2006-3200600771 |
{01)= - Translator: <= - Created by: <bemapl= ‘

-> QORI Wireless audio applications [&]
l ->= TRA: Aplicagdes audio sem fios [8]
|

.1TM:&-OTHEH—REFERENGESHCNECT-ZCH4-&UDZS-UD—DZ-EN-OHI-GU_EN-PT-RET.tmx?] - 18/07/08 14:10 - Source: =-2008-
.!'SZUUBDMEIE:‘ - Translator: <= - Created by <luzsomi>

== QORI Applications for wireless audio systems, including:
.l' == TRA: AplicacSes para sistemas audio sem fios, nomeadaments: |

.iTM:.‘:I—OTHEH—REFERENGES‘LCNECT-""I:H4-3DDEB—DG—GE-EN-DRI—GD_EN-FT-HET.tmx:-j - 08/02/10 09:31 - Source: =INFE0-
|2010-800020000> - Translater, <lopesav> - Created by <omeisbr=

| == ORI Applications for wireless audio systems. including:

| -> TRA: Aplicagdes para sistemas audio sem fios, nomeadaments: = |
| o |

Screenshot 14 - Search window with options and results displayed by the order of priority set for translation
memories

13



DGT-OMEGAT AND ITS WIZARD — Quick Guide — MJIM — April 2015 — DGT-OmegaT-3.1.2_3+DGT Extensions 2.3. beta update 5

Just for you to have an idea of the kind of results you can get - and how best to use this feature for each particular
case restricting or broadening your search - see the table below.

TERM EXACT SEARCH + STRING EXACT SEARCH + EXACT SEARCH + LEMMAS KEYWORD SEARCH + KEYWORD SEARCH + WHOLE KEYWORD SEARCH + LEMMAS
WHOLE WORDS STRINGS WORDS
Results No. Results No. Results No Results No Results No Results No.
withdrawal - withdrawal 102 - withdrawal 88 - withdrawal 192 - withdrawal 102 - withdrawal 88 - withdrawal 192
- withdrawals - withdrawals - withdrawals - withdrawals
- withdraw - withdraw
- withdrawin - withdrawin
arbitration - arbitration panel rulings 187 - arbitration 179 - arbitration panel ruling 250 - arbitration panel ruling 419 - arbitration panel ruling 378 - arbitration panel ruling 537
panel ruling - arbitration panel ruling panel ruling - arbitration panel rulings - arbitration panel rulings - arbitration panel ... ruling - arbitration panel rulings
- arbitration panel to rule - arbitration panel to rule - ruling of the arbitration - arbitration panel to rule
- arbitration panel rules - arbitration panel rules panel - arbitration panel rules
- rulings of the arbitration - rulings of the arbitration panel
panel - Arbitration panel decisions and rulings
- Arbitration panel - arbitration panel ..- Rules of Procedure
decisions and rulings - Arbitration Eanels ...customary rules
equal - equal treatment 48 - equal 45 - equal treatment 45 - equal treatment 51 - equal treatment 47 - equal treatment 48
treatment - unequal treatment treatment - unequal treatment - its treatment is equal - equality of treatment
- its treatment is equal - treatment is equal

Screenshot 15 - Search results combining the different settings for the same translation memories in the \tm
folder

6- Search in monolinqual reference documents: With Search Directory (in the Edit menu) you can also
search monolingual documents in the formats accepted by OmegaT (e.g. Office and PDF). This may be very useful
when you have documents — for example, national legislation, standards — that are relevant to your project.

Test to mearch
I

Gearch fory liorizonte 2030 I
I Exp on made Word mode
'Lt Fxbit amarch Wanywned smarch Fraguinr eagrmona | Casn sehEthg | @ BErings wihsale words Leminna I

B T Swarch oplEns —
| Ramove duplicates i

Locution
{|Locanon O ra e o ame L AR PSR LSEATVNE T L MagaT _Prepectiy T -5T D BU0E 1= TH-HLF- MO8 IMGLEAL - R FE REMTES, | timbect polder ||| Recursne search I
e e

Match tieplnyg templat
f[‘l’-rmplubu wombobdes. 2{prwon e}
Fismbar of mabrfing cogmanic: 00 =
Fir of matching sogrents: 39

.|

MATIONAL-PLAN.docx =
2013 (seguidamente designado «Frograma-CGuadro Horizonte 2020:@ ) visa obter um maior impacto na investigacdo e
inovagio mediante uma contribuiglo para o reforge das parcerias piblico-piblicas, nomeadameante com a

participacio da Unido em programas empreendidos por varios Estados-Membros em confermidade com o disposto
no artigo 1857 do Tratado.

=3

MATIONAL-PLAN.docx

A UniBo proporcionara incentivos para melhorar a coordenagido, garantir sinergias com as politicas da UE, contribuir
para essas politicas e para as prioridades do Programa-Quadro Horizonte 2020, acompanhar a execugdo do
programa & assegurar a protegdo dos interesses financeiros da UE.

MATIONAL-PLAN docx

A participagao em agdes indiretas financiadas pelo Programa EMPIR esta sujeita as disposigles do Regulamento
(UE) n.® .. ./2013 do Parlamento Europeu & do Conzelho, de de 2013 que estabelece az Regras de Participagcio e
Difus3o relativas ao «Horizonte 2020 - Pregrama Quadro de Investigacldo e Inovagao (2014-2020)».

MNATIOMNAL-PLAN. docx

B T e T L T e e T R TR PR

Close

—

[13rma (rairee, 1418y ] (125713

Screenshot 16 - Search in monolingual reference documents
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7- Search & Replace: You can do a Replace Interactive (one by one) or a Replace all in all the documents of
your project using the same options as in Search text (exact search, keyword search, regular expression, case
sensitive, strings, whole words and lemmas) and “preview” the segments affected before launching the

replacement operation.
p—— — —_— RN e ke w  ow” o e . WY . 0 . WEIEEITE BN CH . e o s . N amiens  Ecaveaivecl Losesie
& | rachowldctran - Cmaegal . i =
Eaareh tof; radicaltin = Memoeus
Raplacermant 1 radicalétne. w | Memorae |
Lrpremuion moda Woard et - =
! [ @ st search eguise soprtisies Casa sen :nm-” Srngs W Whals veords Lermas ]
St ]
W Regiace found e | Feplace entine wivds | REDISCR GIUE SegMAent wrmrmwml
Match derpiry
[‘I’r\-mpl:llp; variables: § [rosmbin . 1 Canfigers farmsd ]
T T — T
# muthors [ O B Te—— Transiatsr - - | memeeicn
Changed after: Changed before: , i
bir of mustching sagrmante: 3 Sesrch | Advanced Ophons
iy o
relativa a8 condigles tecnicas harmonizadas de utlizagdo do espetre radiceléctrico por eguipamentos audic sem flos na realizaglo de
programas & avenios especiais ne Unilic

relativa &s condigfes técnicas harmonlzadas de U“"-Zﬂ';ﬂﬂ do espatro radiceldtrico por equipamentos audio sem flos na realizag o de programas
@ svenios especiais na Unidoc

|
112>

ralativa as cbﬂﬂﬂ;hi técnicas hammonizadas de Ullll.'!l@iﬂ do espeire radioslécirico por equipamantss audio sem fics na rnllza;in de
programas & evenios aspecials na Unifio

relativa &5 condigfes técnicas harmonizadas de utiizacdo do espetro radiceldétrico por eguipamentos audio sem fos na realizagdo de programas
| |= mn'lnvn espacials na Linido

[ [Cese munm' Haplece ad

Screenshot 17 - Search dlsplaylng matchlng segments. Optlon to Replace aII or Replace Interactive (one by one)

8- Search and Pre-Translate: This is a new feature specific to DGT-OT which allows you to Search by some

criteria and Pre-Translate the resulting segments — either copying source to target or pre-translating them using
the external memories or machine translation output.

This can be very useful when you have documents with hundreds or thousands of segments only with numbers
that you may want to translate in a batch to have them counted as translated in the statistics ... and to
automatically go to the next segment for translation without stopping in those segments.

