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1 General Concepts
Our quickTerm Vision

1 General Concepts

1.1 Our quickTerm Vision

quickTerm is a life cycle management system for terminology based on SDL

MultiTerm or Acrolinx. The objective of quickTerm is to:

Efficiently roll out terminology across an enterprise so that it reaches its

target groups in an acceptable form

Simplify terminology to the point where even a "layman" user has no

problems in understanding it

Provide direct access to terminology databases and other search
providers from Windows applications as well as web browsers and

smartphones

Establish a solid foundation within an enterprise for the development and

coordination of terminology

Extend the scope of the terminology to all relevant languages with a

global, collaborative workflow

Raise awareness of and keep the termbase constantly in the minds of
colleagues through regular light-hearted tactics such as recommended

entries, entry of the week, term quiz, etc.

quickTerm achieves its objectives by:

Providing terminology quickly from any Windows application by pressing

a hotkey (only when the quickTerm Client is used).

Enabling terminology to accessed easily via a web browser, from tablets

(quickTerm Web) or smartphones (quickTerm Mobile)

Allowing new terminology to be suggested, feedback on existing entries

to be provided, change and translation requests to submitted

Allowing the approval process to take place "virtually" and collaboratively

online, on a smartphone, or in the quickTerm Client
Allowing "edit tasks" to be managed by the relevant specialists

Supporting translation processes, including reviewing and approval loops
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General Concepts 1
Brief "Terminology of Terminology"

To optimize space and text flow, this document will use the masculine form

Linguistic Note

only.

References to individual user types, such as "Terminologist" or "Approver",

will always mean the entire user group, as these roles may obviously by

carried out by several different people.

1.2 Brief "Terminology of Terminology"

To make it easier for you to work with quickTerm, it would be helpful to
briefly explain the entry structure concept used in MultiTerm. This is
generally accepted in terminology theory and is referred to as being

"concept-oriented and term-independent".

It is important to familiarize yourself with the notion of "concept”, "language
and "term" if you want to be able to filter entries or terms and also

understand approval and translation workflows.

Concept In the terminology, an entry always describes a specific "thing" or a
"function”. This can usually be described or "defined" in a language-neutral

way. In the terminology, this abstract "thing" is referred to as a "concept".

Language Different designations can exist in different languages for each concept. Not

all languages are not available all the time.

Term If the designations are in written form (i.e., they are "words"), they are
referred to in the terminology as "terms". If there are multiple terms
associated with a language in an entry, these are also referred to as

synonyms. For example, chair and seat could be synonyms.

An example:

quickTerm 5.5 - User Manual Desktop Client 7



General Concepts

Brief "Terminology of Terminology"

Entry leval

Graphic: B

Definition:

M Deutsch
Zielwahl

Verwendu

Kunden: Nokla

Kurzwahl

Wahlfurktion, die zur raschen Anwahl einer zuvor
gespeicherten Nummer dient, Die gewtnschte
Telefonnummer wird einer einzelnen Taste des Ziffernfeldes
r%eordnet und kann dann durch ngeres Drucken auf e
ntaste dlrekt ange ,

ng: STANDARD

Verwendung: STANDARD
Kunden: Sony

Direktwahl

Verwendung: Strengstens verboten

Quelle:

Schnellwahl

Einzelhandel

Entry level

1 Language 1
""""" Term 1
1 Term 2 (=Synonym)

" Term 3 (=Synonym)

Verwendung: Strengstens verboten
Sachl, Anmerkung: Siehe auch Schinellwahl.

[E] Englisch
speed di

Verwendung: STANDARD
Sprachgebiet: USA

quick dial

Verwendur

1q: STANDARD

| Term 4 (=Synonym)
Language 2

) Term 1

MultiTerm Entry Structure

Term 2 (=Synonym)

As you can see, a MultiTerm entry has three levels:

= a concept level, on which can be found all the information that is always

valid for the concept (=the "thing") in every language.

= one or more language levels in which

= one or more terms have been entered (term level). Additional information

can be entered for each term, so as to be able to distinguish more clearly

between the terms and, in particular, to clarify the differences in use.
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General Concepts 1
The quickTerm Workflows

Concept iti Linfn |
Additinnal Infn |
Additional Info

Language/ Index Additinnal Infn |
Additinnal Infn |
Additional Info

L Infn |
Additinnal Infn |
Additinnal Infn |
dditinnal Infa |

Additional Info

Term

Schematic Entry Structure

1.3 The quickTerm Workflows

quickTerm distinguishes between requests and tasks.

Requests

Requests can be submitted by all users of the termbase, provided that this

option has been enabled in each case. The requests comprise:
= Term request: A completely new entry is desired
= Change request: An existing entry should be changed

= Translation request: An existing entry needs translating into an additional

language

= Log terms: Not really a request, but a note to a user that a search was

unsuccessful.

quickTerm 5.5 - User Manual Desktop Client 9
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General Concepts

The quickTerm Workflows

Tasks

Tasks are always initiated by the terminologist. Exceptions are foreign
language approvals that were created automatically during the translation
process, or tasks created fully automatically by quickTerm Tools. The tasks

comprise:

= Edit Task (Change, Definition): The terminologist "orders" specific data

from a certain user group for an existing entry or term request

= Approval task: The terminologist sends a prepared entry to the different
user groups for approval. This may also take the form of a fully

automated process via quickTerm Tools.

= Translation Task: The terminologist sends an entry for translation into
certain languages only. This may also take the form of a fully automated

process via quickTerm Tools.

Workflow Participants

Depending on how the system is configured, specific users can be involved

in a workflow in one or several roles.

All users are divided into groups. These include approval and translation
groups for the individual languages. It is also possible to define initial

checkers for requests - this is a separate role.

In voting processes, the system can be configured so that only one group
member has to cast a vote, a certain number of group members have to cast
a vote, or a certain number of group members have to cast a positive vote

before the vote from this group is accepted as complete.

Approval, edit tasks and, of course, translations run as separate workflows in
each language. It is therefore entirely possible that an entry can be approved
in German, awaiting approval in English, in progress in Italian and only just
submitted for translation in Spanish all at the same time. This also means
that specific approvers are defined for each language and can automatically
only approve "their" language. Similarly, translators can only make

suggestions or receive tasks for "their" language.

Furthermore, it is possible to display only those languages that have been

approved for each term (status filter at language level) in quickTerm.

Importing status information into the termbase

The workflow status can also be optionally entered in MultiTerm or Acrolinx.

For more details see MultiTerm Approval Documentation .

quickTerm 5.5 - User Manual Desktop Client



General Concepts 1
Requests

1.4 Requests

Requests can be submitted by all quickTerm users, provided that this option

has been enabled for these users.

quickTerm 5.5 - User Manual Desktop Client 11



General Concepts

Requests

Request is logged

1.4.1 Term request

nitial checking

enabled? ‘Yes——m  Checks requests
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¥

Checks requests  [——yes

Request usefull?

Infio PegUest

"Term request" workflow
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L 4

Reject term request

Initial checker

Terminalogist

Specialist
Apprever

Sufficient

irformation? —| Create edit request Info request
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task?
Yes
¥ *
Completed | Result is stored in >
Entry ™ term reguest Edit task
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ith entry?
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termbase entry few
entry
h 4

Close term request

v

-

Approval,
Translation

h 4

Mail to reguestor
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General Concepts 1
Requests

Every user who has had the option enabled may submit a term request in
quickTerm. The information that the user can or must fill in when submitting
a term request can be configured for each user group. Term requests may

be monolingual or bilingual, depending on the user authorization.

Depending on the configuration, term requests are first sent to the initial
checker (who if applicable forwards the term request to the terminologist), or
are sent straight to the terminologist. The terminologist decides whether the
request should, in principle, be added to the termbase. The terminologist can
delegate the request to a specialist for actioning, or create the entry in the

termbase and then send it for approval.

As soon as the term request is created, quickTerm checks whether this term
already exists in the termbase or has been previously submitted as the
subject of a term request (including requests that have been rejected!). This

prevents duplicate term requests from being filed.

An e-mail is sent to the requestor to inform them of the outcome of the

request.

1.4.2 Change request

Terminologist

v

Reguest |5 logged

Valid
reguest?

Specialist
Approver

s o |nfio regueest

o Reject

== Edit
task

k.

r

Apply changes (to
entry or term
request)

"Change request" workflow
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1 General Concepts
Requests

Every user who has had the option enabled may submit a change request in
quickTerm. In doing so the user is able to enter different values into the
relevant fields of an input screen. The terminologist receives these requests
with a clear overview showing the "change history" and decides what to do

with the request:
= Reject change
= Accept change and update termbase immediately
= Forward the change as an edit task to the specialists for voting

Depending on the system configuration, the terminologist can also submit a
change request to himself and accept it immediately. This is virtually the
same as "documented" editing of an entry. It enables the terminologist to edit

the termbase from devices on which the MultiTerm Client is not installed.

1.4.3 Translation request

Terminologist
+ Specialist
Approver
5 ) . SRR

h 4

Understood
request?

Optional translation

lon supplied [ e Infa request

valid
request?

s 2 Reject

Yes

v

Canver to
translation task

"Translation request" workflow
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General Concepts 1
Requests

Every user who has had the option enabled may submit a translation request
in quickTerm. The user must specify the language in which the term is to be
translated, but he may also propose a translation as well. The terminologist
can then reject this request or forward it as a translation task to the relevant

team.

1.4.4 Auto-Logging Unsuccessful Searches

quickTerm internally logs all unsuccessful searches. Since many
unsuccessful searches are caused by errors such as typos or searching in
the wrong source language, two threshold values may be set: one for the

logging process itself and one for an automatic term request.

This allows on the one hand for a minimum number of unsuccessful
searches to be specified before the search term appears in the list of logged

terms.

On the other hand, an automatic term request can be configured. For
example, the system can be configured so that once a term has been
searched for 25 times without success, a term request is automatically
submitted to the terminologist. The content of this automatic term request

can also be defined (apart from the actual term itself).

1.5 Tasks

Requests are mostly submitted by terminologists. Exceptions are requests

generated by the system:

Approval tasks that are created automatically as part of a translation process

(if configured)

Fully automated requests created via quickTerm Tools

1.5.1 Approval task

quickTerm distinguishes between a source and target language approval

workflow. The difference is that:

= in the source language workflow, the terminologist initiates the approval

task and is also responsible for the final approval.

= in the target language workflow, it is the translator or lead translator who
automatically or optionally starts the approval process. The master
approver for the respective language can either grant final approval, edit

the proposed translation, suggest an alternative translation, or request a

quickTerm 5.5 - User Manual Desktop Client 15
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General Concepts

Tasks

new translation suggestion. The terminologist is not involved in target
language approvals, unless he has been appointed as the master

approver for the target languages.

1.5.1.1 The Approval Concept

Approval at the Language Level

In the quickTerm philosophy, approval always occurs at the language level
and not at the term or entry level. As we see it, the workflow only makes
sense within the context of all terms of a given language: individual terms
(synonyms) are thus evaluated by the terminologist and provided with usage
information and other information. The total context of a specific language,
including information on which terms are the preferred terms and on what
occasions, will then be approved by the approvers responsible. Beyond this,
the terminologist will probably not be involved in the workflows of the other

languages as they are not likely to be proficient in these languages.

Renewed Approval for Changes

If a new term is added to an existing entry or an approved term is changed,
an entry already approved in this language has to be approved again, as the
total constellation of preferred terms, etc., may have changed. quickTerm

also indicates that the target languages may also be affected.

Restarting Approvals

If desired, individual entries can be set to "Restart approval process". Once a
specified period of time expires, quickTerm will then remind the terminologist

that the validity of this entry may have to be checked.

quickTerm 5.5 - User Manual Desktop Client
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'

Vating in groups

General Concepts 1
Tasks

1.5.1.2 Source Language Approval Workflow

Terminclogist

Specialist
fpprover

-~

Main approver

Cascaded? Es—— ]
APPCVES
MNa
Approved? o—  Modify entry »  Restart approval
s
¥

Final approval

!

Enitry set to final in
termbase

"Source language approval task” workflow

The approval workflow for the "source language(s)" comprises a three or

four-stage process:

1.

An existing entry, which has not yet been approved, has the status
"New". The terminologist can send such an entry for approval in each
language at a click of the mouse. This step can also be automated using

quickTerm Tools.

