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Chapter 1. Introduction to TMS

Learn who needs this manual and when a TMS is a better choice than a CAT tool.

This manual will help you go through the process of choosing the right Translation Management 

System (TMS) for your company. A TMS is a software platform designed for managing translation and 

localization projects in a single place.

Who is this manual for?

It provides hands-on information for translation and localization professionals  working both in 

enterprises  and for language service providers. It will be useful for those who already have some 

experience with CAT tools, but are now looking for more comprehensive solutions. The target 

audience also includes persons wishing to bring their work onto a new level by starting to use a TMS 

or by switching to another one.

It is not another marketing presentation. Quite the contrary: it is a very practical documentation on 

TMS features  (on page 23)  important from business perspective. There is no one-fits-all solution. 

Every company has different needs. However, there are some common features that you should take 

into account when choosing your ideal tool. And you will find them here.

By creating this documentation, I have collected all the knowledge and experience I have gained so 

far in the translation and localization industry. There is a lot of information on this topic on the web, 

but it is mostly dispersed so you have to spend a lot of time searching and browsing through data 

you need. Therefore, this compact manual is perfect for you if you need to decide what to look for in a 

TMS.

What can you find in this manual?

• Brief description  (on page 6)  and overview  (on page 11)  of TMS available in the 

market (2022)

• Reasons for  (on page 15)  and against  (on page 16)  having a TMS

• Steps  (on page 19)  that you should take when deciding to buy a TMS

• Analysis of key features  (on page 23)  of a TMS and how they can help your company tackle 

translation and localization challenges

• Practical information shown on an XTM  example

• What to do after  (on page 66)  you have launched a TMS in your company

https://xtm.cloud/
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Why have I chosen XTM?

Because I know this system and I work with it every day. Please note that I am not related to XTM 

International, the software provider, in any way and this is not a promotional text. What’s more, XTM’s 

documentation is very complex, it is available in so many different places and is not much user-

friendly. That’s why I wanted to make its key parts more accessible and succinct for future users.

Your goal? My answer.

So if you have a goal: to find the right translation solution for your company, but you don’t know what 

and how, I hope it will be clearer once you have read everything.

For your convenience, you can download this manual also as a pdf file.

Related information

Future of TMSs in business setting  (on page 18)

Budgeting  (on page 22)

What is a TMS?

A translation management system (TMS)  is a type of software used for comprehensive work 

with translation projects. It is a centralized platform that comprises various tools, performs an 

abundance of tasks, and allows to achieve numerous goals

Through its process optimization and linguistic technology features, each TMS aims to:

• automate repeatable and non-essential tasks done by a project manager in the translation 

process

• maximise translator efficiency

• reduce costs

• cut down on processing time

• monitor the translation status

• standardise cooperation with translation vendors

• ensure transparency of workflows

• integrate with existing corporate systems

• store completed translations

As a result, a TMS is a complex content management tool used in the translation and localization 

process, that comprises:

docs/how_to_choose_tms.pdf
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• translation editor

• quality assurance tool

• translation memory management

• terminology database

• finance management tools

• API interface for connection with other systems and engines (CMS, machine translation, other 

third-party systems)

All of these parts support and accelerate the translation process.

Brief history of TMS

Here is how a TMS originated:

• 2000s: CAT tools enter the translation industry and make a revolution: from paper-based and 

document-only translation process to translation memories and working on segments in a 

dedicated software

• 2010: first on-premise TMSs appear on the market and are used by global enterprises

• 2015: TMSs move to the cloud as a result it is easier and quicker to share translation resources 

with all process participants

• 2020: the pandemic accelerated the process of shifting to cloud-based TMSs to enable 

home office in dispersed environments. Due to rapid deployment of additional features, 

today's systems are rather advanced hubs for dealing with content technologies (from file 

management, financial reporting, machine translation and integration with other systems for 

more automated workflows).

How does it differ from CAT?

A CAT (computer-assisted translation or computer-aided translation) tool  is software used to 

support a translator facilitating the translation process.

Its aim is to enhance speed, quality and consistency through various features, such as translation 

memory, term bases, metrics (file analysis), quality assurance and plug-ins (e.g. for machine 

translation).

As a result, a CAT tool is mostly used by translators and revisers, while TMSs are used also by project 

managers. Each TMS has a CAT tool as one of its components.

The most popular  CAT tools in the market are:
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• Trados Studio

• memoQ

• Wordfast  (Classic & Pro)

• Déjà Vu

• Across

• Transit  (by STAR)

There are also some free  tools for users not requiring sophisticated features:

• OmegaT

• Wordfast Anywhere

• MateCat

• SmartCAT

• Virtaal

Cloud vs. onsite system

TMSs can be offered as cloud-based or on-premise solutions, or as a combination of both.

There are companies which would only choose the solution that is physically installed on their servers 

due to security issues and they have resources to manage it. Add to that a high initial price, difficult 

installation, maintenance costs and the need to pay for each upgrade (after a certain grace period is 

over) and you may find out that the cloud-based TMS is a better option for you.

What are the advantages of the cloud system?

• Lower costs of almost everything: from setup, maintenance, subscription fees

• No need to have a dedicated maintenance team

• Flexibility of adapting the TMS to your needs

• Scalability of paying only for what you use

• Possibility to access it from any place in the world, without VPN, at any time – you only need 

Internet access

• Update of translation resources in real time

• Ongoing monitoring of translation projects

• Easier cooperation with multiple vendors at the same time

• Backup of content which is hosted on multiple servers (reliability)

• Security of data thanks to high-standard security protocols (e.g. no need to send TMs by email)

https://www.trados.com/products/trados-studio/
https://www.memoq.com/
https://www.wordfast.com/
https://atril.com/
https://www.across.net/en/across-translator-edition-cat-tool
https://www.star-group.net/en/downloads/transit-termstar.html
https://omegat.org/
https://www.wordfast.com/products_wordfast_anywhere
https://www.matecat.com/
https://www.smartcat.com/
https://virtaal.translatehouse.org/
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• Integration with other cloud-based systems (e.g. Wordpress)

• For bigger and wealthier enterprises a private cloud is an option.

Biggest threats to using a cloud-base solutions include:

• Security  (on page 56)  – your data is still outside your organization; this is solved by Non-

Disclosure Agreement (NDA)

• Reliability – problems with accessibility when the servers are down; this is solved by Service 

Level Agreement (SLA)

Public, private or hybrid cloud

You can decide to have your TMS installed in a variety of ways.

Online service providers offer solutions to their clients on:

• private cloud

• public cloud

• hybrid cloud

What's the difference between them and how does it affect your decision on which TMS to buy?

There’s no one type of cloud that’s right for every organization. As a result, a choice of a deployment 

method depends on your business needs.

A private cloud  is cloud computing with resources used exclusively  by one business. It can be 

physically located at your organization’s on-site data center, or it can be hosted by a third-party 

service provider. But in this case, the services and infrastructure are always maintained on a private 

network  and the hardware and software are dedicated solely to one organization.

A public cloud  is cloud computing with resources (hardware, software, storage, network devices, etc.) 

owned and operated by a third-party cloud service provider and delivered over the internet. Clients 

share the same infrastructure with other organizations (known as “tenants”) accessing services and 

managing their accounts with a web browser.

A hybrid cloud  is cloud computing that uses both public and private clouds, or combine online and on-

premises resources. Infrastructure components can share the resources between public and private 

cloud deployment depending on the business needs. It is often used by organizations that require 

assistance in the form of public cloud services e.g. to meet increased traffic demand - and private 

clouds to handle sensitive data. It is the most complex solution requiring a good IT setup.

In the table below you will find a comparison of the most important cloud aspects:
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Table  1. Comparison of top cloud features

Aspect Public cloud Private cloud Hybrid cloud

Security medium

there is always a risk of 

data disclosure due to re

source sharing

high

dedicated to one organiza

tion, more secure if on-site 

than online

high

possibility of customized se

curity measures

Control low

both over costs and infra

structure availability

high

especially when stored on-

site

medium

lack of direct control over 

public infrastructure

Cus

tomiza

tion

low

features are the same for 

all clients using it

high

flexibility to meet specific 

business needs

high

possibility to choose which 

resources are stored on 

which cloud

Costs low

you pay only for the ser

vice used and do not have 

to buy any infrastructure

high

you incur initial costs of in

stallation, then pay for each 

upgrade

medium

flexible plans to meet specif

ic demands

Installa

tion and 

mainte

nance

none

service provider is responsi

ble for it

required

only if it is stored on-site

required

only if it is stored on-site

Reliability high

ensured by a variety of 

third-party servers and 

back-ups

high

SLA performance and effi

ciency

high

due to workload diversity

Scalabili

ty

unlimited

resources are always avail

able to meet any demand

medium

depending on the subscrip

tion plan (may not meet un

predictable demands)

high

achieved without exposing 

sensitive IT workloads to the 

inherent security risks

Which solution to choose then? The answer is: the one that meets the needs of your organization  and 

is within your budget. You are also limited to the offer that is available on the market. However, it is 

always good to know about all the benefits and drawbacks.
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For example, if you wish to purchase a private cloud to use XTM, you should read its specification.

Market overview

There is a great number of Translation Management Systems available to meet different business 

needs.

Below you can find a graphical representation from Nimdzi Language Technology Atlas 2020, listing 

all TMSs divided into special-purpose categories:

Figure  1. Translation Management Systems

Source: https://www.nimdzi.com/nimdzi-language-technology-atlas-2020/

Here is a list of most popular TMSs available on the market with a brief description:

https://help.xtm.cloud/xtm-cloud/13/en/server-specifications-for-private-xtm-cloud.html
https://www.nimdzi.com/nimdzi-language-technology-atlas-2020/
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Table  2. Key TMS market players

TMS Description

Cloud 

deploy

ment

On 

premis

es?