In the example below, there were almost 5700 segments (out of 18000 segments) which were numbers (positions
of the EU Combined Nomenclature). With this new feature, in a few seconds, all those segments were
pre- translated (by copymg the source to the target segments) using the regular expression ~["a-zA- Z]*$b

L ELAELLE A de AR L e

_|"|-’\n :;A Z1*% Urnrgal ] I 'I p<»

Sanreh far: ~[~a-A-E]1=%

= |, Mamares
Transiate &5 1 W Source raacch MinETIal Soore: o ! Machine ransianon Frefoo
Tt

JEwprusmn maode

- Uise rogudar expresaien verabie

Reqular expreassion mode
Cans s railon ” Partial sagrmarnt Whnks wards (@0 Pull segrment I

Exmct sanrch Kapaiard ssarch “ l!l-ul.llﬂr -r'mrﬂ'ﬂ:\mnlh
. i Saarch ik,

Transiated @ Untransiatbed Transisted or uniransisted [

Match demplay tarnalate

1Tuﬂ\|'|ll|t- varisblosr £{prasmbls) = Jrwt Rasat configura farmat |]

Humber of matching segmants;
o | Auithar: HOT

7000 5
= | Mamarizs Translatar: TCHT = | Mamorize |

| Ehanged aftor: LS R T r 1 il
Hr of matching sepments: 5,660
S50 L L T = 11 =
£
2501 00 Canfirm “

2501 00

| ERanged bofara: ST

| Searcn | Advanced opuons |

|
g You are going to modify 5669 segments. Do you want o continue?

ves || mo
S5

2501 00 51
2501 00 51

58=
2501 00 @1

A

[ close ||~ Transiaste interactive || Tronsiate ail_|

Screenshot 18 - Search and Pre-translate with copy of source to target (segments only with numbers)
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9- Footnote seaments: Footnotes are treated as end notes and are always displayed at the end of each one of
your documents if it is a multi-document project. There is no visible "link" (besides a non-descriptive tag, if you are
translating with tags) between them and the respective paragraph. However, they will be correctly displayed in the
translated documents ... as long as you have inserted the respective tag in the relevant segment.

10 - Notes in translated documents: You can have notes linked to particular segments in your document which
are displayed in the Notes pane when that segment is open. When closed, those segments are highlighted with a

background colour (Bifi) in the Editor (default). Neither this highlight nor the actual notes will be transferred to the
Office document.

Notes 2 O

Check with terminologist

Editor - ELARG-2014-80031-02-01-PT-TRA-00.DOCX a

- - Cut corduroy i
- - Veludos e pelucias obtidos por trama, cortados, canelados (cotelés)

Screenshot 19 — Notes display

However, you can export all your notes to a file, if you want to discuss them with a colleague/terminologist/reviser.

To generate a list of your notes (note, source and target segments), press Ctrl+Shift+F6 or select the wri_notes
script in the Tools — Scripting menu.
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Screenshot 20 - List of notes (together with source and target segment), by documents in the project
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Auto-propagation — Non-unique segments / alternative translations / default translation:
The first translation of a segment that occurs 2 or more times in one or more documents in a project is
automatically propagated in all the other repeated segments (non-unique segments) and OT considers it the
default translation. These segments have the status “translated” and are counted as such in the statistics.

You can choose to have the first occurrence of that segment greyed - to call your attention to the fact that it will be
repeated further on in your project - or to have it greyed only in its second occurrence.

lals, R 2 AL 2 Al F

¥ N - —= T 'l-‘!

iF View Options R _ X T

V| Display all source segments in bold ’

s [

..... | Include the first non-unique segment when marking non-unique segments %
oK Cancel ||

I ] I ancel ] !

L% A
T - .

Screenshot 21 — Display of first occurrence of non-unique segments (greyed or not greyed)

Take into consideration that if you change the translation in any one of the segment’s occurrences, all the other
identical segments (in all the project documents) will automatically and instantaneously be changed, in a
background operation you don't see, without any need for confirmation or search, search/replace on our part ... but
also without any warning.

So, if you want the translation of a particular instance of a non-unique segment to be different and not changed
automatically if any other of its occurrences is changed, you can define it as an alternative translation — just by
clicking on it in the target segment with the mouse right button or selecting it in the Edit menu. This way you
dissociate it from the other identical source segments by linking it to the previous and next segment.

For segments with one or more alternative translations, the several translations are displayed in the Multiple
Translations pane.

Meraing and splitting of segments/seamentation: OT does not allow easily merging or splitting
segments in the Editor. You can do it, but it is not straightforward.

However, you can easily correct/change the original (even merging paragraphs) and update the project with the
changed document.

Addina formatting to the target seament: In OmegaT you can omit formatting that is present in the
source segment but you cannot add formatting which does not exist in the source segment. You will have to add
that formatting in the final translated document in its native application.

Orphan segments: These are segments that you already translated — and which are therefore in your project
memory — but which no longer exist in the documents in your project.

This may happen when you delete — for some reason — a document from your project or when you update a
project with a new version of one or more documents (and delete the previous version).

These segments will be displayed in the Fuzzy Matches pane (with their match rate) and identified as “orphans”.
They are displayed first according to the match rate.
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15 - Auto-completion: It allows you to complete words from glossaries or auto-text (your own list of abbreviations
for instance), to add (special/foreign language) characters and also to manage tags by pressing Ctrl+Space and
cycling through the options with Ctrl+Page Up/Down. You can add entries and you have some customization

options.
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Screenshot 22 — Auto-complete features

16 - Glossary entries highlighted in each open segment (TransTips): The terms/strings with a blue
linear and bold underline (by default) mean that there is an entry in one of the glossaries (displayed in the
Glossary pane) of your project. The entries from your writable glossary are displayed first and in bold (in the target
language) in the Glossary pane.

By right clicking on the mouse in the term in the Editor, the translation(s) of that term/string will be displayed in a
dropdown menu. You can select to insert it at the position of the cursor in the target segment in the Editor by
clicking on it.

If you do not want to see all those blue underlines, in Options & TransTips, unclick Enable TransTips. Then you
will not see the blue underlines, but the entries will continue to be displayed in the Glossary pane as long as there
is a glossary in the \glossary subfolder of your project.

Pt 437 GO0 Wew Bo0 CoTom bl
i T i W | ] o
B VL AYE ==Qa8s 2T PE O
T O 1 T - O [ —- - o
Frangfabion fae scafed by mechame on Jr-Aer- 200 8 of OREIED B Comy . - B0
Yariabie aunilahiiity of iocal frequencies within Mning Ange= =~ ~&%= <=-=-< —<ie <= hatwaen i C
e — [ —— i g g
l T st srizricaz o
<segment 0140 TTRA” > et
Disporibdidesa do foquincas ioal vanivel nos BEpOJ0S esnsy BirD | ante SIElR SEACE ¥ 1000 O BEaIc
4 b e tegarnets W SPELE = $30810 LOATCY
fheten ol %
N b doria 1 diaponive
Trqatta 2 obeg gHponive
'“ af 5 dhibis Ui - pama o8 wanags P
= LR LT = @ 8
Pin ab ey dhe anCkD OF TregT
Pt Praen
1
|| Multiple sndior neors axpensive squipment is recuined ts tul ::_ :‘:'_ | mp argos
nvnilabia in Gifferee localions: 3
4 I O cieee
" Higmer enuipenest cosis caused by B MoK o sEonomins of & :":::_'"m‘“ Wans, whrith
| leads b highar preductisn cosis; = i F— -B a8
ﬂh s o ard dwvyiog sl s ko schlues ¢ e i
Betesan  (mmmsam Tvars mase
AR geor: woky (5 e, a7 (i)
= == = e

Screenshot 23 — TransTips and Glossary pane
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- Spellcheckina: You can check the spelling in all the documents of your project — with Ctrl+Shift+F7 or
selecting that option in the Tools menu — and update your dictionaries of ignored or learned words.

This update is recorded in a sort of “dictionary” files that are language-specific and which are used for all your
projects. They are saved in the _CONFIG-PERSONAL subfolder in the OmegaT_Projects folder as a txt file and
you can just edit it as usual, for instance to delete or add lists of words (in batches).
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Screenshot 24 — Spellchecker for the all project

numbers, shorter target, equal source and target, untranslated segments, etc. with the shortcut Ctrl+Shift+F3.
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Quality Assurance: You can check your documents for a series of possible errors: check for inconsistent

Screenshot 25 — Quality Check for the whole project — or for a document in the project — with multiple options

- View the source document: You can view it directly from OmegaT by selecting View Source File in the
Project menu.

- View the target document: There is no (real-time) Preview, but you can easily and quickly view the
document you are translating directly from OmegaT by selecting View Target File in the Project menu, thereby
opening it in its native application.
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3 — OmegaT main functions, shortcuts and icons

Functions and shortcuts: As in most applications, you can use the menus (with the full features) or the shortcuts (for
many operations). Below are listed some of the most frequently used.

DGT icons: DGT IT Unit has added some icons for the most common operations, which are self-explanatory (place the
cursor over them and a text will appear). A new icon has been added to give direct access to the full IATE interface.

ALAVYI | ==0ad

B e ©

1 2 3 4 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21

Function Icon |  Shortcut Information

New project 1 Usually created with the DGT-OT Wizard

Open project 2 Ctrl+0 Usually opened with the DGT-OT Wizard

Reload 3 F5 If you add or delete documents, or add glossaries or dictionaries, to an OT project

Close project 4 Ctrl+Shift+W | Closes the project, but not OmegarT.

Undo last action 5 Ctrl+Z Only within the open segment

Redo last action 6 Ctrl+Y Only within the open segment

Search project 7 Ctrl+F To search terms/strings with many options

Search and Replace 8 Crtl+K Search/replace all or one by one.