The approval task process runs as soon as the approval has started.
The respective users receive a natification via e-mail and the approval
tasks received appear in the task box (Request management screen) in

the quickTerm Client.

The approvers can then approve or reject the individual entries, or
abstain from voting, by clicking on the respective buttons. They can also
"chat" with each other using the notes function or send a question to the
task initiator using the "Ask for information" function. It is particularly

useful to enter a note when rejecting an entry or abstaining from voting.

quickTerm 5.5 - User Manual Desktop Client 17
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General Concepts

Tasks

If required, quickTerm can automatically document the voting process
and manage the status information in the termbase. This means that the
approvers do not have to be familiar with the specifics of the termbase.
Neither is it necessary to install MultiTerm locally on the approver's PC.
Nevertheless the exact approval processes can still be viewed in the

termbase.

As soon as all the approvers for a language have approved an entry, a
master approver can optionally grant final approval or reject the entry.

The status is then "All approved".

If the master approver has also voted, the terminologist receives a
notification via e-mail and can either correct the entry in the respective
language and restart the approval loop, or give final approval to the entry

directly in his quickTerm task box.
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Tasks

1.56.1.3 Target Language Approval Workflow

Terminologist

Specialist
Appraver

Voting in groups
Main appraver
always involved
: 1 Mew translation
available? > requested
‘fes
Edit or '
create new dit
MNew
Yes .
Set existing Edit
translation to existing
rejected translation
Enter own
tranzlation
h 4
Final approval [

v

Final entry created
in termbase

"Target language approval task" workflow

The approval workflow for the target language(s) comprises a three-stage
process:

quickTerm 5.5 - User Manual Desktop Client 19



1 General Concepts
Tasks

1. A translator makes a translation suggestion. This is either initiated by the
translator or occurs as a result of a translation task. The translation
process itself may be broken down into several stages with a translator,
reviewer and main translator. It is possible to configure the approval

process following translation (see Field Access Settings):
— Optional

When finalizing the translation task, the translator can decide

whether to start an approval task.
— Obligatory

When the translator finalizes the translation task, quickTerm

automatically starts an approval task.
— Disabled

If this option is set, it is not possible for an approval task to be
assigned. In this case, you should configure the translation
suggestion dialog so that the approval value is also written directly to

the termbase.

2. The voting process is identical to that of the source language approval

process.

3. As soon as all the approvers for a language have approved an entry, the
master approver must either give his final approval, edit the translation
and finally approve it, suggest an alternative translation and finally

approve it, or request a new translation suggestion from the translator.

Approval for the translation is independently assigned by quickTerm as
required, so, unlike approval tasks for terminologists, you cannot manually
select which approver groups should be included. By default all approver
groups that are assigned the relevant language are included. If you want to
involve other approver groups for different types of entries, you can
configure this so that it is "implicitly" linked to specific criteria, i.e., to a
department or specialist area. For example, the system can be configured so
that every entry allocated to department X can only be approved by

approvers from that department.

1.5.1.4 Approval Methods

Approval can be carried out in three ways:

= In contrast to the two voting procedures, only one member of a group
has to grant approval in the First-Wins procedure in order for the whole

group's approval to have been given. It is also possible to specify

20 quickTerm 5.5 - User Manual Desktop Client



General Concepts 1
Tasks

whether other group members can disagree with a "colleague" and reject
a previously approved request, or whether a vote that has been cast
immediately finalizes the approval task and blocks all other group
members (enforced First-Wins). In the event of a conflict, the original
vote will be invalidated in quickTerm; however, all agreements or

rejections will remain documented in the termbase.

= In contrast to the first wins procedure, the minimum agreement
procedure requires a specific number of users in a group to approve an

entry in order for the group's approval to have been given.

= The necessary votes procedure dictates that a certain number of total
votes has to be cast for each term before a decision (agree or reject) can
be reached. Abstentions are not counted. We recommend specifying an
odd number of necessary total votes so that the number of votes for and
against the proposed term are not identical, as the system would then be

unable to reach a majority decision.

The Administrator specifies whether a group uses the First-Wins or voting
procedure to approve entries under Approval settings in the group

management.

1.5.1.5 Abstentions

As well as approving or rejecting an entry, it is also possible to abstain from
voting. The meaning of an abstention is either "don't mind" or "don't know"
and is a way of documenting the user's abstention and also of informing
other users involved in the voting loop that he has abstained. Abstentions
are ignored in the decision-making process. This applies for both approval
tasks and edit tasks (changes, definitions). Ideally a reason for the
abstention should be provided through the chat function (e.g., "Not my area

of expertise").

1.5.1.6 MultiTerm Approval Documentation

quickTerm can document the entire voting process in MultiTerm. In order for
it to do so, you must include the relevant workflow fields in the termbase
definition at language level (for further details see Termbase Settings in the

Configuration chapter).

quickTerm 5.5 - User Manual Desktop Client 21
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Tasks

/

1.5.1.7

Approval documentation in MultiTerm is optional!

Documenting approvals in MultiTerm is not essential from a quickTerm
perspective. Its only purpose is to allow all users, not just the quickTerm

terminologist, to see the approval status and history in MultiTerm.

Revoking an Approval

When an approval is initiated, quickTerm checks whether the entry has
already been approved in the particular language or in another language. If
that is the case, the approval process can also be optionally repeated for
these approved languages. The reason for this is that a change made in one

language can also bring about changes in other languages.

quickTerm checks the workflow status in quickTerm and in the termbase, as

this information may differ.

Notification of New or Changed Approved Entries

When an approval process starts, all groups that have "subscribed" to these
notifications automatically receive an e-mail informing them that an entry has
been sent for approval, regardless of whether the entry is new or one that

has already been approved.

Likewise, at the end of the approval process, all groups that have
"subscribed" to these notifications will automatically receive an e-mail

informing them that an entry has been approved.

quickTerm 5.5 - User Manual Desktop Client
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1.56.2 Edit Task (Change, Definition)

Terminologizt
¢' | Specialist
Approver
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agree? details & chat
Yes
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& h“;‘; Mo— ]| restart task (reset
gred vates)
Mew input and
restart task (reset
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Yes
¥

Apply to request /
entry

"Edit task" workflow
There are two types of edit tasks in quickTerm:
= Definition
The terminologist can send term requests or existing entries to specific
user groups to fill any information gaps, e.g. to obtain a definition of a

concept. It is for this reason that this type of task is also called a

"Definition task", even though it is not always a definition that is required.
= Change

The terminologist can, either of his own volition or in response to a
change request, send existing entries to specific user groups to check

the change and, where applicable, make their own suggestions.
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Tasks

The recipients of such tasks could be any of the user groups (e.g., the
approver groups). All that needs to be configured is the option that allows

the group to receive definition or change requests.

In both cases, the terminologist can select specific fields that the specialists
must complete on a task-by-task basis. They then have to enter the data in

an Editor window. If the task is sent to a group with several members, these
may then follow the same voting procedures as used for the approvals

workflow.

As soon as a decision has been made, the information is returned to the
terminologist, who can then either update the term request or termbase

entry, or reject the decision and request that the task be repeated.

quickTerm 5.5 - User Manual Desktop Client
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1.5.3 Translation Task

Terminologist
Translaticn task -
Specialist
created
Approver

S =m

==Target
language
approval

"Translation task" workflow

There are different ways to add multilingual terms to a termbase. For
linguistic reasons, the search for foreign-language equivalents in quickTerm

is always referred to as "translation".
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Tasks

1.5.4

Multilingual Term Requests

In addition to monolingual term requests, translators can also submit
multilingual term requests. These term requests are first processed by the
terminologist, just like monolingual term requests. As soon as the
terminologist has created the term request in the termbase, they can send it

for approval (optional).

Translation Suggestions

If a translator comes across a monolingual entry in MultiTerm, for example in
the terminology window of SDL Trados, they can look up the term in
quickTerm and submit a translation suggestion. This will be created directly
in MultiTerm and an approval request goes out to the approver of this
language either automatically or at the request of the translator. At the end

of the approval process, the translator can optionally be notified of the result.

Translation Tasks

As an alternative to the translation workflows that originate with the
translator, the terminologist can also send specific entries for translation. In
this case the translator receives a notification via e-mail and can process the
requests in his task box (Request management) and submit a translation

suggestion for each translation task.

Depending on the configuration, there can be a proofreading workflow
before actually sending the translation suggestion off to the approver. An
example scenario here would see a translator from the group making a
suggestion that a second translator checks. The second translator then
forwards this suggestion to the "main translator" for review. He then saves
this entry in the termbase and, depending on the configuration, passes it on

to the approver.

Translation Suggestions for Existing Entries

Depending on how the system is configured, translators can also submit
translation suggestions for entries that have already been "translated" and

approved. This automatically starts a new approval process.

Feedback

All authorized users can provide feedback on terms. This feedback is

collated in the terminologist's task list.
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1.5.5 Request Management

In the "Request management" area, the tasks concerning the user currently

logged into quickTerm are divided into three areas:

1. Assigned tasks: Lists all the tasks currently assigned to this user for
processing. For a terminologist, these may be term requests, feedback,

final approvals, etc. A translator may see translation tasks, etc.

2. All my tasks: Lists all the tasks in which the user is involved, regardless
of whether they are currently assigned to him. For example these could
be all term requests (including those that the user himself has initiated),

approval tasks (including already closed ones), etc.

3. User-specific tasks: After the first two standard tabs, a series of user-
specific tabs list individual tasks by type, e.g., all term requests, all
approval requests, etc. There may also be additional functions available

that are applicable only to these task types.

1.5.5.1 User-Defined Task Category

quickTerm allows a user-specific field to be incorporated into every task.
Possible uses of this function can be to filter tasks by specialism, or to select

tasks by project number, etc.

This field can either be filled entirely at the user's discretion, or "hard-wired"

to a specific termbase field, such as "Department".

1.6 Collaboration

quickTerm is a collaborative workflow system.

Chat (relating to tasks/requests)

To support collaboration, users are able to call on the following functions

within a workflow:
= Information requests

By selecting the "Question" option and choosing the recipient group, an
information request can be sent. Doing so not only adds the question to
the respective task, but also creates a task for the recipient group. The

response, which is provided as part of the new task, is also noted in the

original task/request.
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1.71

= Comments

By selecting the "Comment" option, a note is added to the respective

task/request.

The information requests (and their responses) and comments can be seen

by everyone involved in the workflow.

To send questions or comments, click on the "Send" button.

Live chat

The Live chat function can be used to discuss tasks and requests with other

quickTerm users.

Social Terminology

Social terminology covers a range of functions that the terminologist can use
to increase the attractiveness and hence the usage, distribution and
acceptance of the termbase. As with websites, topicality and the "new" factor
are critical to generating a lasting interest in the information in the termbase

among the user community.

The social terminology features are only available in quickTerm Web and

include:
= Recommended and liked entries
= Term of the week
= Term quiz

= Live chat

Recommended and liked entries

The terminologist is able to "recommend" individual entries. These are
displayed as a separate list in quickTerm Web. Thus frequently misused
entries or entries with a particular topicality can be actively promoted. Users
can click on these entries and view them in the entry window. The
terminologist can also remove recommendations from the recommended

entries list.

Every user can "like" an entry. The "likes" are counted and the
corresponding entries are shown in the liked entries list. While the
terminologist has no direct access to individual entries in the likes list, he is
able to completely reset the entire list. How far back in time the system looks

to find "likes" can also be defined.
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1.7.2 Term of the week

The terminologist can prepare a piece on special entries and publish them in
quickTerm Web as "Term of the week". In quickTerm these are managed
using special information fields, linked to an entry and can be published
using different style sheets. There is only ever one term of the week active at

a time, though users can scroll back through "old" terms of the week.

1.7.3 Term quiz

In a similar manner to the term of the week, the terminologist can also
publish a term quiz on quickTerm Web. A term quiz is a set of questions
asked in sequence. Each question has four possible answers, one of which

is correct.

These questions are written in quickTerm and collated as "quizzes". The
user is presented with a choice of four possible answers for each question.
After he has selected an answer, he is told whether he was right or not. The
quiz ends with a set of statistics showing how many questions the user got

right and how many were wrong.

There is only ever one term quiz active at a time, though users can scroll

back through "old" quizzes.

1.7.4 Searching in Other Sources

quickTerm also permits other search providers to be configured in addition to
MultiTerm and Acrolinx. These are displayed in the results list alongside the
actual MultiTerm or Acrolinx matches and can be selected just like the

entries in the termbase.