Editor

Mem

source

AI-powered TMS for global enterprises and 

language service providers

Public 

cloud 

only

No All major operating 

systems, including mo

bile

Phrase platform for software localization Public 

cloud 

only

Yes Web only

XTM 

Cloud

AI-powered TMS for global enterprises and 

language service providers

Public or 

private

Yes Web, mobile, offline

Localise platform for software and games localization Public 

cloud 

only

No Web only

Smartling enterprise translation management software Cloud 

deploy

ment

No Web only

memoQ 

cloud

Software as a Service translation manage

ment system

Public or 

private

Yes Windows installable 

and web

Across translation management system for enter

prises and language service providers

Public or 

private

Yes Desktop or web

Unbabel platform for translating your customer ser

vice communications

Public 

cloud 

only

No Web only

Transifex translation & localization management plat

form for web and mobile apps

Public 

cloud 

only

No Web only

Global

Link

cloud-based technology platform that opti

mizes translation management for business

es

Public or 

private

Yes Installable and web

Smartcat internet platform for translation project man

agement

Public or 

private

No All major operating 

systems and web

https://www.memsource.com/
https://www.memsource.com/
https://phrase.com/
https://xtm.cloud/
https://xtm.cloud/
https://lokalise.com/
https://www.smartling.com/
https://www.memoq.com/
https://www.memoq.com/
https://www.across.net/
https://unbabel.com/
https://www.transifex.com/
https://globallink.translations.com/
https://globallink.translations.com/
https://www.smartcat.com/
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Table  2. Key TMS market players  (continued)

TMS Description

Cloud 

deploy

ment

On 

premis

es?

Editor

POEditor cross-platform translation and localization 

management solution

Public 

cloud 

only

No Web only

Wordbee SaaS collaborative translation management 

system for enterprises and LSPs  (on page 

70)

Public or 

private

Yes Web only

Lilt complete, high-quality online adaptive plat

form for enterprise translation

Cloud 

deploy

ment

No Web only

CrowdIn cloud-based solution that streamlines local

ization management

Public or 

private

No Web only

RWS Lan

guage 

Cloud

next-generation complete intelligent transla

tion platform

Public 

cloud

No Integration with SDL 

Trados Studio

Source: https://rubric.com/en-US/translation-management-system-comparison/

For detailed information on a variety of Translation Management Systems you can consult Nimdzi.

Note:

There are also a few interesting tools for you, e.g. G2  or Crozdesk  to check the rating of and 

compare the most popular TMSs including user reviews.

https://poeditor.com/
https://wordbee.com/
https://lilt.com/
https://crowdin.com/
https://www.rws.com/localization/language-cloud/
https://www.rws.com/localization/language-cloud/
https://www.rws.com/localization/language-cloud/
https://rubric.com/en-US/translation-management-system-comparison/
https://www.nimdzi.com/tms
https://www.g2.com/categories/translation-management?utf8=%E2%9C%93&selected_view=grid#grid
https://crozdesk.com/it/localization-software


Chapter 2. TMS in Corporate Language Policy

It is good to know which companies should choose a TMS and how what their concerns are.

From a business perspective, a Corporate Language Policy  is a must for every multinational and 

multilingual corporation engaged in international operations. It should be drafted at the beginning of 

their globalization process along other important regulations and procedures such as Security Policy 

or Data Protection Policy. However, it is often not the case, which is a pity.

A Corporate Language Policy is a comprehensive strategy that defines the organization's approach to 

the language that is used in external and internal communication to be more diverse and inclusive. 

The best option is to write it down in the form of an official document and make it available to all the 

employees worldwide.

It defines in particular:

• one global corporate language (e.g. English)

• what needs to be translated and into which languages

• how the language policy helps achieve corporate objectives

• what tools are used and by whom

• if the translation process is kept in-house or outsourced

• aspects of inter-cultural communication

• impact on other internal regulations e.g. employment policy, marketing strategy

While being a rather general and high-level document, a Corporate Language Policy may contain 

a more detailed localization strategy  which focuses more on target markets and customers buying 

company's products. And here is where you should look when deciding upon a TMS. Its features must 

correspond to the goals set by the organization on how to communicate its message.

For example, if your company wishes to make only websites and customer service communication 

available in other languages, you may decide on a more localization-oriented TMS (such as Localise). 

However, when your targets are both marketing materials, IT software strings and corporate 

communication, then choose a comprehensive Translation Management System instead (e.g. XTM, 

Memsource).

Related information

What is a TMS?  (on page 6)

https://lokalise.com/home
https://xtm.cloud/
https://www.memsource.com/
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Which companies need a TMS?

There may come a day in the life of an organization when their current translation and localization 

efforts are not enough for business operations and something must change.

What are the reasons for a company to start thinking of buying a TMS?

• The management has decided to enter new markets or go global.

• So far the company has employed a few in-house translators who have worked with desktop 

CAT tools  (on page 7)  limited as to the sharing of translation resources (TMs  (on page 72), 

TBs  (on page 72)) and it has become more problematic because of their growing volume.

• The company has outsourced the whole translation process to a third party (agency, 

freelancers) and has no control over its translated content.

• There are more and more complaints about the quality of translations due to inconsistent 

terminology, no reuse of content, more work for internal reviewers.

• No one controls the costs of translations or knows how to reduce them.

• There are concerns about security of translated data and the need is to have it at a higher level.

• Translation resources are not stored in one place: each department has their own and there is 

no one who would collect and reuse them.

• The whole translation process takes a long time: internal stakeholders would like to make it 

quicker, also with the use of translation memories and machine translation.

A TMS can be a solution to any of the above challenges.

In addition, a TMS is the right tool for a company that:

• runs large localization programs

• cooperates with multiple vendors

• has large volumes of content to translate

• works with files in different formats (a TMS can process a variety of them so you can save on 

licenses for employees)

• operates in a strictly regulated environment (e.g. life sciences)

• wants to have the whole translation process centralized instead of dispersed in different 

departments, thus saving on costs through a group buying process of translation services.

However, a TMS is not  the right tool for every organization. This can be when your company:

• is small or operates only in a few markets

• has a very limited localization budget
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• has no in-house translation or localization experts

• already has a content management system (CMS) or a product management system (PIM) in 

place with translation features

• potential costs of a TMS (subscription or installation/maintenance fees) would exceed the 

savings from its use (TM discounts  (on page 69), MT  use, less work for internal reviewers or 

content reuse)

In such cases CAT tools (with a server or group-sharing feature) or outsourcing the whole process to 

an LSP  (on page 70)  would be a better option.

Remember:

With the purchase of a TMS, a company needs to employ relevant specialists such as: 

Translation Coordinator, Translation Manager, Localization Specialist or Localization Engineer 

to manage the system and process.

What are common concerns about using a TMS?

As with every new tool, there is a risk your business will resist to the change.

Once the management decides upon buying a TMS, different participants of the translation process 

may raise their objections. Here is what you may often hear from them and how you may reply:

Table  3. Common concerns of potential TMS users

They say: You reply:

It is very expensive so 

it is not worth it. We al

ready spend a lot on 

translation.

We have calculated it: we will save more on leveraging on centralized TMs 

than spend on the TMS. We will no longer pay twice for translation of the 

same content and will benefit from discounts on similar texts. We will have 

a bigger control over the pricing policy than it used to be so far.

It is difficult to use. We 

would need ongoing 

technical support.

Yes, that's true: new systems require time to learn. However, most TMS 

providers offer free initial training courses, catch-up webinars, support doc

umentation and/or access to a Key Account Manager. You will also be able 

to get help from a dedicated Localization Specialist. We will also draft user 

manuals and guidelines for our internal stakeholders.

The translation 

process will take 

longer than now and 

TMSs make the translation faster by leveraging on translation memories 

and content reuse. They also have special features to automate a variety of 

tasks so forget about unnecessary steps in the process.

https://komunikacjatechnicznavistula.github.io/Marta-Borkowska/glossary/r_glossary.html#g_machine_translation
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Table  3. Common concerns of potential TMS users  (continued)

They say: You reply:

time to market is cru

cial.

Our reviewers will not 

be willing to use it. 

They are used to work

ing on standard docu

ments.

Explain that you will make the whole process user-friendly. Everyone will 

be able to work according to their preferences. Most TMSs allow for ex

porting file previews that can be worked on in a traditional way. But it is al

so possible to use the Editor saving on time and making the whole process 

quicker.

It will complicate our 

workflows. We do not 

want to change what 

is already functioning 

well.

People are generally reluctant to change but it doesn't mean it has to be 

for the worse. Try to show each of them the benefits of using a TMS from 

their perspective. Focus mostly on cost- and time-savings and a bigger 

control over the whole process.

Our current translation 

vendors will not want 

to use it. Each of them 

have their own TMS 

and CAT tools.

Most TMSs enable exporting packages to be processed in any CAT tool (in

teroperability). LSPs  or freelancers can still use their preferred resources 

- or can translate in the TMS Editor as well (thus saving on their license 

costs).

I feel it more secure 

when all translation 

memories are saved 

on my computer. I 

don't trust cloud ser

vices.

The TMS provider will sign an NDA  (on page 71)  agreement with us 

and it ensures continuous back-up of our data on several secure servers. 

Anyway, you can always lose access to your hard drives due to a computer 

failure as well and then no one will be able to retrieve this content.

I fear this change will 

have a negative impact 

on the translation qual

ity. An IT tool cannot 

be better than human.

All TMSs contain built-in QA  (on page 50)and LQA  (on page 51) 

features which automate quality assurance and allow you to spot mistakes 

sometimes not easily noticed by proofreaders.

https://komunikacjatechnicznavistula.github.io/Marta-Borkowska/glossary/r_glossary.html#g_lsp
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Future of TMSs in business setting

Translation Management Systems are a novelty in the industry, but they still undergo many 

improvements.

Here are some trends that we may expect TMSs to follow in the future:

• interoperability with different CMSs  – so that content managers could be able to order 

translations within their own environment and save on licensing costs

• connectivity with text authoring tools  – so that technical writers could leverage on the existing 

multilingual content

• incorporation of business management functions  – to preview the localization cost and time-

frame

• integration with other enterprise systems  – such as general ledger applications and sales force 

automation tools

• better TM leveraging  – so that project managers could make the best possible use of their 

translation memories. For example, XTM's algorithm has been enhanced to deliver up to 25% 

improved accuracy, enabling users to leverage more TM matches in segments which differ only 

by the order of words or proper nouns. Plus, it gives the savings that come from the fact that 

the fuzzy matching calculation score algorithm was able to retrieve the TM match, as opposed 

to standard algorithms which would assign too low a score to this example or possibly fail to 

retrieve it at all.

• AI-enhanced TM features  – so that fuzzy matches coming from the TM could be directly sent 

to MT engine, enabling TM and MT to work together to deliver the best match possible. This is 

particularly useful when the source text could be translated in a number of different ways. It 

can solve the problem of lacking or inconsistent context in machine translation. This feature is 

also already available in XTM.

Related information

Introduction to TMS  (on page 5)

https://en.wikipedia.org/wiki/Authoring_system


Chapter 3. Decision-making process

The TMS market is often confusing and still evolving. That's why the decision to buy a new system 

or change an existing one is not easy.