Go to previous segment 9 Ctrl+P

Got to next segment 10 Ctrl+N

Go to next untranslated 1 Ctrl+U

segment

Go to the next Translated Cirl+ShiftsU

segment

Replace with match 12 Ctrl+R Replaces the target segment with the match you select in the Fuzzy Matches pane.
13 Inserts in the target segment, at the position of the cursor, the match you select in the

Insert match Ctrl+l Fuzzy Matches pane.

Replace with Machine 14 Ctrl+M Copies to the target segment the MT output that is displayed in the MT pane and

Translation tri+ replaces what is there.

Insert Next Missing Tag Ctrl+T Lr}s;ﬁgscg;gofrlrst (or the next) missing source tag in the target segment at the position

Insert missing source tags 15 Ctrl+Shift+T | Inserts all the missing source tags in the target segment at the position of the cursor.

; 16 . Shows the list of segments with missing/different/surplus tags in the target segment.
Validate tags Ctrk+ Shift+V Clicking on the segment number, OT jumps to that segment in the Editor for editing.
DocFinder 17 Ctrl+Shift+D | Highlight the reference to search and it opens DocFinder
Quest 18 Ctrl+Shift+Q | Highlight the term/string to search and it opens Quest
IATE 19 Ctrl+Shift+L | Direct access to IATE with all its features allowing the creation of new entries.
Euramis 20 Ctrl+Shift+E | Highlight the term/string to search and it opens Euramis
Quit 21 Ctrl+Shift+Q | To quit OmegaT
Project files Ctrl+L Displays the list of documents in the project
Create Translated Ctri+D Creates all the translated documents in their native application and stores them in the
documents tr project \target subfolder
Create Current Translated Ctrl+Shift+D Creates the translated document open in the Editor in its native application and
Document tri+Shift+ stores it the project \target subfolder
Open project Folder Ctrl+Shift+F1 | Within OmegaT, to open the project folder in Windows Explorer
Insert glossary entry Crtl+Shift+G | To create a new glossary entry
Open writable glossary Ctrl+Shift+F2 | To open the glossary in Notepad++ to change or delete entries.

Go To Next/Previous Revised Ctrl+Shift+X | Used in the revision process for the translator to check the changes made by the
Segment Ctrl+Shift+Y | reviser and having - in the Fuzzy Matches pane - track-changes in target.
Spellchecker Ctrl+Shift+F7 | To detect spelling mistakes and learn/ignore words in the whole project
Quality check Ctrl+Shift+F3 | To carry out several levels of quality check
Auto-completion Ctrl+space | Glossary Entries, Auto-Text Entries, Missing Tags and Character Table

i Crtl+Page Down | Cycle between Glossary Entries, Auto-Text Entries, Missing Tags and Character Table
Auto-completion-cycle or Ctrl space ¥ y g 'ag
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4. Creating your first OmegaT project

1 - Copy the 2010 Office format already available in Tradesk to your computer.

2 -Click on the DGT-OT Wizard icon — ~— — in your desktop (automatically created in the installation of OT) to
open it.

Note: If it is not your first project, select Clear before starting the creation process.

| CisersymachamelAppDatsiLocaliLocal Dntumim MMM;DGM:\HHH\GNECHQE'GT WH-WDEM'GT 2014-80023-01-00-EN-OF
L CiUsersymachama\Appliatail seanl oeal D na b PG TR ECTYCNECT 2 4-B002 R CNEC T 200 4-80003-01-01-ErM-0f 8
CAUsersimachameippDatsLocafLocal Documants - mh&:th\,DGTﬁ.DnmmmMEchNEcT 2014-B002HCMEC T-2014-80023-01-02-EM-OF

Screenshot 26 — Creating a project with the DGT-OT Wizard

3 —Select the source and target languages from the dropdown menu (if not already defined).

4 —Click on Add — which by default will open a Windows Explorer window in the Dossiers folder — to select the
original document(s) previously copied to your computer. You have to select them one by one, even if they are in the
same folder. If they are in different folders, navigate the folder structure to reach and select all the original
documents.

5 —In the Windows Explorer window, click on Cancel or press ESC when you have finished selecting the documents.

6 — By default, the DGT-OT Wizard will give to the new project the number of the first document you added to the list, but
you can change it — in the Project field — writing a name meaningful to you.

7 —By default the DGT-OT Wizard will copy to your project an IATE extraction. If you do not want it for some reason,
untick the IATE option.

8 —Click on Create and the DGT-OT Wizard will create the OmegaT project.

9 -Click on Open (which is displayed in green when the project has been created) and it will open that project in
OmegaT.
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5. Start translating in OmegaT right away

Note: This is the basic information you need to translate a project. See also Section 3 for a list of main functions, shortcuts and

icons.

1- OT starts by displaying the list of the documents in your project. Click on Close to accept the opening of the first
segment of the (first) document. You are now ready to start the translation of your first project.

If you want to translate another document, just do Ctrl+L (or select Project Files in the Project menu) and the list
will be displayed again and you can select the document you want by double-clicking on it.

You can also change here the order in which OT displays the documents in your project by highlighting the name of
a document and clicking on Move First, Move Up, Move Down or Move Last.

|4 Project Files {15}

Filenarme
[RT0-301 3-80020-00-00-FT-TRA-00,dock
RTC-2013-50020-01-00-FT-TRA-00.docx
RTD-2013-80021-00-01-PT-TRA-00,doc
RTD-211 3-80072-00-00-FT-TRA-00, dors
Rrlh-?IH'!_-HIJI'I'.‘?-(ILI-I:Il-l-'l =T H.-'\-t!l].dnm
RTD-2013-80023-00-00-PT-TRA-00,docx
|RTD-2013-80023-00-01-FT-TRA-00,doce
|BTD-2013-80024-00-00-PT-TRA=00.docx
IHr[?-?II'IZ!-HI'.IIIJ-#-(ID-I:II -PT- H-b".-_l:ll:l.:.‘lnn
RTD-2013-80025-00-00-FT-TRA-00,docx
RTD-2013-80025-01-01-PT-TRA-00,docx
AT D201 2-80026-00-00-FT-TRA-00,doce
HT D=1 5-B0026=00-01 -_F"I =T RA=00, o
RTD-2013-8002 /-00-00-FT-TRA-00,docx
RTD-2013-80027-00-01-PT-TRA-00.docx

Todal nurmber of segmants
Humber of unique segments
. Translated unigue segments
il

Filber

[Microgedt OpanimL

Microsaft Open XML

|Micrasan Open XML
|Micrgsalt Cpen XML
|Micrnsalft Open XML

Microgaft Qpen XML

|Migrosaf Open XML
|Microgaft Qpen XML

Micrasoft Open XML

|Microsaft Upen XML
|Microsaft Open XML
|Microgaft Open XML
|Microsal Cpen XML
|Microgaft Open XML

Micrasaft Open XML

wiou can find detailed statistic information in the fils:
HL‘:iuurs'unmnme'lﬂppﬂm'nmml'-_w1 \OmegaT_Frojects\BTD-2013-FFP-Guided0 14\ omegatiproject _stats, bd

Copy Files o Sowrce Folder...

Encoding Numbier of Segments
|[opansmaL #37|
QpenxML 130
OpenxhL 181
|Openiml 128
|EIpenacmal 1,143
Openshl 1,543
OpenixML 138
|OpenxmL 1,899
|OpendML 146/
|OpenXML 1481
OpenixML 185
|OpenidML 1,164
|Capenacml 136
|DpenxML 183
OpendhL 1,114

| Download Mediawiki Page... || Clese |

Screenshot 27 — Project files list

= B 33X

Humber of unigue eg...
33|
12|
148
119|
B42|
Ta7|
117|
B19)
9|
L1 | - -
132 | Mave First
530 ———
10| | Mave Up
128
28 | Mave Down |

[ Move Last |

97|
5,037

2 — To see the statistics of your project before beginning your translation, select — in the Tools menu — the option you
want: Statistics, Match Statistics or Match Statistics per file. Those statistics are stored in the project \omegat

subfolder.

Getting Statistics is a fast process, but Match Statistics (per file) can take a while if you have a really big project

(hundreds of pages). The good thing is that you can do it any time!

3- There are some preferences that you may want to change right away:

v/ Menu: Options & Font:

Font type and size: by default Font: Dialog; Size: 18

v Menu: View:

How the segments are displayed/highlighted (only target, also source, identification, etc.)

v/ Menu: Options & View Options:

Include the first non-unique segment when marking non-unique menus: By default not activated
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v/ Menu Options & Editing Behaviour Options:
Minimal similarity (of automatic insertion of matches): by default 80%
Stop at segments with multiple translations: by default not activated
Go to Next Untranslated Segment stops when there is at least one alternative translation: by default inactive
Validate tags when leaving a segment: by default not activated

4 - QT displays the first segment to be translated and, by default, if there is a Euramis match above 80% (or a different
threshold of your choosing), it will be automatically inserted in the segment open for translation.