While it is primarily search providers such as Leo, Linguee, Pons, IATE,
Wikipedia, etc. that were considered for this function, company internal
search engines like Sharepoint text search can also be configured as search
providers. Naturally this can provide a significant boost to quickTerm's

qualities as a reference program and therefore the usage of the termbase.
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1.8 Administrative Functions

1.8.1

1.8.2

quickTerm can be configured to provide the terminologist with a range of
administrative functions. These include version management of the
termbase and the ability to compare versions. A task summary can also be
viewed and even automated (using quickTerm Tools) in the "Reports" area

of quickTerm.

Multi-Tenancy

quickTerm is a client-compatible system. This is of particular interest in
hosting scenarios. quickTerm can be configured completely differently for
each client, right down to a dedicated theme in quickTerm Web. Different
termbases can of course be included on a client-specific basis and different
users and groups created. The single restriction is that only one MultiTerm
server can ever be accessed by each quickTerm server. It is perfectly
feasible for any client with their own MultiTerm account to access the
termbase to prevent entries in the termbase of client A appearing in the

configuration of client B.

New clients are created by a "Global administrator". The "Client
administrators" have no access to this function and can only configure their
respective clients. It is therefore also possible in the hosting scenario to
grant the customer administrator functions that are restricted to just their

clients.

Dashboard (Change Management): Versions

and History

Version comparison

Depending on the configuration on the server itself, quickTerm can record a
"snapshot" of the current data in the termbase at regular intervals. In the
quickTerm Dashboard the terminologist is able to compare the terminology
in the individual snapshots against each other. This allows him, for example,
to find changes over a certain period of time, or to find out when a specific
change was made. quickTerm first lists all the entries that were changed
within the selected period. The terminologist can then filter the results by
language or change type. He will then be able to "drill down" in the "results

list" until only the change he is interested in is displayed.
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From this results view the terminologist can also send some or all of the
entries for approval again, send them to the translators to check, or even

reset a term, language, entry or the entire termbase back to a certain state.

Termbase Development

Alongside this precise change history feature, the terminologist is able to
review the development of the termbase over time on a chart showing the

total number of entries, entries per language, terms, etc. as trend graphs.

Entry statistics

This tab shows the development of entries, filtered by language and date, on

a chart.

Access statistics

Precise access statistics can also be viewed via the Dashboard. Exact
figures are recorded showing the number of successful and unsuccessful
searches and how many entries were displayed for each termbase and
language. The terminologist can choose whether the groups are taken into

account or not.

These statistics can show the "total" figures since starting to work with
quickTerm, or cover individual reporting periods (e.g., monthly statistics) and

be distributed automatically by e-mail.

Term request statistics

This tab shows the development of term requests, filtered by language and

date, as a chart.

Approval statistics

The Dashboard can also display statistics on the ongoing approval tasks by

user, language, etc.

Translation Statistics

Finally, the Dashboard allows statistics on all ongoing translation tasks to be

displayed by user, language, etc.

1.8.3 quickTerm Tools

quickTerm Tools is installed on the quickTerm server as part of the

quickTerm server installation package. It performs the following three tasks:
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1.8.3.1

1.8.3.2

1.8.3.3

= Automatically starts approval tasks
= Automatically starts translation tasks

= Imports term requests from XML or CSV files

Automatically start approval tasks

"Tasks", such as automatically starting approval tasks, can be defined in
quickTerm Tools. These tasks can then be started automatically using

Windows Scheduler, but can also be started manually.

Parameters can be defined that determine which conditions an entry has to
meet before it can be sent for approval. For example, the system can be
configured so that all entries with the workflow status "New" and that also
contain at least one preferred term and at least one explanation or definition
are sent for approval. The respective groups, etc. to which the approval task

has to be sent can also be configured.

Automatically start translation tasks

"Tasks", such as automatically starting translation tasks, can be defined in
quickTerm Tools. These tasks can then be started automatically using

Windows Scheduler, but can also be started manually.

Parameters can be defined that determine which conditions an entry has to
meet before it can be sent for translation. For example, the system can be
configured so that all entries with the workflow status "Final" in the source
language and that also contain at least one preferred term and at least one
explanation or definition should be sent for translation. A threshold value can
also be defined to specify the number of applicable entries that has to be
reached before a translation project is started. The respective groups, etc. to
which the translation task and subsequent approval task have to be sent can

also be configured.

Import Term Requests

This option enables term requests from external systems to be imported into
quickTerm. For example, terms suggested by the content quality checking
system Acrolinx can be transferred to quickTerm. Instead of importing old
data from Excel lists directly into MultiTerm, it is possible to import term
requests into quickTerm; they can be systematically processed and will only

appear in MultiTerm once they have been checked.
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1.8.4 Automatic Client Update

quickTerm supports a server-based rollout of client updates. Not only is the
client updated to a newer version, but customization updates (e.g., new
icons, language flags, etc.) are also supported. The updates are released as
a client package that is installed on the server. Once quickTerm is restarted,
the new version is entered into the database. On every startup, each client

compares its version number with the version number on the sever.
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2 Login

When the client is first started, the login screen appears:

Ifﬁ Login... | x|
= . wi.5.0.43
ey quick
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[+ Log in with different user

User name:
“fermincloge

Fassword:
[ IE TR T

Sener

"Login..." screen

The number of the currently installed version of quickTerm is shown in the
top right corner of the Login screen. By default quickTerm attempts to log in

with the current Windows user. You can also choose to specify another user:

a) If you do not wish to log in with your Windows user name, click on "Log

in with different user".
= The dialog box expands so that you can enter another user name.
b) Enter the new user name and password.

c) If you use different servers, you can select these under "Server".
Information on setting up additional servers can be found in the Setting-

up Multiple Server Connections chapter in the Installation Manual.

d) In the "Client" field, select the client with which you want to start the
Desktop Client. This dialog box only appears if the specified user is a
member of more than one client (e.g. global administrator).

If you log in as the global administrator, you can select any client. You
can then select the clients for whom you want to change settings in the

individual screens.

e) If you tick the checkbox "Remember me", quickTerm automatically logs
in the current user and is minimized to the system tray. You can disable

auto-login by unchecking the box.
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f) Click on "Login".
= quickTerm will log you in.

It is also possible to start the quickTerm Client with the parameters for your
login (e.g. via a shortcut on your desktop or via the Start menu). The syntax
would be "quickterm.exe -user=USERNAME -password=PASSWORD -
client=CLIENTNAME". quickTerm will then log in automatically as this user
and you do not have to enter your user data each time you start the
program. Please contact your IT department regarding the necessary steps

for logging in this way.

First login

When you log in as an Active Directory user for the first time (this is a special
type of user management in company networks), you will receive the

following message:

"Welcome! You are logging in to quickTerm for the first time. Please agree to

your user information being saved on the server."

a) Click on "Yes". You will then receive the following message:

"Please check and update your personal settings!"

b) Click on "OK". You then have the option of making changes to your

settings by clicking on the "Personal settings" icon.
= "User name", "Full name" and "E-mail address"

This information is required for e-mail notifications accompanying term
requests as well as to log the person initiating the request in the case of
logged entries. If you have already been created as a user in the

domain, this information is already loaded.
= "New password" and "New password again"

These fields are only displayed to quickTerm users, not to Windows

users. This option allows you to set a new password.
= "Reset password"

This button is only displayed to quickTerm users. It allows you to

automatically generate a new password and have it sent by e-mail.
= "Minimize on startup"

This option specifies that the client should be automatically minimized
after the user has logged in. The client will then be hidden but will still be
running. To restore the screen press the hotkeys or right-click on the

quickTerm symbol and choose "Show".
= "Minimize on closing the application window"
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This option specifies that when the application is closed (not when the

user logs out!) quickTerm is minimized and the user is not logged out. If
this box is not checked, quickTerm will close and the user will be logged
out automatically. If it is checked, the application will be minimized to the
system tray and continue to run in the background; it can be reactivated
by pressing one of the hotkeys. To then close the application, right-click

on the symbol in the system tray and select "Exit".
= "Remember me on this computer"

If you check the "Remember me" box at login, quickTerm automatically
logs in the current user every time the client is started. You can disable
auto-login by unchecking the box here. If you check the box, quickTerm

automatically logs in the current user every time the client is started.
= "Save personal settings"

By clicking this button, the settings are saved on the server and you are

logged in.

Auto-update

When you start the application, your client automatically compares the client
version with the version held centrally on the server. You may get a
message that you are working with an old version of the client. In this case,
quickTerm will attempt to perform an auto-update. Depending on the system,
you may need administrator rights to do this. It is not possible to work with

an older version of the client.
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3 The quickTerm User Interface

The quickTerm user interface is intentionally kept simple so that it is easy for
non-terminologists to work with too. As you can see, the roles of the logged-

in users are shown in the header.

.

™ QuickTertn 5 - logged inas Client admin EI@
- termbase: Source language: Target languages:
b~ S 0=mo_kizus |~ [ [ES Engiish (EN) EI@EIEIEI *
I
m —oo
e
] <8
Mode: (ora ] =
Logout
Engiish  w
v5.3.0.50 ﬂ

The quickTerm User Interface

The navigation is located on the left-hand side. Here you can select which
quickTerm work area you would like to work in. The number of areas

available depends on your user role.

Buttons

/ The buttons available on the right-hand side of the screen depend on the

user's role, as well as on the settings made for that user role during the

configuration process. Explanations of the buttons for each of the roles can

be found in this manual.

Search
“
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In the search area, you can search for terms and request new terms. For all

users apart from the global administrator.

Personal Settings

gt

Under personal settings, you can set specific options for quickTerm's

operation. For all users.

Help

In the help area, the documentation is available as online help. For all users.
Request Management (Task box)

'

o

In Request management, end users can edit "Assigned tasks" and "All my
tasks" in the respective tabs. Assigned tasks shows all tasks currently
assigned to the logged-in user for processing. The "All my tasks" tab shows

all tasks the user is or was involved in.

Approvers also have the "Approval tasks" tab where a number of additional

functions are available.

In addition to the "Assigned tasks" and "All my tasks" tabs, terminologists
also have a detailed list of all task categories. They can also configure the
quickTerm Web social media functions here (liked and recommended

entries, Term of the week and Term quiz).
User Management

Y]

In this area, client and global administrators can control the access for
specific users and user groups. For further information see the User Access

Configuration chapter in quickTerm configuration.
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Server Management

@

In this area, client and global administrators can specify server settings. For
further information see the Server Settings chapter in quickTerm

configuration.

Dashboard

In this area, client and global administrators as well as specifically
authorized terminologists can create user-editable reports and compare
versions of the termbase. For further information see User Access

Configuration.

Send batch e-mails

In this area client administrators and terminologists can send batch e-mails

to any group of recipients.

Logout, Switch Language and Version Number

This function allows you to log out of the quickTerm client. You will receive a
prompt asking whether you really want to log out. A "blank" login screen is

then displayed.

You can also switch the quickTerm client language here. The languages that
are available will depend on the client localization. German and English are
available as standard. As on the login screen, the number of the currently

installed version of quickTerm is displayed.
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Sending error reports

If an error occurs in the system, there is the option in quickTerm to notify the
administrator by e-mail. To send the text of the error message together with
an individual description directly to the administrator, click the "Send

feedback to quickTerm administrator" button in the error message dialog.
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4 Search

In quickTerm Client, there are two ways you can perform a terminology

search:

1. From any application, just highlight the term you are looking for and

press the designated hotkey (see Personal settings).

2. From within quickTerm itself just enter the search term in the search
field. If the quickTerm client is hidden, you can display it again by right-
clicking on the quickTerm icon in the system tray and selecting "Show",

or simply pressing the hotkey.

Search from any application

> Requirement: You have already started the quickTerm client and logged
in. You have specified the appropriate source language and selected the
required search mode ("Normal", "Fuzzy" or "Full text") and optionally a
filter. If you want to filter the search, the filter must be specified BEFORE

doing the search.
a) Highlight the text you want to search for in your application.
b) Press the designated hotkey.
= quickTerm performs the search and shows the results in the hitlist.
a) Click on the term you want in the hitlist on the left-hand side.

= quickTerm shows the entry in the results window.