You have decided to purchase a TMS, but are still wondering how to start the whole process. First, you 

need to outline your needs and goals to be achieved.

To choose the right TMS for your company, you should consider a lot of different aspects, both from 

business and technical perspectives. To make it easier for you, I strongly encourage you to follow 

these steps:

1. Analyzing your translation process  (on page 19)

2. Researching the TMS market  (on page 20)

3. Budgeting  (on page 22)

Note:

The whole process can take even a few months so be prepared to allocate the time. Don't 

hurry up - the decision is important and costly! I recommend to set a realistic go-live date - 

and try to stick to it!

In the end, what you are looking for is:

• higher team productivity

• more effective collaboration

• faster time to market

• reduced translation costs

• return on your investment  (on page 22)

Related information

Go-Live  (on page 62)

Analyzing your translation process

The first step that you need to take is to perform due diligence of the existing translation process at 

your company.
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These actions will help you get to know what you already have and decide what you should change in 

your Corporate Language Policy  (on page 14).

1. Analyze the translation process that runs at your company so far by answering the following 

questions:

a. What content do you usually translate?

b. Which file formats  (on page 31)  are sent for translation?

c. Which tools do you use?

d. Who manages the whole process: is it centralized or dispersed, operated globally or 

locally?

e. Do you have any TMs  (on page 72)  and/or TBs  (on page 72)? Where are they 

stored (internally, at your translation partner’s)?

f. Do you have a database of translated documents/resources?

g. How is translation quality managed?

h. Are there any complaints of internal users and if so, what do they concern (e.g. 

translation is too slow, quality is poor, it costs a lot)?

i. How much does the translation cost your company?

j. Who do you cooperate with (in-house team, freelancers, agencies)?

k. Do you need any connectors  (on page 55)  to the systems used at your company?

2. Decide if and how this process should change by answering the following questions:

a. Who will take care of the new/amended process?

b. Does it have to fit in your existing workflows or will you create new ones?

c. What budget do you have at your disposal?

d. How is the translation process to be aligned with the corporate language policy or 

business operations (e.g. change to more agile work, more automate processes)?

e. What is the company’s policy concerning cloud-based tools?

At this stage you should have a document containing the answers to the above questions with 

recommendation on the further development of the translation process.

Related information

Cloud vs. onsite system  (on page 8)

Researching the TMS market

The second step involves shortlisting a few TMSs and checking their features.

These actions will help you decide which tool will satisfy your business needs best.
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1. Check the key TMS features: decide which are must, nice-to-have or unnecessary ones.

2. Do a TMS shortlist:

a. Go through the list of the most popular TMSs. Choose a few and read more about them 

on their websites.

b. Create a Request-for-Proposal listing all your requirements.

c. Ask for more information from the respective TMS sales teams.

d. Consult case studies from different companies.

e. Make a comparison of their features  (on page 23)  and prices in one file.

f. Arrange meetings with sales representatives of particular TMS providers.

g. Take part in webinars offered by TMS experts.

h. Browse through available documentation  (on page 57)  (user guides, webhelp, 

videos, etc.).

i. Complete your comparison file with new information.

3. Consult your TMS shortlist with relevant stakeholders (e.g. internal reviewers, marketing team, 

software developers). Ask about their needs, fears, must-have features and recommendations.

4. Check how a TMS works in practice:

a. Watch a demo.

b. Ask for a free trial of a few selected tools

c. Create test projects, workflows  (on page 29), user accounts with specific roles  (on 

page 64).

d. Import your TMs  (on page 72)  (if any) and test them.

e. Check those TMS’s features  (on page 23)  that are most relevant to your company. Is 

it easy to use? Will it be easy for use also by other internal clients?

5. Make a final decision on a TMS and prepare an offer  for your management, including its:

a. strengths

b. weaknesses

c. benefits

d. risks

e. costs  (on page 22)

Related information

Market overview  (on page 11)

Key TMS features  (on page 23)
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Budgeting

Once considered an additional expense of doing business, translation is now a driver of growth 

and revenue when done right.

Most of the available TMSs are cloud-based subscription systems. They are  never free  for corporate 

use so you need to pay for them based on the number of (concurrent) users or data usage, required 

features, monthly or annually. It can be difficult to compare pricing plans of different providers, but, 

ultimately, it is the annual cost that should be budgeted.

It is a must to draft a business plan  showing the return on investment (ROI)  to be presented to your 

management. It should contain all costs to be incurred on a TMS and the translation volume currently 

processed by your organization. You should also indicate that a TMS automates a lot of tasks, so fewer 

manual steps = lower translation costs.

You can check the official XTM pricing, but it is also a good practice of TMS providers to offer 

discounts to regular customers or for bigger purchase volume.

Usually, each TMS offer has different plans with available features for various target groups (e.g. small 

translation teams, bigger LSPs  (on page 70), enterprises). If you decide to buy XTM Cloud, you pay 

for the number of concurrent users.  Their plan for enterprises includes license bands, which are based 

on the rate, multiplied by the number of users.

For example, for 10 concurrent users you can spend approx. € 6,000  per year plus € 3,000  if you need 

special connectors  (on page 55)  (e.g. for InDesign files and MT engine).

You need to balance this investment with savings that you have on your translation projects (due to 

the reuse of previous content from translation memories and discounts offered by vendors), which 

can be as high as 60%. Add to that a possibility of using secure machine translation engine (and more 

savings!), improved quality and faster time to market for your products.

https://xtm.cloud/pricing/
https://xtm.cloud/


Chapter 4. Key TMS features

Every TMS should have certain features you should look for to meet your business needs.

Before you decide on committing to a particular tool, I encourage you to check the following 

categories with a brief description and see examples how they are supported in XTM:

• Project management  (on page 23)

• Finance management  (on page 35)

• Content management  (on page 38)

• Translation editor  (on page 44)

• Quality management  (on page 49)

• Machine translation  (on page 53)

• Connectors  (on page 55)

• Security  (on page 56)

• Documentation  (on page 57)

• Support  (on page 58)

• Product development  (on page 60)

Note:

The above list is not exhaustive. It contains the key features that you may consult during 

your decision-making process  (on page 19). All in all, these capabilities should provide for a 

harmonious and versatile system to bring your translation process onto the next level.

Project management

Even though the primary goal of a TMS is to automate a lot of tasks in the translation process, it 

still requires people  to manage it.

In addition to linguists, TMSs are also used by project managers  (both from the client's and vendor's 

organizations). That's why it should facilitate their work.

Here are some key features relating to project management that each TMS should support:

• Searcher  (on page 24)

• Notifications  (on page 25)

• Analytics  (on page 27)
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• Workflows  (on page 29)

• Working outside  (on page 31)

• File formats  (on page 44)

• Anonymization  (on page 34)

• Mobile app  (on page 34)

These features are not specific only to TMSs, because they are also found in simpler CAT tools  (on 

page 7), but they are important for the smooth translation management process.

Searcher

Each TMS is an extensive and comprehensive tool to manage your translatable content. As a 

result, it is very important that it has a good searcher  so that you could easily find what you are 

looking for.

On one hand you should be able to see only what is relevant for you because a dashboard is also a 

project management tool. XTM offers you different views: you can decide if you wish to view projects 

by project manager (only your projects or all projects) or status (current, archived or all projects).

On the other hand, you should be able to find a particular project quickly instead of browsing through 

your huge dashboard. In XTM you can use two different options:

• simple search

• advanced search

Simple search  allows you to search against the project name, ref. ID, customer name, source language, 

date created, due date, minimum status, or maximum status. It is also possible to search for multiple 

projects in one search request. You will see the results on your dashboard.

Advanced search, which is available in a separate tab, gives you plenty of filtering options.
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Figure  2. Advanced search in XTM

Notifications

An intelligent TMS should act as a project manager and communicator between team members, 

and notify everyone working on it when they have new tasks, and when there is new content ready 

for translation.

When everyone can communicate openly over a robust platform that allows you to set up notifications 

to keep team members on track and to identify their key tasks in the early stages, you’ll save time and 

money by increasing overall efficiency.

An email is considered obsolete in business communication, losing its place as a primary form of 

contact. All PMs receive hundreds of emails per day so it's easy to get lost in them. Notifications sent 

from a TMS can be a better solution because you can create a filter in your Inbox  to categorize your 

work or you can never lose a valuable piece of information.

XTM sends out emails when certain events happen in the system, particularly in relation to project 

progress, to different participants. Here are a few examples:

• New project created

• Task finished

• Task re-opened

• Due dates
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• Project confirmed

• Subcontracting emails

Emails are not sent to the person making the change.

You can configure the sending of notifications in the system yourself, but the XTM Support team can 

also carry out advanced customization of XTM emails.

Figure  3. Notification settings in XTM

Chat

It is a nice-to-have feature in a TMS, but certainly not a must-have. It can simplify and accelerate the 

exchange of information between project members, improving the real-time communication.

In XTM PMs can open chats with all linguists, linguists from a specific language or custom chats with 

only selected users. Linguists can open chats with the project manager who created the project, with 

other linguists translating for the same language or with all linguists involved in the project.

It is also possible to customize Chat  according to your business needs:
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Figure  4. Chat feature in XTM

The XTM's chat also allows for sending different files (including images).

Analytics

According to The Economist,  data is now the most valuable resource in the world, ahead of oil. 

That is why it should be regarded as the company's biggest asset. The translation process is no 

different. You should be able to present the management with all kinds of data at any time.

That's where a TMS proves handy. Since it is a content management system for translation, it provides 

a variety of data in form of metrics, statistics and reports.

Metrics

Metrics in a TMS should present all data in a user-friendly way so that all project participants could 

make relevant decisions e.g. on due dates, costs or linguist allocations. Here is an example of a 

metrics report generated from XTM:

Figure  5. Metrics in XTM

It is important for a TMS to:
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• present different data (e.g. number of words and characters)

• outline all possible TM matches (including internal and machine translation as well as non-

translatables)

• enable downloading reports in different formats (e.g. xls, csv) or showing them in the interface 

on a dashboard

• show progress of how much work has been done and is yet to be done

These metrics can be used by a translation vendor to calculate the price for a project or to generate an 

automatic purchase order  (on page 36)  to be sent to a vendor for approval. They are also useful to 

gain an understanding on the workload: how much time is needed for translation to be accomplished 

and how many linguists should be involved in the job.