If you want to use Machine Translation (which is displayed in the MT pane) even when a Euramis match has been
automatically inserted in the target segment, just press Ctrl+M to replace it by the MT output.

If there is no match, OT will display the MT output (by default). You can deactivate the automatic insertion of MT in
Options & Editing Behaviour, by unticking Insert Machine Translation. It is here that you can also select the
Minimal Similarity threshold for the automatic insertion of Fuzzy Matches.

9F Editing Behaviour Options 2

Please select what text you would like to be inserted into the segment that is not translated
yet, when you mowve to it.

The source text @) Leawve the segment empty

+ | Insert Machine Translation

+ | Insert the best fuz=zy match
Minimal similarity: 20
Prefiz:
Attempt to convert numbers when inserting a fuzzy match
| Allows translation to be equal to source
Export the segment to text files
Go To Mext Untranslated Segment stops when there is at least one alternative translation
Allowr tag editing
Vvalidate tags when leaving a segment i

v | Save auto-populated status

[ O J| Cancel

Screenshot 28 — The Editing Behaviour Options menu

5- Toinsert in the target segment an Euramis match other than the first (higher) match displayed in bold in the Fuzzy
Matches pane, position the cursor on the Fuzzy Match segment you want to use, double click on it (which will turn
to bold as the selected segment) and use the shortcuts Ctrl+R or Ctrl+l.

You can also right click on the mouse and choose the option you want from the drop down menu: To Insert Match
into Translation or To Replace Translation with Match or press Ctrl+{number of fuzzy match} followed by
Ctrl+R or Ctrl+{number of fuzzy match} followed by click on the icon Replace with Match
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It is also in here that you can see, when there are some/many repetitions between documents, what are the
documents in your project that have a particular non-unique segment.

~Comitracte-all-tevt

== e

;SR AL RFEH O
Foasgy Matchiom - O B
=i==Orphan segments (*0 more)= <23/01/14 15:00=
Match: =10NRE%> - Source; =--= - Translator; s=<fj=
{1} == TH QR the confidential information is subseguently communicated o the recipient without any obligation of confidence by a third party
whe s In lawlul possession thereol and under noe obligation of confidentiality;
ORI DIPF: the =10/>conflidential information =t1/=is subsequenly communicated o the reciplent withoul any obligation of confidence by a
third party who |5 in lawful possession thercof and under no obligation of confdentiality
TH TRA: as Informagbes confidencials forem subsequentemente comunicadas ao destinatirio sem gualquer obriga¢cio de
conflidencialidade por um terceire gue esteja na posse legal das mesmas @ que ndo esteja vinculado pela obrigacdo de confidencialidade;

Screenshot 29 — List of documents in the project with the same non-unigue segment (in this case 9 documents)
and options to insert or replace translation in Editor.

6 - Translate/correct your first segment and press Enter to validate it and to open the next segment for translation.

7- If you want to go to another segment (far) above or below, just scroll/go to that segment and double click on it to
open it for translation. OT will save the previous segment to the project memory and open the new selected
segment.

8- You can copy/paste, drag/drop between the Fuzzy Matches, Search and Editor panes and from applications
outside OT.

9- To use DocFinder, Quest, Euramis or IATE, just highlight the term/string/OJ reference you want to search and
click on the icons or use the shortcuts (Ctlr+Shift+F, Ctlr+Shift+Q, Ctlr+Shift+E or Ctrl+Shift+L, respectively).

10 — To insert a tag, position the cursor where you want the tag to be inserted and press Ctrl+T. OT will insert the first or
next missing tag in that position. You can also right-click the mouse and choose the tag you want from the
dropdown menu.

Other options are: pressing Ctrl+Space to use the Auto-Completion feature to choose the tags in the dropdown
menu (this is especially interesting for paired tags (bold, underline, italics)), clicking on Icon 15 to insert all missing
tags at the position of the cursor or copy/paste or drag and drop the tag(s) from the source segment.

If, in the open target segment in the Editor you have a match with tags and you want to get rid of the tags for some
reason, press Ctrl+Shift+F5 (or select Strip tags in the Tools menu) to have the target segment cleaned of tags
so that you can edit a “clean” segment ... probably with different tags.

11 - To search terms/strings in the project and/or the reference translation memories and/or glossaries and or/notes,
highlight them in the Editor pane, press Ctrl+F and press Enter to accept the defaults % or select the setting(s)
you want in the Search window. OT will search for terms according to the settings. There are many options worth
exploring.

12 - You can Search / Replace all or one by one (Replace Interactive) by doing Ctrl+K or clicking on Search and
Replace in the Edit menu.
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13 - To create a glossary entry, highlight the source term you want and press Ctrl+Shift+G (or go to the Edit menu and

click on Create Glossary Entry) and fill in at least the first 2 of the 3 fields available (source term, target term and
comments).

i

B Creane Giossary Entry FLY
Enter a source term, o target term and a comment:

Source term:  Fusion for Energy

Targel term: Fusdo para 8 Produgio de Energia
MOM-Abbreviaton F4E -
Comment:
4
Glagzary file:

" CiUsers\ymachame'sppDataiLoca\DET\OmegaT _Projeds\T-RT
y D-B0063-T-HLF-MIM\glossary'glossary.ba

Cancal

Lo ]
Screenshot 30 — Creating a new Glossary Entry

If it is the first entry you create in that project — and you have no previous writable glossary in the \glossary folder
of your project — OT will automatically create a glossary for the project.

If you want to delete or change an entry in your writable glossary, press Ctrl+Shift+F2 (or select that option in the
Tools menu) to open the glossary in Notepad++ for editing.

14 — The terms/strings with a blue linear and bold underline in the open segment in the Editor mean that there is an

entry in one of the glossaries in the \glossary folder of your project (which are displayed in the Glossary pane). By
right-clicking the mouse, the translation(s) of that term/string will be displayed in a dropdown menu.

You can select to insert one of them at the position of the cursor in your target segment by clicking on it. Terms
displayed in bold belong to the project glossary.

15— To use the Auto-Completion feature, press Ctrl+space and cycle through the options by doing Ctrl+Page

Down/Page Up to select the option you want.

To add a new entry for auto-text (abbreviation), select Options & Auto-completion & Auto-text and add your
new entry. To add a character to the character table, select Options & Auto-completion & Character table.

16 — After finishing your translation, or at any time during the translation process, click on the icon 16 (Validate tags) or

press Ctrl+Shift+V and check if OT detected anything wrong/missing. By clicking on the number of the segment in
the window that is displayed on the left, OT will jump to the segment in question and open it in the Editor pane and
you can correct it if needed.

The Validate tags check is sometimes overcautious. There are tags that you may ignore... but others not!

—— = me oo = T w aa  w— =T
Intuiss wilh mosified Lags

and regulating Switzerland's participation in the ITER & gue reges a participaglc da Sulga nas atividades do projeto
a8 actnites cardied oul By Fusion for Energy is hereby ITER reakcadas pela Empresa Comum Fusien for Energy Muis=irig
approved on behalf of the European Union, sukyject to the | aprovada, em nome da Unido Europeia, sob reserva da = Fix
conclusion of that Agreameant="k= aelebracio do referido acordo
re | This Decision shall be published in the <ti/>Official Journal A presente decislio & pubbcada no Jornal Oficial da Unilio Missing
-~ af the Edropgean Ur_uun. ) Eu:up_mu | = Fix
115 The propgosalinitiathve relates to <tli=an action redirected A propostaliniciativa refere-se a uma aclo recrentada para Mis=ing
towards a naw action UM OVAa Ao Elx
Moededas poliicas Qui Vvisam promover @ cooperachoc enlng g
=1if>Policy Measurs 10 ANCOLFAGE Cooparation Detwesn UE & a Confederagio Sulga, lendo em conta a importdnaia da
i EU and <ti/>Euraton and S siand In visw oF the nvestigacho CAT para as Partes & a implamentacio conjunta
importance of SET research for the Parties, <tz2i> <tif=on. 27 SUNSS de programas de investigago de interesse matuc, a
120 going jomt<=t4/> <tsf=implementation of research fim e permitr m cooperaglic e o acesso a atividades el ne
pregrh a of martusl intareat, 1o cooparate and ghe reghradas no dmbile do Programa-Cueadro Honzonle 2020, do = Fix
access to acthities carried out in Hortzon 2020, Euratom || roarama Euratom ITER & do Desanvohimania da Enengla de
ITER and the Development of Fusion for Energy {(FAE) Fusldo para a Producio de Ener\glaLF
F

Screenshot 31 — Tags validation by document or for the whole project

If there is a tag at the very beginning or end of a segment, or tags before and after a full stop in segments that
should have been split, don't even think of what they mean, just insert them, in the same position, in the target
segment or otherwise it may happen that your translated documents will not be generated.
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17 -

18 -

19 -

20 -

21 -

22 -

23 -

24 -
25—

26 -

Concerning paired tags — for italics, bold, underline — if you insert only one of them, your document will probably
not be generated as expected. However, if you do not insert both, the only problem is that the particular word/string
will not have formatting in its native application.