Search from within the client

> Requirement: You have already started the quickTerm client and logged
in. You have specified the appropriate source language and selected the
required search mode (if available, "Normal", "Fuzzy" or "Full text") and
optionally a filter. If you want to filter the search, the filter must be
specified BEFORE doing the search.

a) Enter the search term you want in the search field. If you only enter a

number, quickTerm will search for the entry with this number.
b) Click on "Search" next to the text field or press the "Enter" key.
= quickTerm performs the search and shows the results in the hitlist.
a) Click on the term you want in the hitlist on the left-hand side.

= quickTerm shows the entry in the results window.

Search mode: Normal (=exact), fuzzy or full text search
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Search mode

These options are only available when using a MultiTerm database.

If a normal (exact) search does not return any results, you can perform a
fuzzy search. In contrast to a normal search, a fuzzy search finds all terms

that are similar but not identical to the highlighted text.

To enable fuzzy searches, select the Fuzzy option under Mode. An
additional checkbox ABC will then be displayed. If you check this box, the
fuzzy search results will be sorted alphabetically, rather than in descending
order by relevance (%). Exact search results are always sorted

alphabetically.

If you search for less than three characters an exact search is performed

automatically, otherwise too many similar results will be found.

Full text search: A full text search searches termbases for the specified

search text wherever it appears in the entries (not just in the term field).

Filtered search

If filters have been defined for you, you can restrict the area of the search.

For example, to search only within specific subject areas in the termbase.

Filters can be defined for each termbase in the drop-down list, since these
may differ depending on the termbase. As a consequence, the format is
slightly unusual with multiple radio buttons (one per termbase). If no filter
has been selected for one of the termbases, quickTerm will perform an
unfiltered search in this termbase. Remember to define filters for all

termbases where they are required.

Filters must always be specified BEFORE performing a search.

The Search results

The search results displayed depend on the contents and structure of your
termbase as well as on the selected stylesheet. Please refer to your
terminologist for information about the meaning of the fields, contents,
colors, hyperlinks, etc.

Depending on the configuration, there is the option to display the contents
using multiple stylesheets. In this case, a drop-down box with the available
stylesheets is shown at the top of the entry screen. (For more details see the

Stylesheets chapter in quickTerm configuration).
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Depending on the configuration, there is the option to restrict the content of
an entry to specific terms. In this case, a drop-down box with the available
term filters is shown at the top of the entry screen. This filter only applies to
the display of entries that have already been found, and not to the search
itself. (For more details see the Term Filters chapter in quickTerm

configuration).

The Hitlist

The maximum number of terms to be displayed in a search and the
maximum number of terms per screen in the hitlist can be defined in the
Personal settings depending on the user authorization. If a search returns
more results than can be displayed on a single page, the page number is
displayed below the list. This allows you to switch between the results pages

using the right (or left) arrow.

The hitlist order is set by the administrator in the server settings under
Search providers and Client settings. Sort alphabetically/by relevance, then
by termbase OR sort by termbase, then alphabetically/by relevance. For

further information see Client Management.

This setting will now be applied in fuzzy search mode: it is sorted by

relevance (%), or alphabetically if the ABC box is checked.

The hitlist order in the personal settings under search providers may differ
from the order configured in the server settings and will then have priority
when the results are displayed. For further information see Search

Providers.

The fields, information and color codes shown in the hitlist may have already
been defined for you by the administrator or you can define these yourself in

the personal settings.

Update entry

|
You can update the display by clicking on the "Update entry" icon (™) at

the top of the entry screen.

Print entry

Any entry can be printed in the appropriate layout using the "Print current

entry..." icon ('E!) at the top of the entry screen.
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4.7

The fields, information and color codes shown in the hitlist may have already
been defined for you by the administrator or you can define these yourself in

the personal settings.

See also

Search Providers [= 132]

Navigating using the Filter Tree

As an alternative to carrying out a search for a specific term, you can also
use the filter tree to navigate in the termbase using pre-defined filter criteria:
A prerequisite for this is that a filter tree has been configured. (For more

details see the Filter Trees chapter in quickTerm configuration).

Every branch selected in the filter tree first displays the number of hits. If
there is a large number of hits, you can always refine the search within these
hits even further in the search field. When you want to return to searching

the entire termbase, go back to "Search".
a) Switch to the "Filter tree" view.
= The filter tree is displayed through which you can navigate

[

Filfer tree: IDer'ncn Filter Tree {Df;l

B (&5 By Product
W Dialing Devices
= | Fastening devices
v Bolis
W Mails
& Glues
| Processes
B [ By Division
W Fastening division
W Dialing division
B | By Workflow Status
El | German
W Mew
« In progress
" Unapproved
= [ Other languages
o Mew
W In progress
" Unapproved

Navigating through the filter tree
b) Expand the tree until you can see the desired filter.
c¢) Click on the filter you require.

= The list of filtered entries is displayed below.
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d) Click on the desired entry in the results list.

= The entry is displayed on the right.

quickTerm 5.5 - User Manual Desktop Client 45



H Request Management

46

5 Request Management

The list can be sorted by clicking on the header of the respective column.

This setting will be saved for the next time you open the list.

The list can also be filtered by typing a few letters of the desired content into
the header. The list will then only display those entries that contain the

letters entered in the filter box.

A second filter option is available for columns containing default content

(e.g., status) by selecting one or more options from a pre-defined list.

Hide already closed tasks

These tasks include approved and rejected tasks.

If you want to select more than one row in the task list, you can do this using
the standard Windows functions: select a number of rows using the Shift or
Control key, or all rows using "Ctrl A". Used in combination with the filter
function, this makes it easy to edit the task list. For example, you can delete

the selected rows using the Delete key.

Deleting rows

Individual rows will be deleted without prompting you to confirm that this is

really what you want to do!

All tasks in the task list will originally be in status "unread". Two buttons on
the bottom of the screen allow you to change the state manually: Mark read
and mark unread. Depending on the current task read status, one of these
buttons is always grayed out. Unread tasks are always displayed in bold, like
in Outlook. By clicking on the respective button, you can manually change

the read state.
Apart from that, the read state is automatically changed when you:
= Select a task
= Edit a task (except for adding a comment)
= Open a task, or
= Change the status of a task by completing a process step.

In addition, you can filter the task lists according to the read status by
clicking on Hide read tasks. This allows you to better keep your to-dos within

sight. Of course you can also deactivate the filter and see all tasks.
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6 Feedback to Terminologists

If the search is not successful there are a number of options, depending on
the user authorization, for communicating this to the internal terminology
team. Depending on the configuration in your company, some of these

functions may not be available:

Term request

By clicking on the Request new term button you can send the requested
term straight to the terminology team and start a workflow. If this has been
configured in Task Settings, the terminologist will receive an e-mail and your
request will go to the terminologist's task box (Request management) for

actioning.

Depending on the setup of the internal workflow, you will get prompt
feedback about the term you need and you can incorporate it into your
application and/or correct the term straightaway. For more information see

The quickTerm Workflows.

Alternative term request

This button is only available to you if the administrator has enabled it in
Group management. In this case, you can request that an alternative entry is
added to an existing one. The workflow is identical to that of term requests,
however reference is made to a specific entry. The alternative term can
therefore only be merged with an existing entry by the terminologist; it is

NOT possible to save the alternative term as a new entry.

Logging terms

quickTerm logs all unsuccessful searches. However, since there is also the
possibility of a search being unsuccessful due to an error, you have the

option to log the required term separately in a central search log by clicking
on the Log term button. The terminology team will then work through these
terms at regular intervals and, if necessary, add new terms to the database.

In contrast to term requests, the log term feature does not start a workflow!

Feedback

By clicking on the Send feedback button you can send the terminology team

feedback on a specific entry.
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Change request

By clicking on the Request change button you can request changes to
specific fields of an entry. The terminologist will then review the suggested
changes, and either apply them to the termbase, refer them to a specialist

team, or reject them.

Translation request

By clicking on the Request translation button, you can request the translation
of a term in a specific language and also submit a translation suggestion if
you wish. The terminologist will then review the suggested changes, and
either apply them to the termbase, refer them to a specialist team, or reject

them.

6.1 Term Request

The Term request dialog box may look different for different users, since the
administrator can specify which information the individual users may or must
enter. If you are adding a large amount of information for a term request and
you want to expand the dialog box to get a clearer view, you can do this

using the mouse pointer in the bottom right corner.
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Term Request n
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Term Request

"Term request"” dialog
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To request a term, proceed as follows:

a) Click on the "Request new term" button in the quickTerm search dialog.

= The Term request dialog box opens.

b) If you have several termbases available, select the termbase for which

the request is being made.

¢) Select the desired source language.

d) If you are authorized to make multilingual term requests, you can switch

to a bilingual term request by checking the Bilingual requestbox. In this

case, you have the option to specify a source and target language.

e) Write a Message to the terminologist. This is not stored in the termbase

but provides the terminologist with additional information when

processing the request.

If the term request is in response to an unsuccessful search, the term is
automatically entered here. However, this will only work if the search

screen and term request source languages are identical.

g) Enter the required information in the available fields under Your request.

Please contact your terminologist for information about the meaning of
these fields.

Some fields are text fields in which you can enter your own text.
However, other fields provide a drop-down list, because there are only a
limited number of possible values. If the administrator has configured
this, these values may be shown in a tree structure, in which case it is

not possible only to select a heading.

Other fields may appear with a hyperlink icon E“], which means you can
save links here. The hyperlink icons — as well as the Add new z‘erm—;"l

and Remove term buttons _Tl — can be enabled or disabled by the
client administrator for each user group using the Enable advanced
edifor features setting. When you click on the hyperlink icon, a separate
screen Edit cross-links opens. In this screen you can insert the text for
three types of hyperlinks: to another term, to another entry, and to an
external object (with http://...).

Mandatory fields are highlighted in yellow, and read-only fields are
highlighted in gray.

Finally, if you are working with Acrolinx as the terminology type, you
have the option of saving images and attachments not only in

quickTerm, but also in Acrolinx. This is only possible for fields defined as
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"Multimedia". Click on the "Browse" icon next to a field of this type and

select a PDF document. This is then shown as an attachment next to a

5

disk icon = at the bottom and can only be removed from the relevant
field, if required, using the delete icon. An example of this is shown in the

above "Term request dialog box" screenshot.

h) Name, E-mail and Custom nofification phone: These three fields are
optional and help to identify anonymous end users so they can be sent
notifications (by e-mail or telephone). They can be defined as mandatory
fields in the General Group Settings for end users (Cusfom nofification
fields).

i) Autofilt A Customization field can be defined in server management in
the Termbase Settings. Check this box if you want this field to be
autofilled in the term request; otherwise you can add this information

manually. These details can be obtained from your terminologist.

i) Creator user: Depending on how your internal processes are defined,
you have the option to enter your name here so that the terminologist will
know who the term request came from, and so that you can continue to
use the MultiTerm entry as "Creator". This can also be disabled in

Administration.

k

~

Priority: Three levels can be defined: low, normal, high. These symbols
are shown in the term request lists in the left-hand column. The priority is

linked to internal processes and can also be linked to e-mail notifications.
I) Click on the orange paper clip to attach a file to the term request.

= The file is added. To attach further files click on the paper clip again. To
remove files that have been added, click on the minus symbol that

appears in front of each file.
a) Click Send.

= The terminologist will receive an e-mail and can process the request in
his/her task box (Request management). When the terminologist closes
the request, you are notified by e-mail with an explanation of what

happened to your request.

Multiple requests warning

When a new term request is submitted, quickTerm checks whether this term

request:
= Already exists as an entry in the termbase

= Already exists as a currently pending term request
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= Already exists as a rejected term request

Term requests with the same term found

The following term requests contain the same source or target expressions:

Id Entry Id Source language Target language  Status
14 German (DE) German (DE) In progress

44 German (DE) German (DE) In progress

Content of the term request:

F Y
Termbase: Demo_Klaus
Entns f0):
=
German
w

Would you like to still create the request?

Create | | Cancel

"Term requests with the same term found” dialog

This information is passed to the user, who can still create the request again.

6.2 Logging Terms

This is how you log and centrally store a term without initiating immediate
term processing:

rLog aterm |
Term:
eye strew
Termbaze: [ Demo_Klaus - l
| Send request | Cancel |
- A

"Log term" dialog

a) Click on "Log term".
= A window opens in which the term not found has already been entered.

a) If several termbases are available, you can select the termbase for which
you want to log the term.
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= Your term will now be stored in the server's central log. Depending on

b) Click on "Send request".

the definition of the terminology workflow, the terminology team will

regularly review this pool to look for potential new terms.