Statistics

The statistics provides information about the quantity of translation actually done by the linguists in 

each project. In XTM the statistics are divided into the statistics source and statistics target. The data 

is presented for each linguist, workflow step and file and when there are multiple files in a project as 

a total for each linguist per workflow step.

A PM can decide when project statistics should be processed (when workflow changes, or once the 

whole project is finished. It is also possible to download this data as a .csv or .xls file, or present it on 

a dashboard in XTM.

Figure  6. Statistics in XTM

What is worth noting is the Translation time  feature shown in Statistics. It reflects the actual 

amount of time spent by a linguist on the whole job and on particular matches. A PM can use it as 
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an indication for TM quality, timeline for similar jobs in future and edit distance  being a metric for 

machine translation evaluation used for calculating the price for post-editing.

Reports

As mentioned above, all data can be presented in a TMS on a dashboard, but it is also very handy to 

be able to download them in a form of an Excel file (as .xls or .csv format) that you can use for your 

further reporting purposes.

Here are types of reports that you can generate from XTM:

• Metrics history

• Combined metrics

• Project delivery dates

• Statistics summary

• LQA report

• Costs and metrics

For some of these reports you can also choose the data they are to show (e.g. an example for the 

Costs and metrics  report:

Figure  7. Report types in XTM

You can also filter reports by additional attributes such as linguists, steps, dates, languages to be 

provided with more specific data for your needs.

Workflows

One of the main features of a TMS is work automation. This is reflected, for example, by 

workflows which keep all translation stakeholders on the same page. This is where the process is 

actually managed with full traceability.

It is very important for a TMS to have pre-defined workflows  (such as: translate, review, manage, LQA) 

with a possibility to manage relations between them. In XTM:
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• particular steps can be processed at the same time

• the next step cannot be started until the previous step for that bundle is finished

• both steps can be done simultaneously

Some steps are also automatic  to save on linguists' or PMs' time. These include e.g. approving TM 

segments or setting a predefined status of XTM segments.

A system administrator can also create custom steps  depending on business needs.

It is also possible to split a file into bundles of segments  so that multiple translators can work on the 

file at the same time, reducing the time needed for the job.

You can manage workflows in XTM also by:

• allocating linguists to a particular step - on the dashboard you can see who is responsible for 

what and until when

• rolling back the process to a previous step - if you want a linguist to make corrections

• moving the file forward to a subsequent step

• modifying the workflow by adding new or deleting unnecessary steps

Figure  8. Workflow management in XTM

Once you start the process, persons responsible for particular tasks will receive automatic 

notifications  (on page 25)  from XTM to their email addresses so there is no need for a Project 

Manager (PM) to send any additional message. PMs also receives emails once a particular step is 

finished so they can keep an eye on the translation process.
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Working outside

Often TMSs are based on a subscription model in which you pay for the number of concurrent 

users, i.e. people that use the tool at the same time. As a result, it is good if the TMS offered the 

possibility for the vendor to work in another CAT tool.

It is possible to work outside a TMS by downloading a package with all language resources. Some 

translation vendors may not like, or are not familiar with, the TMS that you have bought so this option 

is also a nice alternative.

XTM offers an opportunity to download an xliff file from the Offline translation  column.

Figure  9. Working outside in XTM

After translation in another CAT tool, a vendor should import the xliff file back to XTM by clicking 

Upload file  in the Offline translation  column.

The translation memory  (on page 72)  is updated automatically and it is possible to generate the 

target file from XTM.

File formats

You need to know what file formats are usually sent for translation in your company so that you 

could decide which TMS to choose.

It is best to decide on the one that processes not only those but also similar formats to cater for future 

developments.
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It is also good if a TMS supports the original file formats that you use so as to reduce the risks of files 

corrupting after being converted to a replacement format.

For example: if your company translates a lot of Adobe InDesign indd files, look for a TMS that 

processes indd files directly and does not require idml format only, because after conversion of indd 

to idml you may have the layout distorted or links to images broken, which will result in a lot of 

additional work by a graphic designer.

In case of an IT company, it is extremely important that a TMS supports the  native formats  used by 

your development, such as XML, resw/resx, JSON or .po - so as not to translate using an Excel sheet.

XTM supports the following file formats  for translation:

• Adobe FrameMaker (mif)

• Adobe Illustrator (fxg, svg, ai,)

• Adobe InDesign (idml, indd, indb)

• Adobe Photoshop (psd)

• Android apps (xml)

• asp, aspx, ascx

• Digia QT (ts)

• DITA

• Document template (tpl)

• eps

• html, htm xhtml, xht shtml, shtm

• ini

• iOS apps (strings, stringsdict)

• Java property files

• JSON

• MadCap Flare (flprj)

• Markdown (md)

• MemoQ (mqxliff)

• Microsoft Office (doc, docx, xls, xlsx, xlsm, ppt, pptx,)

• Microsoft Visio

• Open Office (sxw, odt, ods, odp)

• PDF (converts PDF file to Word)

• php

• po, pot

• rc

• resx, resw

https://localization.pl/thou-shalt-not-excel/
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• rtf

• SalesForce (stf)

• sdf

• Sketch files (.sketch)

• SubRip text (srt)

• Trados (ttx)

• Trados Studio (sdlxliff)

• txt

• vdx, vsdx

• Wordfast (txml)

• xlf, xliff

• xml

• yml, yaml

Some TMSs require a filter to be able to process a particular file format that is not supported by 

default. For example, if you want to translate a Markdown file in memoQ, you need to apply a plain 

text filter and add rules to handle Markdown syntax. As a result, some Markdown tags may appear in 

the Editor as plain text and if used improperly by a translator, can result in more work to bring them 

back in the translated text. XTM processes .md files without a filter so you can save your time and 

effort for more productive tasks.

Figure  10. Sample Markdown file in XTM Workbench
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Anonymization

To comply with the GDPR, companies are required to anonymize clients' TM content, essentially 

remove personal data.

One of the features ensuring data protection is anonymization  (with a variation of 

pseudonymization).

In XTM, the anonymization feature is based on Named Entity Recognition (NER). Its purpose is to 

protect private or personally identifiable data. It identifies confidential data by converting it to inline 

tags, while still maintaining the integrity of the data itself.

As a result, there is no risk of a data leak, whether the text is translated by a human translator or 

through machine translation. Anonymization applies only to the following languages: Danish, Dutch, 

English, French, German, Italian, Portuguese, Spanish, Swedish.

Once the translation process is complete, and the target document is finalized, the sensitive data is 

automatically reinserted into the text.

Figure  11. Anonymization in XTM

If you want to use it for any other languages, you need to use special styles in MS Word  to be able to 

convert sensitive data into inline tags during translation in XTM Workbench.

Mobile version

The world goes mobile, so do TMSs.

Today's world requires you to be on the go all the time. On one hand, you expect work-life balance, 

but on the other wish to manage translations on your phone or tablet using a mobile app; around the 

clock. It does not mean you have to do it, but it is good if you have such an opportunity.

The XTM Mobile  enables project managers to oversee projects on the go. You can focus on critical 

issues such as:

https://eur-lex.europa.eu/eli/reg/2016/679/oj
https://en.wikipedia.org/wiki/Data_anonymization
https://en.wikipedia.org/wiki/Pseudonymization
https://help.xtm.cloud/xtm-cloud/13/en/protecting-sensitive-data-during-translation-in-xtm.html
https://xtm.cloud/blog/new-xtm-mobile-v2-9-2/
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• managing projects

• applying smart filters

• accessing metrics

• managing LSPs  (on page 70)

The app also offers some unique features such as calling or sending a text message to customers, 

users, or LSPs directly. It is easy to use and has very ascetic looks:

Figure  12. XTM Mobile app

Finance management

The main reason for investing in a TMS is to reduce costs that your organization spends on 

translation in general. See how can this tool help you achieve it.

In the translation industry pricing strategies are very diverse. You can be charged per characters, 

words, lines, both source and target. It is good practice to agree upon one model with all of your 

vendors and apply it in your TMS.

XTM has two main features that you can use to manage your translation-related finances:

• rate cards  (on page 36)

• purchase orders  (on page 36)

If you decide to use them, the whole process will be quick (no need to wait for a quotation from your 

translation vendor) and transparent (you will know how much you will pay in advance).
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Rate cards

Rate cards make it easy to estimate costs, calculate a project's budget or choose the most cost-

effective language vendor.

They are available for all XTM users from the Users  tab and are easily customizable.

All you need is to enter a language combination and get the following information from your vendors:

• language pairs

• base rate, e.g. € 0.10

• percentage rates for different categories of matches  (on page 69)  (repetitions, MT  (on page 

70)  matches, etc.)

Here is a sample rate card for a translator:

Figure  13. Sample rate card in XTM

Based on this data, XTM generates a purchase order  (on page 36)  automatically for a translation 

project as a .pdf file, which you can send to your vendor for approval. This automates the process and 

considerably shortens the translation turnaround time, because the quotation process can be very 

time consuming. In addition, you know exactly how much you will pay. Of course, it works well if you 

gather all this data well in advance, e.g. from the Cooperation Agreement signed with your vendor.

Purchase orders

A Purchase Order is the specification of costs that your vendors (e.g. translators, LSPs) will charge 

you.
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You can generate it easily before your vendors start working on the project. Based on the data entered 

in rate cards  (on page 36), you can generate a Purchase Order (PO) easily for every translation 

project created in XTM and assigned to a linguist or an LSP  (on page 70).

You only need to go to Project Editor  > Estimates  and click on  Generate.

Figure  14. How to generate PO in XTM

You can generate costs based on: metrics, current metrics, statistics source or statistics target. In Data 

> Estimates > PO settings  you can choose e.g. a calculation method (subtraction/addition) and other 

features that should be included in the file and work best for you.

A Purchase Order is a .pdf or .xls file showing all the metrics and the final price you will pay for this 

translation. You can also generate a Custom PO  if needed, where the costs can be broken down into 

particular language pairs and workflow steps.

Figure  15. Sample Purchase Order from XTM

You can send this file to your vendor by email or request that XTM does it for you directly using 

feature Email PO to Linguist.
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XTM also gives you an opportunity to enter your own cost settings, exchange rates and proposal 

factors to make finance management for translation projects easy.

Note:

If you work for an LSP, you could benefit from the fact that the Estimates  tab where all 

costs are generated, is divided into 2 sections: Proposal  and Costs. Depending on your XTM 

configuration, one of them can be used to show how much you will charge your customer. As 

a result, you can generate two POs: one for your vendor and one for your customer.