Concerning footnotes, if you do not insert the tag in the target segment, the footnote will not appear in the
translated document in its native application, although you have translated it. So, be careful!

However, if you are working with Remove Tags activated, the footnotes will be in the right place at the bottom of
the right page and the number of the footnote will be at the end of the right paragraph ... but maybe not in the right
position. You will have to check and, if necessary, change it in the translated document in its native application.

You can do the Spellchecking in your whole project by clicking on Ctrl+Shift+F7 or selecting it in the Tools menu.

You can also add learned or ignored words one by one by right clicking on the mouse and selecting Ignore all or
Add to dictionary.

You can do a quality check of your project — QA Check Rules — by clicking on Ctrl+Shift+F3 or selecting it in the
Tools menu. You can choose the type of “errors” you want to detect by ticking/unticking each box.

If you want to view the document you are currently translating, press Ctrl+G and OT will generate the translated
document and display it in its native application.

If you have one or more translated documents open in their native application, the operation cannot be completed.
So, don't forget to close all those documents before generating translated documents with this shortcut or the
Ctrl+D and Ctrl+Shift+D shortcuts.

To create the translated document(s) in their native application(s), press Ctrl+D to generate all the target
documents or Ctrl+Shift+D to generate only the document you are working on. They are generated in the project
\target subfolder.

It is better to do Validate tags before creating one or more translated documents. But if you don’t, OT will generate
them — even if without some formatting — except if essential tags are missing (see point 16 above). If so, correct
them and generate the document(s) again.

You can generate the formatted document as many times as you want, taking into consideration that any changes
you make directly (formatting or content) in the generated target document will not be transferred to the OT project
memory.

Every time you repeat the Create (Current) Translated Document(s) command, OT will replace — in the \target
subfolder — the previously translated document(s) with the updated one(s). So don't make any changes in the
document(s) in their native application unless you are sure you won't use OT again for the translation of that
particular document.

If you are working in a project with a (large) number of documents and/or with different deadlines — and you make
changes in it'them directly — it may be “wise” to create a new subfolder in your project and save your document(s)
to that subfolder so that they are not replaced by any subsequent creation of translated documents.

It is not advised to make changes in a document in its target application without uploading it to Tradesk first.
If your reviser wants to use OmegaT, see Section 6.10 for a standard revision workflow.

To copy the translated document(s) to Tradesk — at any moment during the translation or to be sent to the
requester — for the moment you have to upload the translated document(s) using the Tradesk Upload function.

The translated document(s) are in the project subfolder \target of your project which is in System (C:) — Users —
{your login} — AppData — Local — DGT — OmegaT_Projects. Make it a Favourite!

If you finished your translation (revision included, if any) using OmegaT, export the individual memory of the
document(s) in your project in a format accepted by Euramis by pressing Ctrl+Shit+F8 (or select the option Create
Euramis Export from the Tools menu).

For the moment, you will have to send the memories so generated - saved in the project \euramis subfolder -
manually to Euramis via the Euramis interface, selecting the individual memory(ies) to be sent to Euramis in the
above mentioned subfolder.
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6 — Managing OT projects with the OmegaT Project Wizard

The OmegaT Project Wizard helps you to quickly and easily manage your OmegaT projects — creating, updating and
modifying them — by interfacing with Tradesk, Windows Explorer and OmegaT.

The starting point to create (or update) a project with one or several documents (with the same or different dossier
numbers) is always to use the Local copies option in Tradesk to copy to your PC/laptop the original documents to be
included in the project.

By default they are copied to the C:\Users\{your loginj\AppData\Local\Local Documents — no
backup\DGT\Dossiers folder).

To manage your project, you can click on the buttons or use the shortcuts (ALT + character underlined, for example
ALT+A).

Note: If the first character of each option is not underlined, just click on Alt to activate the shortcuts.

6.1. Creating a new project

e

1- Click on the DGT-OT Wizard icon— — —in your desktop, if it is not open. If OmegaT is open, close it.
2 - If a previous project is active (with its name in the Project field), click on Clear before creating the new project.
3 - Define the source and target languages (if necessary).

4 - Click on Add — which will open a Windows Explorer window — to select the original document(s) that you
previously copied to your computer. In multi-document projects, repeat the operation to add them one by one. Click
on Esc, or Cancel in Windows Explorer, when you have finished selecting documents.

5- By default, the name of the new project will be the name of the first document added and it is displayed in the
Project field, but you can change it to whatever you wish (for example, Budget2015).

6 - By default a filtered IATE extraction will be automatically copied to your project for projects with EN as source
language and all the other EU languages as target languages.

If you don’t want it for any reason, you can untick the option IATE.
7— Click on Create.

8- The Wizard will create the OmegaT project in a subfolder of the OmegaT_Projects default folder (System (C:) —
Users — {your login} — AppData — Local — DGT — OmegaT_Projects) with the original(s) you selected —
wiped of useless tags (TagWipe) if they are Word documents — and the respective memory files and MT output
available in Tradesk.

The DGT-OT Wizard assumes that, in the majority of cases, you will want all the memories that are available in
Tradesk.

As there are no speed or capacity problems, you can afford not to be selective. But if you want you can afterwards
delete the memory files you don't/no longer want in your project.

9- |If you are translating a project with a language combination for which Machine Translation is not automatically
pre-processed:

a) Request machine translation as explained in Section 2.2.10 and you will receive the MT file by email.
b) Click on Browse and open the \mt subfolder.
c) Copy the MT file received from MT@EC to this folder.

10 - Click on Open and it will open OmegaT and that particular project.
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6.2. Memory sharing in real time — TeamBase

chae IMIRRT peICAN 112G

For documents in a project that are translated by two or more translators, it is important to be able to share memories in
real time. With OmegaT, the sharing is done using TeamBase, a DGT in-house application which is managed via the
DGT-OT Wizard.

A TeamBase memory is a bilingual memory that is created on a server and which receives — in real time — a copy of
each translated segment validated by the translators connected to it in Read/Write mode.

You can connect to a TeamBase memory in Read mode only — in which case you receive segments from other
colleagues, but do not send your (validated) segments — or in Read/Write mode — in which case you receive segments
from your colleagues connected to the same TeamBase in Read/Write mode and also send your segments to share with
them.

Usually the “coordinator” of the project will create a TeamBase memory for your language pair to which others can
connect. That translator is considered the “owner” of that TeamBase memory and the only one who can delete it
(besides the IT Unit, of course).

The TeamBase memory is hosted in a server and it interferes in no way with (the memories of) your project which is in
your computer. Each translator continues to have its own local project and it will remain “untouched”. You will only see —
in the Fuzzy Matches pane — segments coming from TeamBase identified with the usual attributes plus “Teambase” at
the beginning.

The TeamBase memory is empty when created and will only have a copy — automatically done in real time — of the
segments that you and other translators open and validate while being connected to TeamBase in Read/Write mode.

It is the validation of each segment in OmegaT (with Return) — either of a new translated segment or of a modified or
unmodified one — that triggers the copy of that segment to the TeamBase memory (besides storing it locally in your
project memory, of course). So, the segments you — and your colleagues — translate in Read mode or disconnected
are not (ever) sent to the TeamBase memory.

If you are connected in Read/Write mode and you modify a segment that is already in the TeamBase memory, the
previous translation will be replaced by the new one, i.e., the TeamBase memory only keeps the last translation of a
unigue segment with the same translator’s login.

So, in the translation of a project, you can modify any segment several times and — in the TeamBase memory — there will
only be your last translation of each unique segment, which will be displayed in the Fuzzy Matches pane in the other
translators’ projects and in your own.

You can connect to one or more Teambase memories as there may be several projects ongoing that may be (distantly)
related. If you want to connect to other TeamBase memoriy(es), you can do it but only in Read mode. Only the first
selected memory can be in Read/Write mode.

In the TeamBase window you have 3 columns which display:
v All the TeamBase memories available for your language pair, in the left column.

Here you can connect to a TeamBase in the desired connection mode (the mode displayed in the button) or
change its connection mode and reconnect again;

v/ The memory(ies), if any, to which you are connected, in the middle column.

Here you can check (by highlighting the name of the memory) in what mode you are connected and it is also
here that you disconnect from the highlighted memory;

v The memories, if any, of which you are the owner (in the right column).

When you close a particular project and later reopen it, you will remain connected or unconnected to TeamBase as you
were before you closed the last session with that project. Check if you want to change anything.
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6.2.1. Connect to a TeamBase memory already created

To connect to a TeamBase memory already created:

1-

In the DGT-OT Wizard, select the project you previously created and with which you want to use Teambase, if it is
not the active project.

Click on TeamBase in the DGT-OT Wizard.

Select a memory from the list displayed in the left column.

Select the mode in which you want to work: Read (receive) or Read/Write (receive/send).
Click on Connect to Shared.