For automatic logging, see Task Settings.

6.3 Feedback ona Term

If you are authorized to do so, you can also provide direct feedback to the

terminologist.
> The desired entry is displayed in quickTerm.
a) Click on "Send feedback".

= The "Send feedback" dialog opens.

' 3

Send feedback

Key term: l Revolving cument battery -

Priority: | High |

US Project Mumber: 4712

Custom notification name:  john

Custom notiication email:  john@smith.com

Custom notification phone: +4328838777666

Feedback:

15 "revolving” really correct?
| Send | | Cancel |

- oy

"Send feedback” dialog

b) Select the term in the entry for which you want to provide feedback and/

or a Key term for your feedback.
c) Select one of the three priority levels.

d) If a customization field has been defined, you have the option of entering
further information in this field. In the current example this is the "Project

number" field.
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Change Request

e) If you are an anonymous end user, there is the option of entering your
details in the three custom natification fields ("Name", "E-mail",

"Telephone number").
f) Enter the text of your feedback.
g) Click on "Send".

= Your feedback will be sent to the terminology team who will then check
it. quickTerm does not provide confirmation of receipt of terminology
feedback.

A chat feature ("Ask for information" and "Answer info request") is available

within Request management. This feature is described there.

6.4 Change Request

By clicking on the "Request change" button you can request changes to
specific fields for the term.

-
Change request

54

Target language:
Keyword:
project number :

[ cerr 5

| Kurzwiahl =l

——

Requested fields:
BT Mote_
=
=
=
=
=
5 [ Project_nr

4 A [German]

Subject wahlfunkticnen
WorkflowMotes

Class_Funct

Class_Product

Material_nr

‘Wahlfunktion, bei der eine Telefonnummer mit einem Kirzel aus drei Ziffern
belest wird. Durch Eingabe dieses Kirzels und Auslésen des Wahhvorgangs vird
die Telefonnummer gewahlt,

4 % [T Definiion

& [T Source
& T Note_
& 0
=
=
=

Workflow_Status
Workflowhotes

WorkflowComments

Kurzwahl

Request message:

®

Send Cancel
L 2

"Change request" dialog

a) Select the Target language in which you want to request a change.
b) Below this select one of the terms in this entry as the Keyword.

c) Specify whether the custom field should be aufofilled, or enter the

corresponding value ("Project" in the screenshot).

d) In the tree structure select the fields that need to be completed for this

change request.
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e) You can also enter your own text in Request message.

f) Then click on Send.

= The change request is created. The terminologist will action the

request.

6.5 Translation Request

By clicking on the Request transiation button, you can request the translation
of a term in a specific language and also submit a translation suggestion if

you wish.
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Translation Request

[ m eye bolt -
[ E German
| translation
4 A [German]
4 ﬁ Definiticn
“F Source
ﬁ Mote
ﬁ WorkflowCommen
4 |z [TERM] Augenschraube
4 F Context
ﬁ Source
4 ﬁ Cefiniticn
ﬁ Source
ﬁ Grammar
ﬁ Mote
i) Register [ v]
ﬁ Source
& Type [ -|
% Usage [ v]
ﬁ Usage_Product [ v]
ﬁ Usage_Client [ v]
“f Usage_Regicnal [ v]
| Cancel ‘ | Save ‘

"Translation request” dialog

a) Select the desired term for this entry that you want translated under Key

term.

b) Select the Target language into which it is to be translated.
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c) Specify whether the custom field should be aufofilled, or enter the

corresponding value ("Project" in the screenshot).

d) If you want to Provide an initial translation, the tree structure for the fields
will open, where you can complete the appropriate fields for your

suggestion.
e) You can also enter your own text in Remark.
f) Then click on Save.

= The translation request is created. The terminologist will action the

request.
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7 Initial Checker: Special Functions

The initial checker has the right to check submitted requests (term
suggestions, as well as edit and translation tasks), which may also be
filtered, from a linguistic point of view before they are assigned to the
(master) terminologists responsible (sometimes this role is also referred to
as "linguist"). He checks the completed fields for errors (spelling, syntax,
correct use of hyphens, etc.). All term suggestions are therefore first added
to the initial checker's task list, provided a checker has been configured.

In the task list the initial checker can

= Openrequests/tasks to check, edit, merge, and (afterwards) forward

them to the (master) terminologist
= Rejectrequests/tasks
= Deletfe requests/tasks, or
= Mark as unread for editing later.

He can therefore choose not to add entries to a termbase, but forward them
on to the (master) terminologist instead.
If an initial checker has NOT been configured, the request is sent straight to

the (master) terminologist responsible.

-
Term request details (termbase: 77 Helena)

Select the fields for the entry to be created:

% [ Division: [solar electrorics =]
Show not used fields...
4« A ¥ [German] _,||

4 75 7 Definition: Das ist ein Schreibwerizeug. =
Show not used fields...
g W workflow_status_qu INew E|
Show not used fields...
= =l| | Blesstift
4 7 _TI I

Created byi [Fiameb =

Show not used fields...

Priority: I Mormal =
Created by: F\gtweb |
Entry class: [Unspedified <]

Responsible terminologist group: | Helena_Terminologists

Initial checker group:

Projctnamenew: [
®

Merge vith existing entry »> | Create in the termbase | Save changes Cancel

b

LS

Initial checker's check

When the initial checker has completed the check, he sends the request/task
to the terminologist responsible by clicking the Send fo terminologist button.

The relevant request/task is removed from the initial checker's task list.
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Request Management

8 Terminologists: Special Functions

As the central authority for the terminology workflow, the terminologist has
some additional functions. For this reason, the quickTerm search window

contains some extra buttons.

[=]f=]l=]

T quickTerm 5 - angemeldet als Terminologe

Ausgangssprache: Zielsprachen:

SRR = MEEEICImmE

- [sn] 4=

-
] Stylesheet: Benennungs-Filter. [<Ohne Filter> -
Modus:[Norma+ | g ) ) o | Eintrag empfehlen
Augenschraube 1g|| Termbase:ZZ Klaus Benennung profokalliersn
| Daumenschraube waf| Ertnvinot
Eimm‘i:" 1% BBl ilash: Feedback senden
urzwal
Ringschraube 100
Schnelwahl 100 Termantrag stellen
semiidiotisches Dreieck 100
| semiotisches Dreieck 100 Anderungsantrag stellen
Zietwahl 100
| Zw 100 Ubersetzungsanirag stellen
Image Bearbsitungsaufirag zuweisen
Subject: Schrauben i
Project nr 4711 Freigabsaufirag zuwsisen
Ubersetzungsaufirag zuwsisen
German

Workflow_Status: Final
Woarkflowhlotes: Started on 15.04.201 35tarted 15.04.2013Rejected on 29.04.201 3 by MainapproverApproved on 28.04.2013 by
TerminologistApproved on 29.04.2013 by Terminologist,Final approval on 29.04.2013 by Terminologist;

Augenschraube
Usage: Standard
Source: DIN444, Siehe Wikipedia Normenliste DIN 1 bis 393
Mote: Nicht zu verwechseln mit Ringschraube!
Contest This is the context

Daumenschraube
Usage: Rejected
rote Das ist ganz was Anderes!

=
Spanish
tornillo con ojo

English
Plote: Notthe same as a tindg bolt!
Workflow_Status: In progress
eye bolt
Source: DIN444
Usage: Standard
hole bolt
Usage: Rejected

Seite 1 - I

Main window for the terminologist

8.1 Request Management

Clicking on the exclamation mark icon on the left opens Request
management. What you are able to see and do in this area depends on your
role. If you are an end user, you can view and edit your Assigned fasks and

All my tasks.

If you are an approver, the Approval tasks tab is also available where you
can view more detailed information about approval tasks. You can expand
individual tasks to check how your colleagues have voted.
Terminologists are also able to do the following:
= Manage and confirm received term requests (mono or multilingual) and
create the terms in the termbase.
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Workflow for Term Requests

= Track the approval process and perform final approvals.

= Manage edit tasks (change and definition requests).

* Manage translation tasks.

= Manage feedback on terms.

= Export logged terms for statistical processing or create term entries from

logged terms.

= Manage the social media functions for quickTerm Web:

Term quiz

Delete liked entries

Term of the week

Revoke recommended entries

8.2 Workflow for Term Requests

Switch to the Request management screen. In Assigned tasks you can filter

by term request, or you can go straight to the Term requests tab. In this list

you can see the currently pending term requests.

I

1 1

T

I

I

I

I [ 1

Id Enyld  Staws ‘Source expression Targetexpression  Tembase  Source language Target language  Requestor Terminologist (creating) Terminalogist (closing)
Prio 7 7 7 e 7 v 7 Request date v 7

— 195 In progress  Mantis 2247 7Z_Helena German German <deleted> 05.09.2014 12:21:19

— 189 In progress termantrag_statustest_ger ZZ Helena  German German <deleted>  20.08.2014 15:20:09

— 138 Defining  bearbeitungsauftrag-statustest 2Z_Helena Bulgarian Bulgarian <deleted> 28.08.2014 15:08:48

— 186 /102 Created  Termantrag2 2Z_Helena German German <deleted> 25.08.2014 08:27:14  <deleted>

_ 178 Defining  edittest 7Z_Helena German German <deleted> 13.08.2014 12:24:21

— 148 In progress  Mailbenachrichtigung Test 1a 7Z_Helena German German atweb 14,07.2014 15:21:07

_ 134 Defining  termantrag de-en 1 term requestde ZZ_Helena German Greek qtweb 09.07.2014 13:37:26

— 133 In progress termantrag 4 77_Helena German German qtweb 09.07.2014 13:36:33

- 132 In progress termantrag 3 2Z_Helena German German qtweb 09.07.2014 13:36:17

- 13 77 Created termantrag 2 ZZ_Helena German German qtweb 09.07.2014 13:36:03 <deleted>

- 130 Defining  termantrag 1 ZZ_Helena German German qtweb 09.07.2014 13:36:37

- 120 In progress  Welt 7Z_Helena German German qtweb 03.07.2014 17:15:01

- 12 /52 Created  Quark 7Z_Helena German German Helena 23.04.2014 18:07:04 Helena

_ 110 /51 Created  Atom 2Z_Helena German German Gil Specialist ~ 23.04.2014 18:00:57 Helena

— 109 /48 Created  Akkubohrer 7Z_Helena German German Gil Specialist 13.04.2014 16:29:15 Helena

T 108 /49 Created Lotkolben 2ZZ_Helena German German Gil Specialist _18.04.2014 16:28:58 Helena ;
< m

Creating date

26.08.2014 08:27:47]

09.07.2014 13:43:2(

23.04.2014 18:09:46

23.04.2014 18:05:52

18.04.2014 16:42:08

18.04.2014 16:42:21 7
»

Hide already closed tasks | Show all tasks from mastered fermbases || Hide read tasks

Eniries/page: (20 -

1 To 20 From 33

fnua mous A

2

Assign edil fask

Creale in termbase

Close

Export

Mark as read

Overview of term requests

Buttons and functions

The buttons and functions available depend on the options chosen during

configuration and can differ from those shown in this screenshot.

The columns are more or less self-explanatory. The administrator can

customize the order of the columns for each user group on the "Ul setup”

tab. The custom field is also used for this purpose. ID is the consecutive

number of the quickTerm term request, the Entry ID is the number in the

termbase, assuming the entry already exists in the termbase. This can also

be seen from the red checkmark.
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Terminologist (creating) is the user who transferred the term request to the

termbase. Terminologist (closing) is the user who gave final approval in the

context of the approval process.

Possible statuses for term requests and what they mean

In progress: The request has been assigned to the terminologist and a

decision is pending.

Defining: The terminologist has assigned the request to a specialist for

actioning.

Created: The request has been created in the termbase, but is not yet

closed.

Exported: The request has been exported (and transferred to another

system).
Closed: The request has been closed.

Terminologist waiting for requestor: The terminologist has asked the

requestor for information.

Initial checking: The request is at the initial checking stage (before

allocation to the terminologist).

Initial checker waiting for requestor: The initial checker has asked the

requestor for information.

Terminologist waiting for initial checker: The terminologist has asked the

initial checker for information.

Transferring: The terminologist has allocated the request to another

(master) terminologist, who has not yet accepted the request.

Rejected: The terminologist or initial checker has refused the request.