Content management

A TMS maintains all the translation-related content centrally to be accessed in real time.

This process is much more streamlined in comparison to offline CAT tools.

Here are some useful features to help you manage your corporate linguistic resources:

• Translation memories  (on page 38)

• Alignment  (on page 39)

• Termbases  (on page 41)

• Terminology extraction  (on page 42)

• Concordance  (on page 43)

• Language variants  (on page 44)

Translation memories

TMs are the most important of all translation resources so it's important to choose a TMS that has 

the most options to manage them easily.

XTM has integrated Translation Memory  (on page 72)  and Terminology  (on page 41)  modules 

to allow creating, maintaining, and updating translation memories and termbases. All sets of TM 

assigned to a project are updated in real time  as the translators move from segment to segment. Any 

changes made to the TM are immediately updated and accessible to all users with appropriate roles 

and access rights.

Note:

It is a huge advantage of a TMS that TMs do not have to be sent by email or any other file 

transfer, but are stored and updated centrally on the server.
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The translation memory is assigned to the customer and a language pair. You can edit it both in a 

dedicated TM Manage  tab or directly in Workbench  for a particular segment.

Figure  16. TM management in XTM

The TM management system enables you to:

• manage your translation resources (edit, approve, delete, search, find and replace)

• import a new TM

• export selected TMs in a relevant format

Translation memories can be imported into XTM from:

• TMX

• XLS

• single-language XLIFF file

Alignment

While alignment is a feature shared with a lot of CAT tools, its use can vary from very difficult to 

extremely easy so you should choose your TMS carefully.

The alignment tool matches the source and target language files side-by-side to determine which 

pairs belong together. The result is a parallel text (bitext).
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You use it if you have the translated versions of your documents, but the translation wasn’t performed 

in a CAT tool so you don't have a translation memory. Now these documents need to be updated or 

changed across the languages and you want to retain the existing content, style and terminology. In 

addition, you wish to reduce costs, because there are a lot of repetitions and matches.

Figure  17. Alignment in XTM

TMSs are of great help here because this is a built-in feature. All you have to do is go to TM > Align, 

upload two documents (in source and target languages), run the alignment and analyze the results. In 

XTM you get an Excel file with texts in two columns and a probability score.

Figure  18. Result of XTM alignment

You need to check it thoroughly and, if everything is done, upload the file in the TM import  tab. Then, 

the translation memory is updated automatically.

XTM Align  creates two Excel spreadsheets for each alignment: one with 90+  probability of accurate 

alignment (quick check and upload) and the other with all texts.
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The only disadvantage is that the Align  feature in XTM is shared with all of the customers on the 

cloud so sometimes it takes a long time for the file to be returned. It also takes longer if you build a 

dictionary for a new language pair.

Note:

In XTM the Align  feature is only available for the enterprise account (it is not available for 

freelance or group accounts).

Termbases

Using a termbase is an excellent solution for terminology management. TMSs should have 

relevant features to make your work easier and quicker.

While TMs  (on page 72)  are automatically created in a TMS, TBs  (on page 72)  need to be 

prepared manually. It is possible to use terminology extraction  (on page 42)  to help this process, 

but it still requires a human factor.

XTM incorporates a comprehensive Terminology  module, i.e. a database of multilingual terms.

In XTM Workbench, the system identifies and highlights terms in the source text that are in the 

termbase. The approved term equivalent in the target language is displayed in the docked panel. If 

you hover on it, you can see more term details. This feature facilitates a consistent use of the agreed 

terminology during translation.

In XTM you can:

• manage terminology (add, suggest, edit, delete, add images)

• export any termbase from XTM to several standard file formats

• import a list of existing terms into XTM from external sources, and then edit or add new terms 

directly from the XTM Workbench  or in the Manage  tab.

Here is what a termbase looks like in XTM:
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Figure  19. Termbase in XTM

Terminology extraction

Computer-aided terminology extraction proves useful when you need to search for customer-

specific vocabulary.

Terminology plays a very important role in many different fields with translation and localization 

being only some of them. Many sectors use wording that is only typical for them, while some 

customers may opt for their preferred terms. Researching them is a time-consuming task.

There are many CAT tools in the market that enable such feature so it is certain that TMSs must 

follow. After terms are extracted, i.e. a bilingual list of candidate terms is created, it should still be 

verified by a human terminologist or translator.

In XTM, this feature is based on the Alignment  (on page 39)  so it is also available only to 

enterprise accounts and the output is an Excel file.
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Figure  20. Result of terminology extraction in XTM

It utilizes Big Data, AI, and advances in computational linguistic technology including Inter-language 

vector space. The feature already works for 50 languages helping customers save up to 80 percent of 

time on glossary creation.

For more information on terminology extraction, you should visit TermCoord  or Nimdzi.

Concordance

Context is the king in translation. Here is how Concordance helps linguists make the most of 

translation resources in XTM.

“Concordance  involves searching all over a particular TM for translation of particular expression or 

phrase where there is no TM match (or where the match is below a pre-determined threshold, e.g. 

75%, to be displayed), or when the translator wants to learn more about the context.

In XTM you can run concordance search for all translation memories both from a dedicated panel 

(Concordance  in top menu) and in Workbench  when translating a document.

Figure  21. Concordance in XTM

It is also good to check if the TMS you wish to buy enables search as broad, phrase or exact match, 

in both source and target segments, reverse matches (e.g. DE>EN and EN>DE translation memories) 

https://xtm.cloud/blog/xtm-international-introduces-inter-language-vector-space/
https://xtm.cloud/blog/xtm-international-introduces-inter-language-vector-space/
https://termcoord.eu/2013/08/why-terminology-extraction/
https://www.nimdzi.com/term-extraction/
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and for language variants  (on page 44). As a result, you will be able to access all the language 

resources that you have collected for your company quickly and easily.

Language variants

Some languages have variants that you want to preserve in separate translation memories. 

However, a problem appears if you want to leverage on cost reductions due to a high number of 

matches from a TM  (on page 72)  with a different language variant.

XTM gives you the option to benefit from TMs of other language variants for Arabic, English, French, 

German, Italian, Portuguese and Spanish. If you choose it and are translating English to Spanish (en-

GB to sp-SP), XTM will firstly match against the TM of English en-GB to Spanish sp-SP and then check 

all the other variants of English, such as en-US or en-AU, and Spanish, such as sp-MX or sp-CL TM to 

find a match.

As a result, you can pay considerably less if matches are found from another language variant TM.

Figure  22. Language variants in XTM

You can also set a TM language variant penalty profile (lower rating of a variant vs. the basic 

language) and highlight segments populated with a language variant match (to identify them as 

potentially needing more corrections).

Translation editor (Workbench)

Currently, hardly anyone translates in an original document, be it Word, HTML file or InDesign. 

Most translators and reviewers work in special text editors  that are core CAT tool components.

As a result, they do not need other tools (like code editors for XML) or even software licenses (e.g. for 

InDesign) to translate any file supported by the TMS. Translation editor allows to work with the text 

content of the file.
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Such editors can be available as desktop  or cloud  versions. However, most TMSs will have both 

options with the latter one set as default. Therefore, translators need stable internet connection, 

which can still be a nuisance for some. On the other hand, thanks to the integration with translation 

memories, termbases and machine translation engines, the cloud version speeds up the translation 

process.

You should also remember that not only linguists use the translation editor interface in a TMS. As 

a result, its features should meet the needs also of project managers doing the last check before 

delivering the file to the client.

Here are some aspects that you should pay special attention to when choosing your TMS:

• Inline tags  (on page 45)

• Preview  (on page 46)

• Filtering  (on page 48)

• Offline editor  (on page 48)

Inline tags

Inline tags  (on page 70)  are non-translation elements located within a segment of translatable 

text (e.g. in a sentence).

They need to be placed correctly so that the final text has the correct layout. In addition, it is a must 

to place them in the target segment so that the TM could be updated and the file be exported from 

the TMS. That's why, usually, the tag placement in the target segment should be as in the original.

Inline tags can be displayed in CAT tool text editors in a different way (e.g. in XTM Workbench as 

numbers in curly brackets). They are an indispensable part of work now, but can still cause a lot of 

frustration and make the translation work extremely tedious both for linguists and project managers. 

For more information on why they are so important, you can consult the Idioma blog.

That's why it is essential to choose a TMS that helps automate dealing with inline tags. XTM offers the 

option of auto-inserting tags in Workbench. Whenever they are missing or are incorrectly inserted, 

you can have them fixed automatically. The system will propose the inline tags which should be 

entered into the target segment and you may accept them or reject them and insert your own.

https://www.idioma.com/blog/107-translation-tips-tags-in-translation
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Figure  23. Inline tags correction in XTM

Preview

The aim of the visual mode in TMSs is to show you a preview of the source and target file so 

that linguists could click on the text in the preview and enter or correct a translation in the target 

segment.

The target preview is immediately updated with the translation which allows you to see the full 

context of your translation as you are working on it.

Not only does it provide translators and reviewers with much expected visualized context, but also 

shows places where texts are too long and need to be shortened to be visible. It also saves time of 

post-processing work e.g. of graphic designers.

In XTM you can see the live preview of the following files:

• HTML

• XML

• PDF (only editable)

• Word

• InDesign (only with an InDesign server enabled which is an additionally paid service)

• SRT (to see video subtitles in context)
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With a real-time preview of translations, you can also eliminate errors and omissions. Certainly, 

project managers will receive fewer questions from linguists lacking context. In addition, if translators 

know the final result of their work already while doing it, they will have greater satisfaction with it.

Figure  24. HTML file preview in XTM

Figure  25. Interactive pdf preview for indd files in XTM - French translation
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Filtering

You choose a TMS for time and cost savings so one way to make you and your linguists work 

faster is to use filters  in the text editor.

Filtering speeds up both the translation and review process, and makes the terminology more 

coherent. By using it, linguists can focus on specific segments, especially in case of bigger files.

It is also very important to have quick access to filters. In XTM you can use them directly from the top 

menu in Workbench. In addition, you can quickly set up your favourite filters  and you will see the ones 

you used last. As an additional feature you can create advanced, customized filters  by joining two or 

more segment filters together.

Filters are a great way to save on costs, e.g. if you pay hourly rates, your linguists spend less time on 

browsing through huge files. You can also send only new and modified texts for translation by filtering 

out all 100% and 101% matches so you will pay much less. This is extremely useful in the case of files 

with a lot of reused content for which you still pay for matches  (on page 69).