The TeamBase window will close automatically and you can start/continue working on your project.

6.2.2. Create a new TeamBase memory

To create a new TeamBase memory you have first to create the project using the DGT-OT Wizard, if you haven't done it

yet.

1-
2 —

In the DGT-OT Wizard, select the project with which you want to use Teambase if it is not the active project.

The name of your project will be automatically inserted in the field at the bottom of the Available Shared
Memories column.

If you want you can change its name to whatever is meaningful to you and your colleagues (Example:
EurSemester2015)

To work on that project, select the mode in which you want to connect: Read (receive) or Read/Write (receive and
send).

The other translators may choose, at different times, to work in either mode or disconnected.
Click on Connect to Shared.

The TeamBase window will close automatically and you can start/continue working on your project.

6.2.3. Change the connection mode

If you want to change from Read/Write to Read only — or vice-versa:

5-

With the relevant project selected in the DGT-OT Wizard, click on TeamBase
In the middle column, click on the name of the memory you are sharing

Click on the button Read/Write or Read to change the mode.

Close the TeamBase window.

You can resume your work.

If you change from Read/Write to Read, you will no longer be sending the segments you translate from then on to that
TeamBase memory, but you will continue to receive segments from others.

If you change from Read to Read/Write you will start sending the segments you validate after changing the exchanging
mode. The segments you may have translated in Read mode or disconnected will not be sent to the TeamBase
memory.
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6.2.4. Disconnect from a TeamBase memory

If you want you can disconnect from a Teambase memory:

1- With the project selected in the DGT-OT Wizard, click on TeamBase
2 — Select the name of the memory in the middle column

3 - Click on Disconnect From Shared.

You will no longer receive nor send segments from/to that memory.

If you are connected to more than one TeamBase memory, the other(s) will remain connected. If you want to disconnect
from other(s)/all, you have to disconnect one by one.

6.2.5. Delete a TeamBase memory

A TeamBase memory is a temporary memory to be used in an ongoing project. When the project is finished and all the
final translation memories have been sent to Euramis, there is usually no need to keep it.

Only the “owner” of the TeamBase memory (or the IT Unit) can delete the memory.
To delete a memory you own:
1- With the relevant project selected on the DGT-OT Wizard, click on TeamBase.

2— Click on the name of the memory you own and want to delete in the column Shared memories | own (the right
column).

3 - Click on Delete shared memory

6.3. Ranking memories individually or by subfolders

You can give priority to memories or groups of memories (for instance, Financial Regulation legislation, Horizon 2020
legislation) in an easy way so that:

@ In the Fuzzy Matches window, the matches are displayed by order of match rate (in ascending order) and,
with identical match rate, by the order of preference you gave to those memories or subfolders.
@ In the Search window, the segments are displayed by the order in which the tmx files were ranked.

To organise your memories:
1-You don't need to close OmegaT if you have it open with that particular project.
2 —Inthe DGT-OT Wizard, click on Browse and select the \tm subfolder of the active project you want to manage.

There you have all the translation memories that were automatically copied to your project by the DGT-OT Wizard
when the project was created or updated.

3-Using Windows Explorer features, you can rename tmx files (for example 1-22013D0743-EN_EN-PT-AL,
2-32013R1290-EN_EN-PT-AL) to rank them.

Or, even better, you can create subfolders in the \tm subfolder of the project — to where you can copy or drag and
drop the tmx files you want to use as reference — and give those subfolders the name and priority you want (for
example 1-Horizon2020, 2-Financial Regulation).

You can also just copy/paste folders you have in your computer with thematic translation memories and you can
change at any time the priority given to those memories or subfolders without the need to do Reload.

4 —You can resume your work if that project was open. If not, click on Open in the DGT-OT Wizard.
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6.4. Giving a penalty to memories

To give a penalty to one or more memories, you can create subfolders with names like "penalty-xxx" where xxx is a
number from 0 to 100.

1 -You don't need to close OmegaT if you have it open with that particular project.

2 —Inthe DGT-OT Wizard, click on Browse and select the \tm subfolder of the active project.

3 - Create a new subfolder with a name indicating the penalty you want (for example: a subfolder named penalty-30).
4 - Copy the translation memory file(s) to it.

5 - You can resume your work if that project was open. If not, click on Open in the DGT-OT Wizard.

A percentage penalty will be applied to the matches of all translation memory files within such subfolder. For instance, a
76/78/82% match will be transformed into a 46/48/52% match in the case of a 30% penalty.

6.5. Adding glossaries

If you don't already have a glossary that you want to use in the project, when you first create a glossary entry, OT will
automatically create a glossary for the project (the writable glossary) which is stored in the \glossary subfolder of that
project.

If you have personal/Unit/Department glossaries that you would like to use in your project, you can adapt them to be
used in OT.

The format OT accepts is the following simple txt file with 3 fields separated by tabs and ended by a carriage return (the
last field is optional):

Original term<tab>Target term<tab>3r field with whatever you like or empty<Return>

= My-notebook-MJM5. bt JIE]TERM-ESASE-European-System of-Accounts-EN-PT bt JIETERM-DE\,’CO-F'RAG-GRANTS_EN-F"
accidental damage danos acldentais TERM-ESLSSINY

2 accounting -contabilizacdo TERM-ESASSING
2 accounting -contabilidade TERM-ESLSSIRY
4  accounting framework quadro contabilistico TERM-ESZS5 I
5 accounting matrices matrizes contabilisticas TERM-ESZS5IHE
6 accounting period ——periodo contabilistico — TERM-ESASSHAS
7 accrual basis-— —especializacdo econdmica TERM-ESASSIRS
accumulation accounts (III) contas de acumulacdo (III) ~TERM-ESASSIES

woooo

acquisitions less disposals aquisigdes liquidas de cessdes TERM-ESASSIEE

Screenshot 32 — OT glossary opened in Notepad++ for editing
Save it as a plain text (txt), UTF-8 file.

If you want a glossary to be your writable glossary — the glossary where you will create new entries for that project —
the easiest way is just to (re)name it “glossary”.

To add one or more glossaries to your project:

1— There is no need to close OmegaT or that project if it is open.
2 - Click on Browse and select the \glossary subfolder.

3— Copy/paste the glossary(ies) to that subfolder.

4 — In OmegaT, do Reload (F5) and resume your work.
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6.6. Deleting memories from your project

In the DGT-OT Wizard, the approach taken was that, in the huge majority of cases, you will want all the memories that
are available in Tradesk to be copied to your project and therefore you are not asked what memories to import. The
DGT-OT Wizard just imports all the (tmx) memory files in the \pret folder related to the language pair of your project.

However, there may be projects in which you prefer, for some reason, not to use certain memories. So, to delete
memories:

1-You don't need to close OmegaT if you have it open with that particular project.

2 —In the DGT-OT Wizard, click on Browse and select the \tm subfolder of the active project.

3 - Delete the tmx files you don't (any longer) want to have in the project.

4 - You can resume your work if that project was open. If not, click on Open in the DGT-OT Wizard.

6.7. Updating a project with new documents/versions

You can add at any time new documents or versions of documents to a project in a simple way.

The segments you already translated are stored in the project memory and are automatically inserted in the new
document/version of your document(s) if there is a 100% match (including tags), without any action on your part.

1- If OmegaT is open, close it. Select the project to be updated by clicking on Select, if it is not the active project.
2 - Check that the source and target languages are correct. If not, select the correct ones.

3- Click on Add — which will open a Windows Explorer window — to select the original document(s) that you
previously copied to your computer. In multi-document projects, repeat the operation to add them one by one.

4 - Click on Cancel in Windows Explorer, or press Esc, when you have finished selecting your documents.

5- If new version(s) of existing document(s) are added, in the DGT-OT Wizard click on Browse, select the \source
subfolder and delete the previous version of the original document(s) if no longer needed (usual situation).

6 - Click on Update.
7 - Click on Open when the update is finished and the DGT-OT Wizard will open OmegaT and that particular project.

6.8. Updating a project with new aligned reference memories in Tradesk

If you don't want to add any new documents, but just add aligned reference memories that you have requested via
Tradesk (available legislation) or via Euramis (with copy to \pret) after creating the project, the procedure is basically
the same as described in point 6.7.

Based on the document(s) you add, OT will copy any new memories in \pret related to the defined document(s).

1- If OmegaT is open, close it. Select the project to be updated by clicking on Select, if it is not the active project, and
check the source and target languages.

2 - Click on Add — which will open a Windows Explorer window — to select the original document(s) that you had
previously copied to your computer and which are related to the new aligned reference memories you want to copy
from Tradesk to your project.

If the memories relate to documents which are part of a single dossier, you just have to add one of the documents
in that dossier and the DGT-OT Wizard will copy all the new memories to the project. If it relates to different
dossiers, select one document from each dossier.

3— Click on Cancel in Windows Explorer, or press Esc, when you have finished selecting the documents to which
those memories refer to.