8.2.1 Rejecting a Term Request

To reject a submitted term request proceed as follows:

a) Highlight the relevant term request/s in the list.

b) Click on "Reject".

= A comments area will open.

c) You have the option of entering a message for the requestor here. This

62

is sent by e-mail to the requestor and added to the term request as a

note.
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d) If you are using Acrolinx as the terminology type, an additional checkbox
with the text "Export terms as non-term" is displayed under the message
field. If you check this box, this term is exported to Acrolinx as a non-
term. In contrast to the MultiTerm workflow, in which rejected terms are
only saved in quickTerm, with Acrolinx rejected term requests can be (do
not have to be!) saved as non-terms in Acrolinx. This should prevent
rejected terms being extracted again as potential new terms at the
checking stage. This decision must be made for each individual rejection

of a term request.
e) Click on "OK".

= The request is now rejected and the requestor informed.

8.2.2 Creating a Term Request in the Termbase

To add a submitted term request to the termbase proceed as follows:
a) Highlight the relevant term request in the list.

b) Click "Create in termbase" to add the term request to the termbase

immediately, or click "Open" to check the term request.
= The term request is shown together with the information entered by
the requestor.

c) In the fields list deselect those fields you do not want to add to the
termbase.

d) Edit the contents of the completed fields as required.

e) Click "Show not used fields" to show all fields you have access to in the
termbase.

= All the fields you have access to in quickTerm are now shown in the
dialog box. You can now enter further information here. When adding
further information, the box to the left of the relevant field is checked,

so that it is taken into consideration when saving.

f) You can also hide these "not used fields" at any time ("Hide fields not

used by the requestor”).

g) For example, you can expand synonyms for a term request using the
"Add new term" button next to the language, or remove terms using the

"Remove term" button next to the term.

h) Specify the priority of the term request.
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i) "Initial checker group"

This field shows you which initial checker group the term request has

been assigned to.

j) "Created by:"

You can replace the original requestor with your user name here.
k) Select the entry class for the termbase (if you use entry classes).

I) "Responsible terminologist group:"
If you use the master terminologist concept and so have set up several
terminologist groups, you can delegate the term request to another
group here.
In Group management, the administrator can use the Specialization
settings for Subject area (values for the filtering field, managed
languages) to permanently delegate or assign requests to other
terminologist groups. This creates an automatic link in the term request
between the terminologist group and subject area. If you change the
terminologist group, then the value for the filtering field will be changed
automatically when saving; if the link is unclear, you must make a
selection in a separate popup window. If you change the value of the
filtering field, the terminologist group responsible will be automatically
included in the term request. The term request is then given the status
Transferring until the terminologist responsible accepts the term request,
whereupon the status reverts to /n progress again. If the notification e-
mail types is enabled, the relevant terminologists receive the message

Term request transferred.

m)"Custom field:"

Here you can enter a relevant value.

n) Check that attachments were also sent. These cannot be created directly
in the termbase from quickTerm. However, the attachments can be

downloaded and then uploaded manually to the termbase.
0) Click "Create in termbase".
= The entry is created in the termbase and the entry ID is displayed.

= The entry ID for this entry is now shown in the list of term requests next

to a red checkmark.
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Contact information for anonymous requests from quickTerm Web

If the term request originates from an anonymous user in quickTerm Web,
the user may also have included their contact information. This information
is shown in the center below the term request itself, giving you the option to

contact the requestor if you wish.

Term request details: Unchecking checkboxes

If you uncheck checkboxes in a term request, then not only is the

checkmark removed, this also affects the corresponding content!

@ quickTerrm Web Client - Windows Internet Explorer E'@

| @ http//development.kaleidascope.at/quickterm/Pages/Requestidanagement/fanaged TermRequestDetails. aspxitaskid=hd 40T dca-afhe-417c-2232- 04550 E|

Select the fields for the entry to be
created:

Aftachments:
Priority

Initial chacker group
Created by:

O] Autofill project number
project number

Name:
E-mail:

Phone:

Term request details (termbase: ZZ_Kaleidoscope)

Send to terminologist

4 A German
. Das ist ein Schreibwerkzeug _
% Origin &
« B Tem Bleistift
Show not used fields
4 status Erlaubt
5 Produkt guickTerm
[ Durchsuchen.. |
Normal =]

testinitialcheckers

“gtweb

ax Mustermann

Kaleidoscope quickTerm @ v 5.5.0.41

"Term request details” dialog

Merging with an Existing Termbase Entry

If you want to merge the term request with an existing entry, click on "Merge
with existing entry". This will open a window where you can log the target
entry ID and perform a search. This target entry — if available — is then shown

at the bottom of the window.
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8.2.3

You can now define what should happen with any fields that are already

available (at entry and language level) in the target entry:
= "Overwrite existing"

Overwrites existing fields in the termbase with the contents of the term
request. Non-multiple picklist fields (this means that only one value in the
list can be selected) are always overwritten, i.e., the new field value
always "wins".

= "Keep existing"
Retains the existing fields in the termbase. The fields in the term request
that are already available are rejected.

= "Merge with existing"

For picklist fields the sum of all values is written to the field. For text
fields both sets of contents are written to their own field (i.e., two fields

are created).

You can also use the "Add new fields" checkbox to specify whether
additional fields (i.e., fields that exist in the term request, but do not yet exist
in the termbase entry) should or should not be added. For non-multiple text
fields, the text is always attached to the original contents separated by a

semicolon.

When you click on "Merge" the option you selected is implemented.

Saving an entry

If you have finished editing an entry, but do not yet want to create it in the
termbase, simply click on "Save changes". This saves the changes to the

term request without creating an entry in the termbase.

Merging Multiple Term Requests

Sometimes several users send term requests that need to be merged in a
single entry. This is often the case where there are several translators

working in different languages.

If at least one term is identical in multiple requests, quickTerm will

automatically merge these in a single entry anyway.
To merge several entries manually, proceed as follows:

a) Highlight the relevant entries. You can select several entries at once by

holding down the Citrl key.
b) Click Join.
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= The entries are now merged. This can be seen in the list by the fact
that the entries are highlighted in color, and that they are indented.

The indented entries are child entries rather than main entries (these

are the two internal task types in Assigned tasks and All my tasks).
To split entries that have been merged by mistake, proceed as follows:
a) Highlight the indented entries.
b) Click Spliit

= The selected entry is separated from the group and reinstated.

8.2.4 Permanently Assigning Term Requests
The permanent delegation is carried out as follows from the perspective of
the terminologist receiving the request:

= The term request that was assigned appears in the Assigned tasks tab

with the status Transferring.

= When the term request is opened, it is displayed as usual. However, a
popup window appears over it with the text: 7The following request(s) are
being permanently assigned fo you (with the number of the task). Do you

accept them?
— Yes: You can now edit the term request details as usual.
— No: Give a reason for your rejection in the text field.

— Cancel You do not want to make a decision about accepting the

term request just yet.

8.2.5 Other Features in the Term Requests Dialog

Box

= "Assign edit task"

When you click on Assign edit task, a dialog box opens in which you can
define requested fields from specialists and choose which specialist
group to assign the task to. You can also specify here whether or not the
custom field should be autofilled, set a deadline and the priority, and

include a message. For further information see Research.

= "Assign approval task"
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If the request was created in the termbase, you can go straight to the
"Assign approval task" dialog box and complete the required entries

there.
"Assign translation task"

If you require a translation, click this button to open the "Assign a
translation task" dialog box in which you can select the relevant
languages, translator and, if applicable, the master translator, as well as
a deadline and priority. You can also specify whether or not the custom

field should be autofilled and add a remark.

By clicking on Export, you can export the requested entries in CSV

format, e.g. for MS Excel.

By clicking on Delefe, you can permanently delete a term request from
the list of open and closed term requests. You can only edit or delete
your own term requests if the administrator has enabled this for you in

User management.

The Hide already closed tasks checkbox allows you to specify whether to

display only open tasks or all tasks, including the closed ones.

The Show all tasks from mastered fermbases checkbox allows you as
the master terminologist to specify whether you want to see the tasks of

all terminologists for your client, or only your own tasks.

Delete closed requests

Closed requests are not deleted from the list, they are just hidden. One of

the benefits of this is that you can retrieve reports on term requests and

how they have been processed from the database at a later time.

Moreover, quickTerm can only check new requests against requests that

are already available if these still exist in the database.

You can also only physically remove closed requests from the list using
Delefte.

8.2.6 Workflow for Specialists

There is the option to send a term request to a specialist as an edit task, and

to apply the changes that result from this process at a later time. For more

information see Workflow for Edit Tasks.

8.2.7 Closing Term Requests

To close a submitted term request proceed as follows:
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a) Highlight the relevant term request/s in the list.
b) Click on "Close".

= A comments area will open.

¢) You have the option of entering a message for the requestor here. This
is sent by e-mail to the requestor and added to the term request as a

note.
d) Click on "OK".

= The request is now closed and the requestor informed.

8.3 Workflow for Logged Terms

In this screen, you can find the list of logged terms.
Two attributes are available in the "Type" column:
= "Manual"
If logging has been requested manually
= "Automatic”

After an unsuccessful search, in accordance with the setting configured

for this

Depending on the server settings, identical search requests are added
together (i.e., the number is logged), or alternatively the date of each
individual search request is shown (for more details see Termbase Settings

chapter in quickTerm configuration).

You can export this list in CVS format by clicking on "Export". The list can
then be opened in Excel for further processing, etc. Once this is done,
clicking on "Delete all" clears the list again. Individual logged search
requests can also be deleted by clicking on "Delete". The list can also be
sorted by clicking on the relevant column header (e.g., frequency of the

request).

Convert to term request

Highlight the logged term for which you want to create a term request. (You
can also do this for several logged terms at once, however they must relate
to the same termbase and source language). The term request window that
has been autofilled with the term entry will then open. Normally, this is only

useful for terms for which a term request has not yet been created. Note that
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8.4

8.4.1

as the administrator you can define a threshold such that a term request is
created completely automatically after a specified number of unsuccessful

searches.

For further information see Task Settings.

Workflow for Approvals

As the terminologist you can send an entry that you have completed work on
to pre-configured approver groups for approval. This will result in either
approval or rejection. If the approver agrees with your suggestion, you can
issue final approval for the entry in the termbase. If the approver rejects the
entry, you can edit it in the termbase or in quickTerm using the change

workflow, and resubmit it for approval.

In the context of approval, terminologists are responsible for the following

activities:
= Submitting entries for approval (approval tasks )
= Managing and monitoring the approval process

= Issuing final approval for approved entries

Assigning Approval Tasks

You can send a new or not yet approved term for approval from the search
window itself, in other words assign an approval task. You can also resubmit

an approved entry for approval if it has been changed.

Information about the quickTerm workflows can be found under quickTerm

Workflows.
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" R
Start approval task
Language Keyword Approver groups Cascaded approval
Main Approver
=t English [EFE boit '] Approver
Main Approver
|:| ! German [Augenschrauhe v] Approver |:|
|:| MMain Approver
B Spanish | tornilio con ojo - Approver ]
|:| Start target language approval workflow Select groups based on subject area
Priority: | High - |
Deadiine: | 01.06.2013 E
|| Awtofill Project
Project:
Comment:
Send | | Cancel
2 A

"Assign approval task"” dialog
To assign an approval task:
a) Search in quickTerm for the entry you want to have approved.
b) Click on "Assign approval task".
= The "Assign approval task" dialog box appears.

c) Select the languages in which approval is to take place and the relevant
keywords to be used as the keyword for the approval task for each
language.

d) Select the groups that need to give gpproval. The available groups have
been defined by the administrator for each language. For cascaded
approvals the master approver cannot be deselected, since the master

approver has to have the final say.

= The approvers receive an e-mail and can log in to process the approval

in their task box.
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=

=

Groups that have subscribed to receive notification of the start of an

approval process in one of the selected languages will be notified.

quickTerm sets the status "In progress" in the termbase.

a) Cascaded approval checkbox: Every approval process is a cascaded

process by default. This means that initially all "normal" approvers are
involved and then the master approver for each language signs off final
approval by the terminologist. You can uncheck the Cascaded approval
box. In this case, the master approver is viewed as a "normal" approver
and all groups can vote on an entry at the same time. This checkbox is
available for each language and can be selected or deselected as

required.

b) Start target language approval workflow checkbox: Check this option if

you are submitting an entry to the approval process in a target language
and as the terminologist do not wish to be the final approver, but instead

you want to use the target language final approver.