Figure  26. Some filters available in XTM

Offline editor

Sometimes you know you will not have internet access (rare cases nowadays but it can still 

happen if you are able to work from anywhere) and you would like to have your job done.
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This is where an offline editor proves handy, especially if you do not have any other desktop CAT tool 

on your laptop.

The XTM Offline Editor is a self-contained application that allows you to translate, correct and review 

offline. The only software that you need to install is a compatible version of Microsoft Excel. It works 

in a similar manner to the online, browser-based version of XTM Workbench.

Figure  27. Offline Editor in XTM

Quality management

There are still discussions on what should be considered a high-quality translation. Is it an error-

free document in the target language or the smooth process where every step complies with the 

established procedure?

Many linguists agree that it is when the translated document meets or exceeds the expectations of 

the client and the target audience. Although, it is very difficult to measure linguistic quality, everyone 

keeps talking about it, especially when they regard it as "poor".
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And that's the point: quality can be both a subjective and objective notion. What Project Managers can 

do is to focus on the former aspect. One of the reasons for buying the TMS is improving the quality of 

translations and quality of the whole process.

Here are key features that help manage and improve the quality of translations:

• Quality Assurance  (on page 50)

• Linguistic Quality Assurance  (on page 51)

Quality Assurance

Automatic QA tools to check translations have become the standard in the translation industry. 

Many of them are built-in with the various CAT tools, but some are also available separately.

The aim is to help linguists and Project Managers spot as many errors in the translated documents as 

possible quickly and effectively.

After translation and proofreading Project Managers usually perform an automatic Quality Assurance 

check e.g. for:

• formatting

• punctuation

• grammar

• spelling

• inline tags

• forbidden or rejected terms used

In XTM, the scope of QA checks depends on the connected spell checker and its availability for the 

particular language. You run it directly in Workbench, using either a built-in solution or the connect 

to MS Word. It is also possible to perform QA using Xbench  – a third-party translation QA and 

terminology management tool.

As a result, when a QA error is detected, it is highlighted and you will see warnings displayed with 

segment number, category and description. You can also filter our segments with QA warnings to focus 

only on them.

https://www.xbench.net/
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Figure  28. QA feature in XTM

XTM enables you also to use regular expressions  to perform an in-depth quality assurance check. You 

can choose between a series of predefined regular expressions in the QA profile.

Linguistic Quality Assurance

Linguistic Quality Assurance  (LQA) is a comprehensive, multi-level process that includes a large 

number of factors that all aim to measure, control and increase the linguistic quality of any text.

While QA checks  (on page 50)  are performed automatically, LQA is always performed by human 

linguists. Using a pre-determined methodology, they determine if the translation contains any 

objective errors  grouped into categories. These may include:

• different meaning/mistranslation/incorrect translation

• omissions

• inaccuracy or inconsistency with glossary, style guide or translation memory

• inadequate spelling, grammar, punctuation

• wrong register

The process of performing LQA begins with the recording of the errors in translation and ends with 

reporting analysis. For that purpose an evaluator can use a special form or use a TMS-embedded one.

In XTM, the LQA feature is a translation quality scoring system based on the Multidimensional Quality 

Metrics (MQM) model which has been designed as part of the QT Launchpad project. As a result it is 

https://en.wikipedia.org/wiki/Regular_expression
https://www.qt21.eu/launchpad/
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flexible (can be easily configured to meet your needs), suitable for all translation methods (including 

MT  (on page 70)) and comparable.

You can also set the weight for each item and severity multiplier for neutral, minor, major, and critical 

items, or add new errors.

XTM offers different methods of calculating LQA scores:

• based on the number of words in the target text (default option)

• based on the number of words in the source text

• Reference Word Count (RWC) which can be added to either of the other methods.

After the process is completed in XTM Workbench, you can view LQA results next to each user or 

download an LQA report as an Excel file.

Figure  29. LQA report

LQA can be a separate service or a part of the translation service that you buy from your LSP  (on page 

70). In any case, XTM enables you to perform it using a separate LQA workflow step.

You have to decide the total score when a translation is considered as pass or fail. Usually, when it is 

below 93%, the test is failed and the translation should be returned to the linguist for correction.
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Figure  30. LQA feature in XTM Workbench

Machine translation

Machine translation  (on page 70)  engines are third-party systems for automatic translation that 

are not standard components of a TMS.

A company that wants to use MT needs to have an account with an MT provider or configure a custom 

engine. Only then is it possible to connect the MT engine to TMS via an interface.

In TMS you mostly use it in combination with post-editing service  (on page 71)  to combine the 

advantages of both options: the speed and ability of MT engines to quickly handle large volumes of 

text with the skill and sensitivity of trained linguists.

As a result, it is important to choose a TMS that offers a range of fully managed engines from leading 

MT providers. In addition, you should be able to choose more than one engine, because you may 

decide to use one for a particular language pair or domain and another for a different one.

For more information on machine translation performance for different language pairs and content, 

consult the Memsource Machine Translation Report  or the State of Machine Translation report  by 

Intento.

https://go.memsource.com/machine-translation-report
https://try.inten.to/machine-translation-report-2021/?_ga=2.234064026.560105315.1649773908-478560454.1649498107&_gl=1*e8905i*_ga*NDc4NTYwNDU0LjE2NDk0OTgxMDc.*_ga_8ER1RD0745*MTY0OTg1MjczNy4zLjAuMTY0OTg1MjczNy4w
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Figure  31. Machine translation engines in XTM

What you should also note is the ability to choose an MT hub (e.g. Intento) or the option to add your 

custom MT  (e.g. the one you have created yourself or the one developed by a third-party provider).

After you decide on an MT engine or engines, all you need to do is create an account with a given 

provider, subscribe to a selected plan, and get an authentication key  for CAT tools to be copied to a 

relevant place.

Figure  32. MT authentication in XTM

You should also decide how this MT engine will work on top of your Translation memory (TM). An 

MT engine is supposed to fill in the blanks, while you leverage your existing resources from previous 

human translation.

Figure  33. MT leverage options in XTM

https://inten.to/
https://marcinbas.github.io/api_mt/#4-how-to-obtain-api-keys-for-mt-plugins
https://komunikacjatechnicznavistula.github.io/Marta-Borkowska/glossary/r_glossary.html#g_translation_memory
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“A great benefit of using MT in a TMS is that you use its secure version  in comparison to the free web-

based tool. Your texts should never be stored or used by an MT provider to improve its engine - read 

the MT provider’s Terms and Conditions  to ensure that.

In addition, while working in XTM, you can translate all supported file formats  (on page 31)  with 

an MT engine, and not only a few available from browser (e.g. MS Word or PowerPoint).

Connectors

Learn how to gain more control over your content by integrating content management systems and 

translation management systems via a connector.

What is a TMS connector?

A TMS connector makes it possible to transfer content from your content management system (CMS) 

to the TMS, using a set of protocols. There, it can be translated, whether by machine translation, 

professional translators, or both. Afterwards, the connector can upload the translated files back into 

the CMS so you can easily access them. In fact, any organization that works with high volumes of 

content in multiple languages could benefit from a TMS connector. For example, a company with a 

multilingual website and a blog that requires frequent updates can use a TMS connector from their 

website CMS to their LSP’s  (on page 70)  TMS.

The integrations between systems are made possible by a layer of software (a connector) based on 

the RESTFUL API  principles of push and pull. Depending on the types of systems, these integrations 

can be either lightweight, which involves very little set-up, or more intricate middleware type 

configurations.

There are many different connector types depending on what they are used for:

• content management system (CMS) (e.g. Wordpress)

• e-commerce

• customer relationship management (CRM) and customer service

• marketing content and marketing automation

• code repositories (e.g. GitHub)

• product information management (PIM) system

• cloud service solutions

• digital asset management (DAM)

https://modelfront.com/compare
https://www.techtarget.com/searchapparchitecture/definition/RESTful-API
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What are the benefits of using connectors?

The connectors save time, reduce file management costs, cut down turnaround times and make 

localization simple. You also have more control over your content and can reduce human errors since 

the whole process is automatic.

XTM example

XTM offers you a possibility of using different connectors  that have already been established for and 

tested by other companies. However, you can also contact  the XTM's development team for an offer 

of a custom-made integration with the system that is not on the above list. It can be pricey, though, 

and may also require some work from your IT team so be prepared with some additional financial and 

human resources.

Since the release of XTM version 13.0, its connectors have entered a continuous deployment cycle, 

providing ongoing releases of new features. This means that you will see updates being made to 

connectors in between main releases, enabling use of new connector functionality faster.

For a more comprehensive reference to TMS integrations, you can visit Nimdzi.

Security

Nowadays, data security is on top of mind of all businesses, with the translation industry being no 

exception.

On one hand, it concerns the confidentiality of transmitted content and the protection of sensitive 

data. On the other, data is power so it is a must to protect it against accidental loss, especially in case 

of a cloud solution.

With all legal and compliance obligations, you need to choose a TMS carefully in cooperation with the 

legal and IT departments to adapt the translation process to your needs. You will certainly need to ask 

your TMS provider to sign a DPA  (on page 69)  and NDA  (on page 71). If you can provide them 

with your corporate terms, the better for you.

There are certain aspects that should be kept in mind to ensure the secure environment for your 

translation management. It is important to check if your TMS of choice offers the following features:

• Using SSL certificate - to ensure secure communication via HTTPS

• Enabling API authentication for new users

• Allowing 2-Step verification

• LDAP authentication (e.g. for corporate Active Directory)

• Configuring allowed login attempts

https://xtm.cloud/connectors/
https://xtm.cloud/contact/
https://www.nimdzi.com/integration-map/
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• Disabling account after non-use

• Configuring computer activation level

• Password settings (e.g. duration, strength, use of brute force dictionary)

• Privacy settings (e.g. option to hide the names or details of other users of the system)

All of these are provided by XTM being a secure environment  to work in.

In addition, XTM is ISO/IEC 27001: 2017-06  certified, which confirms that the provider has the 

processes in place to protect customer data. It’s also evident that its information security management 

system (ISMIS) is able to minimize risk and ensure business continuity by pro-actively limiting the 

impact of a security breach.

Documentation

When you start working with a new tool, it is extremely useful to have relevant documentation at 

hand to refer to it when you need it.

Most TMS providers offer you a variety of ways to broaden your knowledge of their tools. Here is what 

you may benefit from if you decide to use XTM:

• User Guides: general (for top features) and more specific (e.g. for connectors, APIs). They are 

available online (e.g. online help) or for download as pdf files (e.g. manual for Offline Editor).