4 - Click on Update.
5- Click on Open when the update is finished and the DGT-OT Wizard will open OmegaT and that particular project.

32



6.9 — Updating a project with local memories

If you have thematic or reference memories in your computer — for instance, from a previous project — that you want to
use in a project, you can easily do it.

1- There is no need to close OmegaT or that project if it is open. Select the project to be updated by clicking on
Select, if it is not the active project, checking that the source and target languages are correct.

2 - Click on Browse and select the \tm subfolder of that project.

3 - Copy to it the memory files in your computer to be included in that project with copy/paste or drag & drop (from
another Windows Explorer window) and, if you want, organise them as explained in Section 6.3.

4 - You can resume your work if that project was open. If not, click on Open in the DGT-OT Wizard.

6.10. Sending translated documents to Tradesk

If you want to copy the Office translated documents (even during the translation process) to make them available to
everybody in Tradesk or to finalize them and send them to the requester:

1 - Check that you have no translated documents from that project open in their native applications.
2 - Do Create (Current) Translated Document(s) (Ctrl+(Shift+)D in OmegaT.
3 - In Tradesk, Upload of the document(s) you want from the project \target subfolder.

6.11. Sending translation memories to Euramis

If the translation is finished (revision included) using OmegaT, now you can already send the individual memory(ies) to
Euramis with the relevant attributes.

For the moment, you must do it manually:

1 —Generate the memory(ies) to be sent to Euramis by clicking on Crtl+Shift+F8 (or Tools — Scripting — Create
Euramis Export). That memory is saved in the \euramis subfolder of your project.

2 - Open the Euramis interface and select the individual memory(ies) to be sent to Euramis in the above mentioned
subfolder.

To see to which Euramis Memory are your particular document(s) to be saved, see the Euramis & Statistics &
Managers & List to see Where to Save a document from a given DG, service or Cabinet

3 = You will receive an email with the confirmation that the memory of your document(s) has been saved.

6.12. Backups

1- Automatic backups are made when a project is created — and they are updated every 10 minutes — to the
H:\CAT\OmegaT-Projects folder, which has automatic backups by the IT Unit.

In case of problems in your computer, the project backup folder can be copied to another computer or your repaired
computer and be used without any conversion. You just open the project with OmegaT (Wizard) and resume your
work.

2 - Manual backups — By clicking on Backup in the DGT-OT Wizard, you can manually update the backup any time
you want.
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6.13 — Using DGT-QT in revision

If your reviser wants to use OT to do the revision of your document(s) - and of course if you have done all your
translation work using OT - you can do it but with some manipulations on your part as there is no automated revision
workflow for the moment.

Take into consideration that, in OT, there are no track-changes in the (open or closed) target segment(s) displayed in the
Editor. There are only track-changes in the segments displayed in the Fuzzy Matches pane which, in the revision stage,
are from the “draft” translation that is being revised and eventually from other external memories.

As it is possible to display track-changes in the target segments too, the translator who is checking the changes made by
the reviser - to accept them or not - can see the track-changes in the target in the Fuzzy Matches pane for the segment
that is open in the Editor.

Also take into consideration that, if you — as the translator - have the last word, you cannot accept some of the reviser’s
changes and reject others in a particular segment. You can either accept all the changes made by the reviser or change
manually the ones you don't accept. Or you can also reinsert your initial translation (from the Fuzzy Matches pane) and
do the partial changes to your initial translation manually.

Here is presented a standard workflow of a (single or multidocument) project that is translated by 1 translator and
revised by 1 reviser and the whole project is sent for revision.

6.13.1. The Translator prepares the project for revision

In the original translation project:
1- Close any generated translated documents that may be open in their native applications.
2 - Generate the translated document(s) with Ctrl+D. If your reviser wants the documents printed too, print them.

3- Copy the translated document(s) to Tradesk (using Tradesk Upload feature) so that they are available there to the
reviser ... and to everybody else.

4 - You can also export any notes you may have introduced with the command Ctrl+Shift+F6 (Tools - 6. Write Notes
to File script) which will be saved in the \script_output folder generated in your project folder when you use this
feature.

This way you can give the notes to the reviser in paper or electronic format. Anyhow, they will be displayed when
the reviser opens a particular segment which has a note.

5- Generate the project translation memory(ies) to be used for revision by pressing Ctrl+Shift+F9 (or Tools - 9 -
Create OmegaT Export) and selecting (all) the document(s) in the window that is displayed.

OT will generate individual memory files (if it is a multi-document project) - with notes and alternative translations, if
any (but without orphan segments) - to the project \export-omegat folder.

6- With Ctrl+C and Ctrl+V, do a copy of your project to the same folder and rename it (for instance {name-of-the-
project}-FOR-REVISION). This way, your original project will remain intact and you can always reuse it if you want.

In the copy of the project for revision:
7-  In Windows Explorer or via the DGT-OT Wizard, open the project folder.
8- Copy the memories generated in the \export-omegat folder to the \tm\auto folder.

If you want (it's optional) rename it/them (for instance, {name-of-the-document}-DRAFT) so that there is no doubt
that these are memories before revision.

9- Open the \omegat folder and delete all the memories there. Usually there will be a project_save.tmx file and
several backups (example: project_save.tmx.201503121120.bak or project_save.tmx.bak). Leave the other files
in this folder as they are.

10 - If you want you can delete files - translation memories (retrievals or reference alignments) in the \tm folder, MT
output in the \mt folder or any other files - that you consider of no interest to the reviser.

11 - Copy this project to a location on a server that you have agreed with your reviser or which is the location used in
your Unit/Language Department to exchange projects.

12 - Inform the reviser that the project is ready for revision and indicate the location.
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6.13.2. The reviser does the revision

1- In Windows Explorer, copy to the OmegaT_Projects folder the project for revision prepared by the translator that
was copied to the server.

2 - Open the project as usual via the DGT-OT Wizard to have automatic backups every 10 minutes.

3- The process is the same as in translation mode. The only difference is that the documents are considered
pre-translated and the segments are displayed in the Editor with an orange background to indicate that they were
“auto-populated”.

4 - You can open all the segments or just the ones you want to change (View mode with Display Source Segments
activated).

Only the segments that you open and change will be identified with your login and will no longer be displayed with
an orange background. The others will remain with the login of the translator and with the orange background.

5- In the Fuzzy Matches pane, you will see first the segment from the files in the \tm\auto folder (the “draft”
translation) and after them the segments from external memories, if any.

As OmegaT only keeps the last modified translation in the project memory, this way you can always recheck the
segments you revised against the initial translation displayed in the Fuzzy Matches pane.

6- You can see the Notes that the translator may have written and you can “communicate” with the translator writing
your comment/answer or creating new notes.

7- Atthe end you can check the segments you revised just by scrolling in the Editor and looking at the segments that
are no longer with an orange background and eventually opening them and changing them again.

8- If you want to check the changes you have made with track-changes, you can - in Options & External TMX
Options menu - tick the box View diff in target. Of course, you will have to open the segment to see the
track-changes displayed in the target segment(s) in the Fuzzy Matches pane.

If you do that, don't forget — after finishing the revision — to change again this setting if you are afterwards going to
do translation (and not revision) work.

9- |If you also want to quickly check the changes you have made and not scroll in the Editor if it is a big project - just
filter those segments by doing a Search by Regular Expressions, writing a dot (“.”) in the field In translation, your
login in the field Translator and selecting Memory.

Don't forget to tick the box in those 2 fields (and to untick them when you no longer need it).
Those segments are displayed in the Search pane and you can filter them for editing in the Editor or just click on
the number of a particular segment to open it in the Editor.
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Screenshot 33 — Searching and Filtering - by the reviser- of the revised segments, by login of the reviser (in this

example machame-REVISOR)
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10 - When you finish the revision, rename the project (for instance, {name-of-the-project-REVISED).

11 - If you have the last word and you release the translation, just follow the normal procedure to send translated
documents to Tradesk and translated document memories to Euramis.

12 - If the revised translation is to be finalized by the translator - or if you want to give the revised translation to the
translator for information purposes only - copy the whole project to the same server location and inform the
translator.

6.13.3. The translator finalizes the project

If you are the translator and you have the last word:

1-  Copy to your computer the copy of the revised project from the server location.

2 - Open the project as usual via the DGT-OmegaT Wizard to have automatic backups.

3- To easily see the segments that have been changed by the reviser, in the View menu activate Mark Revised
Segments to have those segments marked with a red background. To see the changes made by the reviser, use
the feature Go To Next/Previous Revised Segment (View menu) or the shortcuts.

What OT does is go to and open the segment that is identified with the login of another user, in this case the

reviser's login. You can also do as explained in point 9 of the previous subsection and use the Search and Filter
features.
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Screenshot 34 — Viewing the changes made by the reviser with the Mark Revised Segments feature

4 — Either accept the changes made by the reviser, reinsert your own translation from the Fuzzy Matches pane and/or
do partial changes to any of them.