Select groups based on subject area button: For further details see
Automatic assignment based on entry information in Configuration of
Approvers and Master Approvers. When you click on this button,
assignment of approver groups takes place automatically.

For example: If you have an entry with the subject area = screws and
two approver groups, one for the subject area = screws and one for the
subject area = telephones, clicking on this button means only the FIRST
group will be assigned the task.

If there is a third approver group WITHOUT explicit filtering, this group
will ALWAYS be assigned the task irrespective of which subject area

appears in the termbase.

d) Priority. You can choose between Low, Normaland High. This will have

an effect on when digest e-mails are sent, if these have been configured

differently.

e) Deadline: Select a deadline. If this deadline is passed, the approval task

f)

is highlighted in red in the list.

Auftofill You can set the content of the custom field to be autofilled by
checking this box or enter the information manually here. Using the
screenshot as an example: Project. Please check how this has been

configured with your terminologist.

g) Comment. You can enter a comment here that will then appear as the

first comment in the comments list.
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8.4.2 Overview of Ongoing Approval Tasks

Switch to Request management to see an overview of ongoing approval
tasks. In Assigned tasks you can filter by approval task, or you can go

straight to the Approval tasks tab.
Only terminologists have access to this area.

The dialog box lists all current approval processes.

T 1 I 1 1 1 )i i | | I ]

Id  Entryld Language Status Term Termbase Creator Assigned users  Assigned groups _ Project name new approver_1_DE Approve *
Creation date Deadline ==

prio v v ¥ v [=]V 7 v v v v German English

Notes

#64 ai 27.08.2014 08:22:43 by P|
i mag et

Sieiap api v

Restart approval

BE= 144 30 German In progres test 7Z_Helena <deleted> 05.09.2014 09:3

Termbase: ZZ_Helen

Blalx _ 143 4 German In progres  Abbrennweg ZZ_Helena =deleted= 27.08.2014 10:1

Hans Approver,
gang

Approver. Istvan  Main Approver
DE,

1“2 3 German Rejected  Abbrennstrom  ZZ_Helena. <deleted= 27.08.2014 08:1 e e e s

Approver, Petra Approver_2_DE
) Division: Welding techt
Tom Approver,

Approver_1_EN, = German
Approver_2_EN, [

Blas _ 141 33 English In progre nmammm ZZ_Helena INTERNAL\eua  26.08.2014 14:2 Approver, Erik BB
EN

Approver, Kiaus

ion

Approver, Anna
Approver
Claudia
Approver, Erik
Approver, Klaus

BEE - 140 33 English In progre ttftt ZZ_Helena INTERNAL\2ua  26.08.2014 14:2 Approver, Anna
Approver, Kiaus,
Gil Approver,
Tom Approver
Hans Approver,
Fritz Approver,  Main Approver

=& 139 100 German  All appro  haus ZZ_Helena Helena 22.08.2014 18:4 Istvan Approver, DE,

Woligang Approver_1_DE

Approver

Hans Approver,

Istvan Approver, Main Approver

T i ]

Entries/page: 170 20 From 42 a0

Hide already closed lasks  Show all 1asks from mastered lermbases Hide read tasks [ | Expand all [ | Show vole times.

Approver_2_EN,
Main Approver
E

N,
Approver_1_EN

Overview of approval tasks
In this dialog box, you can do the following:

= Restrict the approval process display: To do so use the checkboxes at
the bottom left, Hide already closed tasks and Show all tasks from
mastered fermbases. If you are configured as the master terminologist
with responsibility for several termbases, you can control how the

approval processes are displayed here.

= Color codes: If the deadline for an approval task has passed, the task is
highlighted in red; closed approval tasks are highlighted in gray.
Approval tasks where you can assign a re-translation task are

highlighted in orange.

= Status column: This allows you to sort the display by status, with various

options that can be selected:

— Rejected: Approval tasks for which the terminologist cannot issue
final approval because they have been rejected by one of the

assigned approver groups.
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Closed: Approval tasks for which final approval has already been

issued or has already closed.

All approved: Approval tasks for which the voting process has
already been completed (all approver groups have voted to approve

the term) and the terminologist can issue final approval.

In progress: Approval tasks on which no one has as yet voted, or

whose voting process has started but is not yet complete.

Monitor current approval processes. A checkmark or cross shows you
which groups have already approved (green checkmark) or rejected (red
crossed out box) which entries. Abstentions are indicated by a — in the

box.

With cascaded ( icon) and non-cascaded approval processes you
can click on the plus symbol ("Show/Hide details") to expand the
approval process. You will then see the individual votes for groups
involved in voting procedures. The first checkbox in an expanded group,
or the only checkbox in a collapsed group shows you the status of the
entire group. For instance, if a set number of voters in a voting approval
group have voted on or approved an entry, a green checkmark

automatically appears in the box.

You can also print out approval tasks (@ icon). When you click on this
icon, the Select target languages dialog box opens where you can select
the target languages and the printing order. The stylesheet for printouts

is described elsewhere.

Expand all option at the bottom right: When you select this option the
plus symbolfor all approval processes is automatically enabled,
expanding all the processes. When you remove the checkmark, all

approval processes are collapsed.

By clicking on Show vofte times at the bottom right, you can display the
actual time and date when each approver cast their vote. You can
always enlarge a column by dragging or double clicking on the right-

hand side of the column heading.

You can also directly click on the various boxes and thus "override" the
approvals of the respective group, i.e., cancel or perform the approvals

yourself. To avoid accidental changes, you must still click on the small

floppy disk icon (il "Save changes") on the far left to save the change.

quickTerm 5.5 - User Manual Desktop Client



Terminologists: Special Functions
Workflow for Approvals
= Click on Open to process the approval task, by adding or removing
approver groups (using the checkmarks), and where applicable changing

the keyword, the priority, deadline, the content of the custom field and

the assigned terminologist group for the approval task.

- .
Approval task details (Termbase : ZZ Helena )

-,

[ a8 Approver_2_DE
&5 Main Approver DE

&5 Approver_1_DE
l.l Approver_DE_1C
l.l Approver_DE_14
l.l Approver_DE_1B

-

Language: German

Keyword: [ﬁ.l:u brennstrom = l
Priority: [ Marmal = ]

Deadline: 03.10.2014 |

Project name new :

Responsible terminclogist group: [ <nones - ]
Approver groups:

ea “WMainApprover_DE

Lpply | | Cancel

"Approval task details" dialog

Actions
= "Final approval"

If an entry has been approved by all groups, you can issue your final

approval after a final check. See Giving Final Approval.
= "Restart approval"

You can enter a special message here, and change the priority and
deadline (e.g. for overdue approval tasks). When you click on this button,

the existing approval process is deleted and recreated.
= "Assign retranslation task"
You can redefine the usage status here.

= By clicking on Delete, you can delete an approval process. You will then

no longer be able to issue final approval via quickTerm.
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8.4.3

= By clicking on Show details, you can display the current entry in this

dialog box. You can see comments from your colleagues at the bottom.

You can add new comments or make subsequent changes to your own
comments. The terminologist can also see these comments and, if
applicable, respond to information requests. You can also send targeted

questions to individual groups.

You can copy the comment text in quickTerm Client (place the cursor in the

comments area and right-click).

Giving Final Approval

Once all approvers for a language have approved an entry, the terminologist
is notified by e-mail. The terminologist can always see the progress of
approvals in the approval list. By selecting the "All approved" filter option in
the Status column, the list will only show those entries that have received

final approval.

To give final approval for an entry:
a) Highlight the relevant entry in the list of currently pending approvals.
b) Click on Open and check the approvals.
c) Click on Final approvalto give final approval.

= A "term usage status" comments area will open.
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P ™,
Term usage status

Sl L

Insert a comment into the MultiTerm entry:

“testmasterapprover
restart

(W0,

Terms:
lipstick collector 2

) Accepted @ Rejected

Set | [ Cancel
- A

Giving Final Approval

d) You have the option of entering a comment in the field or copying the
entire comments trail using the small icon on the left and then editing this

if necessary.
e) Define the usage status for each term.

= The entry is given final approval. quickTerm sets the appropriate status
in the termbase and quickTerm.

= Participants in the process and all groups that have "subscribed" to

notifications about approvals are notified.

8.4.4 Answering an Info Request

If the "?" symbol appears in a row this indicates that an info request is

pending.

8.5 Workflow for Edit Tasks

Terminologists can use edit tasks (definition or change) to retrieve additional
information from one or several configured specialist groups. Edit tasks can
be started both for term requests and for termbase entries. During the

process you specify which fields specialists need to complete.
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The specialists then vote on the content of the selected fields and eventually

approve them. As the terminologist you can then apply the information

directly to the termbase and/or the term request.

Alternatively, edit tasks can be assigned to just one terminologist group. This

process is also known as temporary delegation.

8.5.1 Assigning an Edit Task

As the terminologist you can assign an edit task both for an existing

termbase entry and for a term request.

fﬂﬂi}’ﬂ edit task

Tesk type: :

Deadiine: |
Priority: I Mormal j

Request message:

Edit language: I . German j
Keyword: I Kurzwahl j
project mumber : |
Requested fields: [ select all
T Note_ -
" ¥ subject Wahlfunktionan r
T workflowNotes
" T dass Funct
[T Class_Product
% ¥ Material_nr r
ﬁ r Project_nr
4 A [German] =
Assignable groups:
[T testmasterspprovers ( Approver ) ;I
[ testmastertranslators ( Translator )
[ testspacialists { End user )
[ testtranslators { Translator ) j

<

Send Cancel

S

"Assign ediit task" dialog
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For an existing entry
> You have opened the relevant entry in the termbase search window.
a) Click on "Assign edit task".

= The "Assign edit task" dialog opens.

Here you can choose between the "Definition" and "Change" task types.

For a term request

> You have highlighted the relevant term request (Status: "In progress" or

"Created") in the list of term requests.
a) Click on "Assign edit task".
= The "Assign edit task" dialog opens.
Here the "Definition" task type is specified by default.

a) At the top select the language in which the additional information will be

provided.

b) Below this select one of the terms in this entry as the "keyword" for this

definition task.

c) Specify whether the custom field should be autofilled, or enter the

corresponding value ("Project number" in the screenshot).

d) In the tree structure select the fields that need to be completed for this
task. Checking Select all makes field selection easier. The checkbox on
the far right specifies whether or not this is designated as a mandatory
field.

e) Below this select at least one of the specialist groups, or one

terminologist group for temporary delegation.
f) If required select a deadline.
g) Set one of the three available priorities.
h) You can also enter your own text in "Request message".
i) Click on "Send".

= The edit task is created. The specialists will now vote and at the end of

the process provide an agreed suggestion.

/ Check for multiple edit tasks
If you want to assign a further edit task for one and the same field in an

entry, you will receive an error message informing you of this.
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f Edit tasks for sub-fields
You can only assign edit tasks for sub-fields in an entry if the relevant main

field is available in the entry. Otherwise, you will get an error message and/

or the checked sub-field will be ignored.

8.5.2 Overview of Ongoing Edit Tasks
To switch to the overview of ongoing edit tasks in Request management,
click on the "Edit tasks" tab.
Only terminologists have access to this area.

The dialog box lists all current edit tasks. By clicking on the display options
at the bottom of the screen you can select the following views (several

options can be selected):
= Show definition tasks
= Show change tasks
= Hide already closed tasks
= Hide read tasks
= Show all tasks from mastered termbases

This option is only present if you are the master terminologist

responsible for all termbases.

= Click on Expand allto show all the individual voting results in the full list.
If you remove the checkmark, all edit tasks are collapsed with each

displayed on just one row.
You can also make the following selections in the list heading
= By 7ype: Definition or Change

= By Status:

Possible statuses for edit tasks and what they mean

= Initial checking: When an end user requests a change, it is assigned to

the initial checker.

= Request: If an end user requests a change and an initial checker has not
been defined OR if the initial checker has completed his check, the

change request is assigned to the terminologist.

= Rejected request: When a terminologist or initial checker rejects the
request submitted by an end user, i.e., the request is not converted into

a task.
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= Terminologist waiting for requestor: When a terminologist asks the

requestor for information before converting the request into a task.

= Terminologist waiting for initial checker: When a terminologist asks the

initial checker for information before converting the request into a task.

= Initial checker waiting for requestor: When the initial checker asks the

requestor for information.