• Knowledge base: introduction to a few general topics presented in the form of FAQ

• XTM On Demand: a video platform giving access to webinars  delivered by XTM experts

• XTM Live: the leading translation technology summit for localization professionals from 

international enterprises.

• TechTalks: open discussions with technology leaders on key language technology topics 

(current trends, innovations and latest developments in language technology).

• Release notes: listing changes made to particular XTM Cloud versions as well as its products 

(e.g. Connect, Portal, Mobile). You can choose between reading a description  or a full change 

log.

You can also access help and information for users directly from XTM:

https://www.beuth.de/en/standard/din-en-iso-iec-27001/269670716
https://xtm.cloud/documentation/
https://help.xtm.cloud/xtm-cloud/13/?lang=en
https://xtm.cloud/docs/xtm-excel-offline-editor.x48305.pdf
https://xtm.cloud/knowledge-base/
https://xtm.cloud/welcome-on-xtm-on-demand/
https://xtm.cloud/webinars/
https://xtmlive.com/
https://xtm.cloud/translation-technology-videos/
https://xtm.cloud/release-notes/
https://xtm.cloud/release-notes/13-0/
https://xtm.cloud/changelog/XC/13-0
https://xtm.cloud/changelog/XC/13-0
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Figure  34. Help section in XTM

Note:

It is very important for the documentation to be easily accessible, user-friendly and up-to-

date!

Support

High-quality documentation is useful, but in some cases it may not be enough. As with every IT 

tool, with TMSs you can also experience technical problems.

Then, you need to have access to a professional support team, available at least during business 

hours. You can turn to them if:

• you or your translation vendors cannot work in a TMS due to unavailability of a certain feature 

(critical bug)

• you want to report a bug you or your translation vendors have found that is important or minor, 

but not critical

• you wish to know more about a certain feature that is not explained in the documentation

• you would like to have a report generated from the TMS that you cannot do yourself (e.g. on 

the average number of concurrent users in a specific period of time)

How can you contact XTM support?
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• send an email to a dedicated address (support@xtm-intl.com)

• call them at +48 61 654 91 53

• log in to the Support Portal  to create a new support ticket or check the ticket status and 

provide additional information. Here you can also check if you can solve your issue by reading 

a FAQ. The Portal helps the XTM Support Team organize the issues reported by XTM users and 

keep track of the progress of handling issues.

The response and resolution times are governed by the SLA  (on page 71)  that you sign with your 

TMS provider. They should be confirmed each time you report a bug.

Figure  35. Automatic reply from XTM Support Team

Customer Success Manager

If you need assistance with any TMS feature or would like to know more about the tool's development 

plan, you should be able to address a Customer Success Manager  (CSM) or any other person fulfilling a 

similar function. This person works with customers to ensure they are receiving the tools and support 

needed to achieve their goals.

As a result, it is good to make sure that you can count on such contact from the TMS's provider you 

wish to purchase.

At XTM, a Customer Success Manager is a main point of contact for commercial and general questions. 

As part of the Customer Success team this person is a clients' advocate aimed at improving their 

experience.

Consulting service

This is a novelty in the TMS sector and is currently available only from Memsource. However, we can 

expect it to be launched by other providers soon.

It is a subscription-based service provided by subject-matter experts for customers who can ask 

questions or seek support whenever they need help. There is no limit of the number of hours spent 

mailto:support@xtm-intl.com
https://support.xtm-intl.com/en/support/home
https://www.memsource.com/
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both by a customer and the consultants, and the costs of this service are known upfront in the 

subscription agreement.

The consulting service covers the following areas:

• migration support (transferring TMs and other content from CAT tools, other TMSs and CMSs)

• automation and integration support (connection of various tools using API)

• machine translation support (quality, types of content, pricing strategy)

For more details please visit Memsource blog.

Product development

You have bought a TMS and what comes next? Since every IT tool is upgraded from time to time 

and you get the new version instantly if you use the cloud-based software, you need to be ready 

for constant changes.

However, you can also have an impact on the future development plan of a TMS to improve your 

translation process and achieve your business goals. How is it possible? Your TMS provider can 

offer a variety of ways to involve you in shaping of the development of its features. Here are a few 

opportunities:

XTM Wish List

With XTM Wish List available from XTM On Demand, you can request or vote for new features. This 

portal is a platform for customers to submit feedback and suggest what should appear in the TMS. As 

a result, you can play an active part in creating future versions of the XTM product portfolio.

XTM Labs

XTM Labs  is a brand new concept leveraging on XTM Wish List. When new features and upgrades that 

you suggested are included in the next release, you’ll get exclusive access to them. You’ll also be able 

to submit feedback before they are available to everyone else, and customize them.

Product Manager

The position of a Product Manager is a role key to meeting the unique requirements of clients by 

driving continual improvement to TMS's product strategy. This person works with development teams, 

as well as with users and customers to collect and analyze their feedback, which is later transformed 

into a product roadmap.

https://www.memsource.com/blog/memsource-launches-consulting-service/
https://xtm.cloud/welcome-on-xtm-on-demand/
https://xtm.cloud/xtm-labs/
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As a result, it is good to have direct contact to such person at the TMS providers' to be able to voice 

your requirements and hear about planned releases.



Chapter 5. Go-Live

Once you have made your decision  (on page 19), it's time to think how to move your process to the 

selected TMS.

You thought it took a long time to make up your mind on which TMS to choose for your company, 

but it may take even longer to prepare the whole go-live process. Draft a plan involving your internal 

stakeholders, translation resources and vendors - there are so many aspects to cover. And... once again 

remember about the deadline you set earlier.

The final process should include the following steps:

• Preparing for launch  (on page 62)

• Managing user access rights and roles  (on page 64)

• Setting up TMS to work with your vendors  (on page 65)

• Agreeing on best cooperation practices  (on page 66)

Related information

Decision-making process  (on page 19)

Preparing for launch

You have made your choice and still need to comply with a lot of formalities before you can start 

working with your TMS.

Start this stage only after you have received an approval  to buy the selected TMS from your 

management.

Follow these steps to ensure that your new tool finds its place in your company.

1. Start the sales process with the TMS provider (either through your purchasing department or 

on your own):

a. Ask the TMS provider for all necessary agreements (subscription agreement, Non-

Disclosure Agreement (NDA), Service Level Agreement (SLA), Data Protection 

Agreement (DPA)  if applicable). You can also use your templates if available.

b. Consult these documents with your legal department. Allocate some time for this part 

because the negotiation process is usually a lengthy one.

https://xtm.cloud/master-subscription-agreement/
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c. Request an offer to be presented to the management for final approval (containing all 

the terms and conditions of purchase).

d. Arrange for a TMS to be installed on-premises or on your instance in the cloud.

2. Train your team, translation vendors and other internal customers that need to work with it. 

You need some time to implement it and learn how to use it.

a. Prepare internal documentation for your new TMS to present its main features and 

benefits of using it.

b. Manage the whole onboarding process by delivering training to new users (project 

managers, reviewers, translators).

c. Draft relevant documentation (e.g. checklist for translation vendors, guide on how to 

review documents for in-house reviewers).

d. Set yourself as the first point of contact for all TMS-related issues (user access rights, 

technical support).

e. Carry out an internal marketing campaign for your refreshed translation process with 

your TMS as the key tool. Advertise it e.g. in the intranet.

f. Start looking for new partners if not all of your translation vendors wish to continue 

cooperation with you with the use of the new TMS.

3. Collect all available TMs  (on page 72)  and TBs  (on page 72)  from all your vendors 

(including vendors that will no longer work for you), and migrate these assets to the TMS.

4. Create workflows  (on page 29), user accounts with relevant access rights and roles  (on page 

64).

5. Set the go-live date and start working with your new TMS. Initially process only some projects 

(the easiest ones) and gradually move the whole translation process to it. Once you discover 

all the TMS’s features, you will no longer imagine work outside it ;). You will process even very 

complex projects in it.

6. Define your schedule to report on TMS key metrics such as translation volume (number of TM 

segments, translated words), language pairs, discounts on TM use, overall external costs. It is 

a good idea to have an Excel report at hand with all relevant data generated from TMS from 

time to time. Every management would like to be updated on the metrics (Key Performance 

Indicators - KPIs) relating to the process.

Once in a while, review your decision:

• Check if the TMS meets your business needs: are there more advantages than disadvantages 

from using it? Are all of your company’s requirements met?

• Continue taking part in webinars to be up-to-date with your TMS upgrades.

• Check what is available in the market: has anything new appeared or changed in the TMS 

offer?
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• Ask yourself a question if you are satisfied with cooperation with this TMS provider (e.g. as 

regards IT support, your customer success manager).

• Conduct a satisfaction survey among your vendors and/or your internal clients working in this 

TMS. Analyze its results and present it in a form of an executive report for your management.

Managing user access rights and roles

TMS is a platform where all translation project participants meet. To streamline its operations, you 

should manage your vendors in a structured and efficient way so that all parties are satisfied with 

this cooperation and bring your translation process to the next level.

That's why it is important to manage these users effectively so that everyone could make the best use 

of this tool. On the other hand, you should be able to restrict access to certain features to protect your 

company's content.

It is up to you as the manager of your corporate translation resources to define what third-party users 

are allowed to do in a TMS. For example, it may be necessary to determine if users can modify, import, 

export, view and add TM entries or limit their ability to do so. The same goes for LQA  (on page 51) 

results, Concordance  (on page 43)  and Terminology  (on page 41).

Here is how you can manage users' access  to different features in XTM:

Figure  36. Users access rights in XTM

It is a nice-have to be able to set access rights globally, for all user roles (as shown above) and for 

particular users.
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In XTM there are both pre-defined and configurable user roles  with different access rights:

• Pre-defined roles:

◦ Administrator - the highest level of user with access to all functions

◦ Project Manager - able to create and edit other Project Managers, Linguists, Customers, 

manage projects, access and download reports

◦ Linguist - has access to any of the 4 steps in the workflow

◦ Terminologist - has access to Terminology

◦ TM Expert - has access only to TM Manager

• Configurable roles:

◦ PM Creator & Viewer (Limited Project Managers)

◦ PM Projects and Customers (Limited Project Managers)

◦ Cost Approver

◦ Requester

It is possible to subcontract projects by creating an LSP  (on page 70)  account being a special type 

of user.

Apart from access rights for each user you can define language pairs and rate cards to be able to 

generate automatic purchase orders  (on page 36). You can also define a rating for quality and 

punctuality, which helps choose the best providers for your translation projects.