5- To finalize your project just follow the normal procedure to send translated documents to Tradesk and translated
document memories to Euramis.
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7 — Managing projects directly in OmegaT — Translation of
confidential documents

OmegaT itself has basic management features and in DGT the management of projects is done via the DGT-OT Wizard.

But when you have confidential documents, you cannot use it and you will have to create the project directly in OmegaT.

In that case, you will not have:

1 - Automatic backups to the H:drive, so take appropriate measures concerning backups.

2- Your documents, if they are docx, will not be automatically wiped of useless tags (the “tag soup”) and you will
have to use the manual TagWipe available in your Desktop or work in OmegaT with the Remove Tags option (in
the Project — Properties menu) activated if your document(s) have too many useless tags.

You can create the project in your computer or in a USB key, depending on the security instructions.

With the Project menu (or with shortcuts or the icon) you can create a project directly in OmegaT.

Project | Edit Go To View Tools .li:.'tl.‘.l'ln:lns- el

L L T
Copy Files 1o Source Folder...
Cownload MediaWiki Page..

= Reload FS
@ Clozs Cirl +Shift+\W
Sanvne Crri+5S
Create Transiated Documents Curl =D
View source file Crrl+H
Wiesww target file Cirl+G

Create Current Translated Document Cirl+Shift-D
Proporiies. Cirl=E
Project Files... Cirl +1

Ed OQuir Crl+ 2
Screenshot 35 — OmegaT Project menu
7.1. Creating a project directly in OmegaT

1- In the DGT-OT Wizard, open any project to open OmegaT as in DGT the access to OmegaT is done via the
DGT-OT Wizard.

2 — Close the DGT-OT Wizard

3 - In OmegaT, close that project (Edit — Close)

4 — Create a new project (Project — Create) — anywhere you want — and give it the name you want.

5- |Ifitis a docx, use the manual TagWipe if you want or work with Remove Tags activated (in the Properties menu)
6 - Inthe Project menu, select Import Source Files to copy the original documents to your project

7 - If you have external memories, copy them to the project \tm subfolder using Windows Explorer.

8- If you have MT files, create a \mt subfolder (which is not there if you create a project directly in OT) and copy those
files to it.

9-You can work normally with OmegaT ... but there will be no automatic backups, no automatic updates, etc.

7.2. Managing a project directly in OmegaT

To update or modify a project directly in OmegaT, it is, mutatis mutandis, as explained in this Quick Guide... but without
the help of the DGT-OT Wizard to interface with Tradesk and so you will have to do those operations manually.

You can access the open project via the Tools menu, under Scripting — Project Folder and manage your project
directly via Windows Explorer.
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8 — List of memorized Reqular Expressions

The Regular Expressions below are memorized in the Search window for the In Source field. They will be displayed
when the Expression mode is set to Regular Expressions.

As the Memorize feature is field-dependent, write/copy the regular expressions you need to other fields in the Search
window or in the Search/Replace or Search and Translate windows. If you want to include a description, use the “|"
followed by the RegEx (like those memorised here), making sure that it is not a string that is likely to happen in any text.

To memorize Regular Expressions, just write or copy the RegEx you want in the field you want, click on Memaorize for
that field and select if you want to save it for the session, the project or all projects.

Regular expression Memorized description What it finds
[\d]{l,},[\d]{l,Z} 1-2DECIMALScomma Decimal numbers (2 decimal places) separated by comma (,)
[\d]{l,}\.[\d]{l,Z} 1-2DECIMALSdot Decimal numbers (2 decimal places) separated by dot (.)
[\d]{l,}\.[\d]{1,2}% 1-2DECIMALSdotPERCENTAGE | Decimal numbers (2 decimal places) separated by dot (.) immediately

followed by %
\d]{1,2}\.-VI\d{1,2}]\.- DATES Dates in following formats: (D)D.MM.YYYY, (D)D-MM-YYYY and
\[/][%({j] {4{[ VIndi 21 (D)DIMMIYYYY

At the beginning of segment : add * at the beginning, e.g. "N\d}{1,2}]\.-
VINdK1,2}\-VINd {4}

At the end of segment : add $ at the end, e.g. \d]){1,2}[\.-V][\d{1,2}\.-
VINd){4}$

[d]+ DIGITSall Any number of digits
W/ NOT ticked: only segments without digits

W/ "Full segment" activated: segments with digits only (i.e. no spaces,
punctuation, symbols or letters)
W/ "Partial segment" activated: segments which possess at least one digit

[\d]){1,}% DIGITSpercentages Digit(s) immediately followed by %, e.g. 5%
With a space before %: \dJ{1,}\s% (\s caters for all kinds of spaces and tab)

[A-Za-z]+ LETTERSall Any number of upper- and lowercase letters (i.e. no spaces, digits
punctuation, symbols or letters from other alphabets)
W/ NOT ticked: only segments without any letters
W/ "Full segment" activated: segments with letters only (i.e. no spaces,
punctuation, symbols or letters from other alphabets)
W/ "Partial segment" activated: segments which possess at least one letter

MN([a-zA-Z]{1,4}) LETTERSstartBRACKETS Segment starting with characters (case-insensitive) in brackets, e.g. (a), (i),
(vi) or (V1)

[Nra-zA-Z]+$ NOLETTERS

\(Nd]+) NUMBERSbrackets Numbers in brackets with no spaces

[\d\\s,<>tV]+ NUMBERSdotCOMMAtagSPACE | Numbers including dots, OmegaT tags, commas, spaces in any combination.

W/ "Full segment" activated: segments consisting only of numbers and/or
dots and/or OmegaT tags and/or commas and/or spaces in any combination
W/ "Partial segment" activated: not suited

Nd){1,}- NUMBERShyphen Numbers followed by a hyphen

NMa-zA-Z]*$ NUMBERSonly Segments only with numbers

K1, \s[\d]{3} NUMBERSseparSPACE Numbers with a space between groups of digits, e.g. (10 000)
\(Nd]{1,\s[\d}{3}) NUMBERSseparSPACEbrackets | Numbers in brackets with a space between groups of digits, e.g. (10 000)
\s\s+ SPACEdouble Segments with double space

\b[A-Za-Z] "bs WORDend \?\;e/gl\rln(?'lr']ttiiﬂgtsi:wsig]gvrrvl?err?t does NOT end with a word

(\b\w+b)\s\1\b. WORDSrepeated Segments with repeated words

Mb[A-Za-z]+\b WORDstart Segment starts with word

W/ NOT ticked: Segment does NOT start with a word
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9 — OmegaT Guides and Videos ... and Thanks!

OmeogaT Guides and Videos
1- In-house quides:

The present Quick Guide

DGT-OmegaT-2014, its Project Wizard and DGT’s CAT Environment — A Translator’s Guide

DGT-OmegaT and its Project Wizard — A Translator’s Guide (2012). For translators who were already using the
2012 version.

QA Q

2-  Public guides. Take into consideration that DGT-OmegaT has some adaptations:

@ OmegaT 3.0 — User's Guide by Vito Smolej (the Guide in the OmegaT Help, but in pdf for easier consultation)
@ OmegaT for CAT Beginners by Susan Welsh & Marc Prior

3- Videos:

@ 3videos for the 2012 version of DGT-OmegaT (50 minutes on the whole: Video 1, Video 2 and Video 3 - DGT
and its Project Wizard in a nutshell. Most of its content continues to apply to the new version of DGT-OmegaT
@ Videos on the Internet which describe some of the basic and more advanced features of OmegaT.

Thanks!

Because I think people are important, | would like to thank:

@ First of all Didier Briel and the developers of OmegaT for their remarkable work and for being so attentive
to translator’s needs... some of them being translators themselves!
For a list of developers/contributors, see Help — About OmegaT

@ The enthusiasts that publish information, guides and videos that help me a lot to understand how OT works
and made possible this Quick Guide, namely Vito Smolej, Susan Welsh and Marc Prior, Roman Mironov,
Kos Ivantsov and the many contributors in the OmegaT User Group.

@ InDGT:

v/ Rytis Martikonis, DGT Director-General, and Dieter Rummel, Head of DGT IT Unit, for being
open-minded
v/ Colleagues from the Informatics Unit:
8 Alfons de Vuyst, Head of Operational Support and project leader
§ Thomas Cordonnier, who developed the adaptations of the public versions of OmegaT to
DGT and the improvements to the public version
8 Elio Fedele, who developed the OmegaT Project Wizard and Clean Tag/TagWipe applications
which make translators’ life so much easier
8 Jodo Rosas, who gave operational support to the testing of OmegaT and worked on the
CleanTag/TagWipe application
v Colleagues from the Portuguese Language Department: for their interest, feedback and questions,
which allowed me to pinpoint what is more important for a new user... and also to “discover”
features | hadn't noticed before and especially:
§ Hilario Leal Fontes, who was also tester of OmegaT and who contributed a lot to this Quick
Guide
8§ Mario Vilar, Helena Lopes dos Santos and Anabela Pombo Rodrigues.
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