Setting up TMS to work with your vendors

This is how you can set up the TMS environment for your translation vendors based on the XTM 

example.

Make sure you have migrated all TMs  (on page 72)  and TBs  (on page 72)  to your new TMS. List 

all vendors who are willing to work in the TMS and sign all the necessary agreements with them.

Follow these steps to ensure that your vendors are integrated in the TMS.

1. Create an account for your vendor.

a. For translator/reviewer, choose the Linguist  role and assign relevant workflows (e.g. 

Translate, Correct).

b. For LSP  (on page 70), use the Subcontracting  feature.

2. Ask you vendor to go through the setting up process. It includes computer activation  (for all 

users) and setting up a connection  (for LSPs).

You will receive a notification that this process was successful.

https://help.xtm.cloud/xtm-cloud/13/en/overview.html
https://help.xtm.cloud/xtm-cloud/13/en/computer-activation-for-xtm-cloud.html
https://help.xtm.cloud/xtm-cloud/13/en/setting-up-a-connection-with-xtm-contractor.html
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3. Complete your vendor's language pairs, billing details and rates.

4. Optionally:  Assign a relevant number of licences to your vendor.

5. Create a test project for your vendor. LSPs should set up accounts for their PMs and linguists 

and check workflows.

The vendor confirms to be ready to work in the TMS.

6. Send all training materials to your vendor, such as user manuals and checklist (if any).

7. Create a real project in the TMS, assign it to your vendor, and start working.

Note:

LSPs can decide to buy their own licences, use free accounts, or combine both options.

Agreeing on best cooperation practices

Once you have set up the TMS in your company, you need to inform your vendors that you will 

soon use it for all the translation projects.

However, before you start, you should agree on certain aspects because work with TMS may be 

different than the standard terms of cooperation: In particular, you should clarify the following issues:

Terms of cooperation

• Decide what kind of agreements you should sign with your vendors depending on your 

business needs (compliance) – Cooperation Agreement, Non-Disclosure Agreement (NDA), 

Service Level Agreement (SLA), annexes (e.g. complaints procedure, LQA process, rate cards 

(on page 36)), etc.

• Discuss the invoicing terms with your vendor – if you should be invoiced in advance or after 

translation, monthly or after each project, based on purchase order  (on page 36)  from TMS or 

PO from your vendor.

• Agree with your vendor on how to deal with confidential texts (e.g. work outside TMS).

• Inform your vendor that not all projects may be processed in TMS (e.g. certified translations, 

patents, etc.) and agree on a suitable process and pricing for them.

• Agree with your vendor on how to proceed with non-editable graphics (e.g. export texts to 

open format files, additional price, etc.).

• Prepare a checklist for your vendors, outlining aspects not covered by the Cooperation 

Agreement to be used with your projects in TMS.

• Make sure the Language Service Provider (LSP)  informs its linguists of all relevant aspects of 

cooperation with you and ensures all the PMs are also updated.
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Communication

• Decide upon the main communication channel with your vendor for your translation projects 

(email, TMS notifications, vendor's client portal, etc.)

• Agree on communication process during the project e.g. when translators have questions – 

how project participants (linguists, PMs, client) should proceed to keep the deadline.

• Remember that your vendors may work in different time zones and countries so when setting 

deadlines make sure you specify it and take account of holidays different than yours.

• Discuss with your vendor what to do in case of technical problems with the TMS (if you should 

be the contact person or they can contact support directly).

• Establish the way of how you should be informed that the vendor has finished the project and 

how files should be transferred to you (via TMS, by email, via data transfer system, etc.).

Translation in TMS

• Send all reference materials to your vendor to help linguists deliver accurate translations. 

Reference materials may include corporate websites, previous translations (not existing in your 

TMs), offline glossaries, etc.

• Inform your vendor about the need to use of Translation memory (TM), Termbase (TB), 

Concordance and what to do in case of conflicting matches (e.g. use the most recent one).

• Discuss with your vendor whether linguists can use machine translation for particular projects 

or not.

• Ask your vendors to use in-context preview if available for particular files to check the 

translation in reality (not only in the text editor) and the length of texts.

• Make sure the vendor understands the need to run automatic QA on a file in TMS to check e.g. 

non-translated texts or invalid inline tags.

• Ensure your vendor generates the target file from TMS to check its layout after translation 

(e.g. if there are no hidden texts or if the file is ready to be sent to the final client). If there are 

layout issues, agree with the vendor who should fix them (if the vendor, discuss an additional 

price).

• Ask your vendor to confirm all segments in the text editor so that the TM could be updated 

automatically.

• Inform your vendor about the need to follow messages from TMS concerning its potential 

unavailability for maintenance, which may affect their work and your deadline.

• Discuss with your vendor how many licenses they will need for their linguists. Inform them 

that your TMS may be unavailable at certain times due to the exceeding of the number of 

concurrent users (if applicable).
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Note:

It is a good practice to prepare a checklist for your vendors, outlining aspects not covered by 

the Cooperation Agreement to be used. It may list some or all of the above issues relevant for 

dealing with your projects in the TMS.



Chapter 6. Glossary

Find the meaning of some key terms from the translation and localization industry.

Data Protection Agreement (DPA)

It is an agreement between a data controller (such as a company) and a data processor (such as 

a third-party service provider). It regulates any personal data processing conducted for business 

purposes. Recently, it has become an important part of business relations in the translation 

industry due to the entry of the General Data Protection Regulation  in the EU.

Fuzzy matches

Each CAT tool divides a text into segments. Then, it begins analysing the text against a relevant 

translation memory. As a result, each segment is given a score, i.e. a match ranging from 1 

to 99%. Matches are important because they speed up the translation process and provide 

discounts. As a result, you save a lot on a bigger translation memory and similar texts stored in 

it. There are different types of matches:

• 101% match (also called: ICE match or a context match) is an identical segment in 

an identical context, which means we the translator can be sure this match can be 

approved, because the segments before and after it are also identical.

• 100% match  (also called: identical match) is an identical segment, but the segment 

before or after it is different, which means it still needs to be checked by the translator.

• 99% - 95% matches  – almost exact matches; it is usually enough to check the tags or 

particular words in the segment

• 95% - 75% matches  – they are called high and medium fuzzy matches which show 

similar texts in the translation memory where some changes are needed

• 75% - 50% matches  – low fuzzy matches usually useless for the translation process and 

most CAT tools do not show them at all; as a result such segments are considered “no 

matches” for which you need to pay the whole price

• Fuzzy repeat matches (95% - 75% internal matches)  – these are similar segments 

found not in the translation memory, but across one file or more files in one project. Not 

all vendors provide discounts on them, but you can always try to convince them.

https://eur-lex.europa.eu/eli/reg/2016/679/oj
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• Repetitions – are types of internal matches, i.e. identical segments found across one 

file or more files in one project. However, their special status is due to the fact that most 

vendors charge less for them, while not willing to pay less for the others.

• Machine translation matches  – if you use an MT engine for your translation project, 

each segment for which no fuzzy match was found in the TM is propagated with machine 

translation from this engine

Inline tag

It is a label that define the way a certain information should be processed. In CAT tools 

generally, tags are used to mark parts of a text that correspond to:

• different formatting i.e. different fonts, font sizes, line breaks or colors

• internal code (e.g. HTML, index entries or cross-references)

• other special characters

However, sometimes they are just minor (or even invisible) changes.

Localization (L10n)

Localization is the process of adapting a product, service, advertising or any other content to 

a specific market. It should be considered different from translation because it actually goes 

way beyond. Localization requires you to convert text from one language to another, taking 

into consideration all the different factors such as: time zones, currencies, symbols, colours, 

legal requirements, website links, product beliefs and cultural references. The goal is to give 

your content the look and feel of having been created specifically for each target market you’re 

aiming at.

Language Service Provider (LSP)

It is a broader term for a translation vendor, meaning an organization that offers language-

related services (i.e. translation, interpreting, localization, transcreation, transcription, subtitling, 

voice-over). An LSP can include a translation agency, a company, or an individual.

Machine translation (MT)

It is defined in ISO 18587:2017 as automatic translation of text from one natural language 

to another using a computer application. Machine translation is a hot topic in the translation 
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industry right now with everyone talking about it both in respect of the human factor and the 

tools used in the process. MT quality has dramatically improved over the past few years. Many 

enterprises and language service providers have turned to MT for faster and more cost-effective 

translation.

Non-Disclosure Agreement (NDA)

It is also known as a confidentiality agreement (CA) under which the parties agree not to 

disclose any information covered by it. It is especially important when translating sensitive 

or confidential information contained in documents. Many translation vendors fail to properly 

protect their customer’s information which can lead to many legal issues. You have a choice: to 

sign your NDA or your vendor's NDA. This agreement can be signed between the client and LSP, 

and between LSP and translator/reviewer.

Post-editing (PE)

Service defined in ISO 18587:2017 as editing and correcting machine translation output There 

are two main levels of post-editing, light and full; their use depends on the purpose of the 

translation output and the client’s requirements:

• full post-editing  - process to obtain a product comparable to a product obtained by 

human translation

• light post-editing  - process to obtain a merely comprehensible text without any attempt 

to produce a product comparable to a product obtained by human translation

Service Level Agreement (SLA)

This agreement defines the scope of expectations and needs of the client in relation to the 

service delivered by the software provider. It can outline the following aspects:

• minimum time of system availability

• time of providing a solution to reported issues

• procedure of reporting and monitoring issues

• consequences of failure to comply with the terms of agreement (e.g. compensation)
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Termbase (TB)

A termbase (TB), also known as terminology database, is a glossary of industry-specific and 

company-specific terms, which you can manage outside your translation memories. It is a 

glossary of terms in a CAT tool that you can create to be able to search for individual words and 

display them among translation results. It is useful if there are multiple translators working on 

the same project and it’s important to keep accuracy and consistency regarding the main terms. 

It can be single-language or multilingual. A term base shows the translators which terms are 

new, approved, forbidden, or preferred together with their additional description, definition or 

picture.

Translation memory (TM)

It is an electronic collection of source language and target language segment pairs. Its 

purpose is to facilitate the retrieval and use of previously translated content. It is a database of 

translated sentences (segments), which is created during the translation process [source: ISO 

17100:2015 Translation services — Requirements for translation services]. A translation memory 

has been at the core of the industry since the late 1990s and its importance has not faded even 

with the arrival of new technologies.
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