= In progress: When the terminologist creates a new edit task — either a

completely new task, or by converting a request into a task.

= Closed: As soon as the terminologist uses an edit task, i.e., the changes

are written to the entry or term request.

i QuickTerm 5 - logged in as Global admin, Client admin, Terminologist

. | Id Type State Entry Id | Term requestid | Language | Keyword Termbase Reguestor R T Assigned users | AsSign  pyotes: > L‘
rio - - cquest date eadiine
g I T | V] Vi i vl B
L] - 104 Definifion  In progress 3 German  Kurzwahl Demo_gT 02.08.2014 070 testspecialist  testspt = Approve changes
-3
» 2 Reject changes
fd Abstoin from voting |
n Reject request
€ Question to: Import changes
. & Gomment | ot |
Delete
LEE]
E - Mark 2 road
Termbase: Demo_qT ] T
Eniny i 3 [ mmom |
i Enty cisss
Subject Wahffunktionen
Subject Wahifunklionen
B8 German
Wahlfunktion, bel der eine
Telefonnurmmer mil einern Kiirzel aus
drei Ziftern belegtwird. Durch Eingabe
disses Kirzels und Auslosen des
Wahluorgangs wird die Telefonnumrmer
gewantt
Kurzwahl
Nicte_ Nichterweehseln mit
Sehneliwan)
sowce
English _
Dialling function which enables the use
1o store a 3-cigit"abbrevialsd” number
together with a phone book entry. When
this abbreviated number is entered and
the phone-hook button gets clicked, thel
] | 0| the number will he dialled autmatically _
e SRR 1o 1 From 1 =) Mo Thic finchion ko mm\\.m,._'l_l
[+ Show definition tasks [¢ Show change tasks [~ Hide complsted tasks [ Hide read tasks I~ Expand all

In this dialog box, you can do the following:

= Monitor current edit tasks. A checkmark, cross or minus symbol shows
you which groups have already approved (green checkmark) or rejected

(red crossed out box) which entries, and those that have abstained from

voting (minus symbol). The Temporarily delegatedicon “~ shows you
that a task has been temporarily delegated by a terminologist to another
terminologist group.

= You can also click directly in the various boxes and thus "override" the
edit tasks for the respective group, i.e., cancel or perform the approvals

yourself. To avoid accidental changes, you must still click on the small

floppy disk icon (%, "Save changes") on the far left to save the change.
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= Click on Show details... to see work that has already been carried out for

this task and any comments from the editor. Old field values in the entry

are highlighted in red and new values are highlighted in green.

You can add new comments or make subsequent changes to your own
comments. The terminologist can also see these comments and, if
applicable, respond to information requests. You can also send targeted

questions to individual groups.

You can copy the comment text in quickTerm Client (place the cursor in the

comments area and right-click).

= When an edit task has been approved by all groups, you can apply it to
the details view in the termbase entry or the term request. For more

details see Applying Completed Additional Information.
= You can also reject a task.

= In addition, depending on the status, you can ask for information (only
enabled if the requestor is not an anonymous end user) or answer a

received information request.

= By clicking on Delefe, you can delete an edit task.

8.5.3 Applying Completed Additional Information

Once all groups have approved an edit task, you can apply the information

provided to the termbase entry or the term request.
> You have selected the desired edit task in the list.
a) Click on "Open".

= The "Edit task" dialog box opens:
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-
Edit data (Termbase : Demo_qT)

-

Task type:
Keyword:

Definition task

Kizwahl

Priority:

I MNormal

=

Deadline: |

== |

project mumber : |

Initial checker group:
Requested fields:

Responsible terminclogist group: I testterminologists j

ey Subject:

S Material_nr:

Target spedialist aroups:

‘Wahlfunktionen

| testapprovers
testzndusers

[ testinitizlchackers

!: testmasterapprovers

[~ Reset existing spedialist votes

®

-

Import changes Finish later Cancel

7y

"Edit task" dialog

/

b) If the edit task has already been approved, click on /mport changes to
apply the additional information shown in red to the termbase or the term

request.

= The information is incorporated directly into the termbase or applied to

the term request.

Alternatively, you have the option of changing or deleting the entered values,

and resetting all votes cast to date. This will restart the task.

Applying the changes

It is possible to apply the changes directly from the list, without opening the
edit task dialog. To do so, click on "Import changes" in the list of buttons

next to the details view.
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8.5.4 Applying a Change Task

Terminologists also have the option of immediately accepting an edit task,
without having assigned it to a specialist beforehand. This is for situations
where the change task is so obvious that it can simply be applied without

further processing. To do so, click on "Import changes".

8.6 Workflow for Translation

"Translating" a term into different languages can be initiated at various

places:

= The terminologist can submit existing terms to the translation workflow.
The terminologist can Request a translation and Provide an initial

translation at the same time.
= The translator can provide a translation suggestion for an existing entry.

= The translator can submit multilingual term requests. These are
submitted to the terminologist as a bilingual request for editing. They will
not yet be visible in the translation processes area, but are shown in the

term requests area.

= Translation tasks can also be created automatically using quickTerm

Tools.

8.6.1 Initiating Translation

To initiate the translation of an existing entry into a new language:
a) Click on "Assign translation task" in the search screen.

= The "Assign translation task" dialog box appears.
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p
Assign a transfation task

Key term: I : Wiese j

Target languages:
| Language | Translator | Main translator | |
v EJ= english IMain_Translatur_ =l IMain_Translatur_ =l

Pricrity: I Mormal ;I
Project name new - |
Deadiine: | |
Remark:
Assign Cancel
% .

"Assign translation task" dialog

b) Select a key term. This will then become the "Key term" for the

translation task. Ideally, this should be the preferred term.

c) Select the required target languages and the translator group and, if
possible, the master translator group to which you want to assign the

task.

= The translator receives an e-mail about the submitted translation

task and can process this in their task box (Request management).

Once the translator supplies a translation suggestion, depending on the
configuration and if applicable, it is sent to the master translator (in the case
of a cascaded translation process) and then automatically or optionally sent
for approval, or it is entered in the termbase as "final". Translation
suggestions are given final approval by the master approver, not the

terminologist.

8.6.2 Overview of Ongoing Translation Processes

Switch to Request management to see an overview of ongoing translation
processes. In "Assigned tasks" you can filter by translation task, or you can

go straight to the "Translation tasks" tab.
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Only terminologists have access to this area. In the 7ype and Stafus

columns you can apply the following filters (several options can be selected):

Type: Request, Suggestion, Assignment.

Status: This column has up to 16 attributes; see below for details.

In these areas you can:

Review the status of translation processes.
Edit the translation data depending on status by clicking on Open.
Reject a translation request.

Export entry IDs that appear in this overview as a .txt file. This supports

translation outside quickTerm (e.g., using Excelling MultiTerm in Studio).

Click on Delete to delete a specific task. This also removes the task for

the translators.

Click on View entry to display the selected entry in the dialog box.

Possible statuses for translation tasks and what they mean

Initial checking: A new translation request has been created and

assigned to the initial checker.

Initial checker waiting for requestor: Initial checker has asked the

requestor for information.

Request: The request is assigned to the terminologist, if an initial

checker is not involved, or if the initial check has been completed.

Rejected request: The initial checker or terminologist has refused the

request.

Terminologist waiting for requestor: The terminologist has asked the

requestor for information (about a request).

Terminologist waiting for initial checker: The terminologist has asked the

initial checker for information (about a request).

Assigned to translator: The terminologist has converted the request into

a task and assigned it to the translator.

Rejected by translator: The translator has rejected the task for some

reason.

Initial translation provided: The translator has processed the task and

provided a translation.

Waiting for terminologist: The translator has asked the terminologist for

information.

quickTerm 5.5 - User Manual Desktop Client



Terminologists: Special Functions

Workflow for Terminology Feedback

= Translator waiting for check: The translator has assigned the task to the

master translator to check.

= Master waiting for terminologist: The master translator has asked the

terminologist for information.

= Approving: The translation task has been written to the termbase and the

approval process has been initiated.
= Approved: The translation has been approved.
= Rejected by approver: The translation has been rejected.

= Closed: The task has been closed.

8.7 Workflow for Terminology Feedback

As the terminologist, in Request management you are able to view feedback

from users on existing entries.

Switch to the Request management screen. In Assigned tasks you can filter
by feedback, or you can go straight to the Feedback tab. Only terminologists

have access to this area.

o | Enylg | Staws Keyword | Termbase Creator Creatonts recdback wer] PO RUTRCT R > Open |
o S e S ation tme eedbac wer| S z
1 1 Inprogess Augenschraube  Demo_qT festenduser 09092014 15:16:15 Die Grafi st fehierhan 2 Edit enry
2 Assign edit task
Export
C Queston to Deete
(= Comment [
Wark as read
Message
’E: Grafl st ehlerhaft Mark as unread
Enry
R E
Termbase: Demo_qT I
Enty 1D 1
Entay cfass
Subject Schrauben
™ German
Irmage
Workiian_Siztus Final
Workiiowhicles Statted on 05.04.201451ared 06.04 2014
Augenschraube
Jiote_ Nishtzu verweshseln mit Ringschraube!
souree
Wikine dia Nommenliste DIN 1 bis 939
Daumenschraube
Jiote_ Das ist ganz was Anderes!
Rejected
[ spanish
This language does not contain an approved -
torm.
English
Jiote_ Not the same as a fing bol!

Worlion, Siatus Final
Emiemie |l = == 1To 1 From 1 El= Workiiowiicies Started on 06.04.2014Started 06.04.2014 -l

I Hide already I [ Hide read tasks.

Feedback overview
The dialog box lists all feedback. The following filters can be applied:

= Hide already closed feedback, Hide read tasks, Show all tasks from

mastered termbases checkboxes.

= Filter by Status.
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Possible statuses for feedback and what they mean

= In progress: Assigned to the terminologist, waiting for his assessment.

= Waiting for information: The terminologist has asked the requestor for

information.

= Closed: The terminologist has dealt with the feedback and it is now

closed.
In this dialog box, you can do the following:

= Read feedback by viewing the comments in the feedback column, or by
clicking on Open to view the whole text. You can also see the text at the

top right in the entry view under Message.

= Ask for information (only enabled if the requestor is not an anonymous

end user), or respond by clicking on the relevant button.

= Close feedback and add a message that will then appear next to the

closed feedback in the Note column.
= Export all currently selected feedback in the list as a .csv file.
= Delete feedback by clicking on Delefe.
= Mark the feedback as read or unread.

The feedback function in quickTerm is a "one-way street". This means you
can either receive, collate and implement feedback, or not. Either way this
will take place directly in the termbase. However, you are able to send

queries to the person who submitted the feedback via quickTerm.

8.8 Sending Batch E-mails

This function allows terminologists that use quickTerm groups as mailing

lists to send individual e-mails (e.g., on new entries) to specific users.
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T quickTerm 5 - angemeldetals Terminologe

=
‘
[Empfangergruppen: Betreffzeile:
Name Rolle Sprachen

! N4 V| |7 Text

[C] CT Kommunikation Temminologe Bulgarisch.Danisch,Deutsch,Englisc h, Estnisch, Finnisch, Franzésisch, Griechisch, Isiandisch, italienisch, Kroatis MNerwegisch,Polnist h, Portugiesisch.Rumanis< h,Russis

[E] €T Resht Teminologe Buigarisch Danisch Deutsch, Englisch, Estnisch Finnisch, Franzosisch, Griechisch,slandisch, ltalienisch Kroati Norwegisch,Polnisch,

[EeTwrR Temminclege Bulgarisch,D: Englisch, Est h, Finnisch,Fr h.Griechisch, Islandisch, tal h,Kroatis MNerwegisch,Pelnisc h, Portugiesisch.Rumanisch,Russis

[F] CT_Technik Teminologe Buigarisch Danisch Deutsch, Englisch, Estnisch Finnisch, Franzosisch, Griechisch,slandisch, ltalienisch Kroati Norwegisch,Polnisch, Portugiesisch, Rumanisch Russis.
E [erer ‘Temminologe Bulgarisch. Danisch Deutsch, Englisch, Estnisch, Finnisch, Franzésisch.Griechisch, Islandisch. ltalienisch, Kroatis Norwegisch,Polnisch,

[] T4 Kommurikation Engbenutzer

[C] T1 Recht Endbenutzer
B 74 Techmik Enchenutzer

[E1T1WIFI Endbenutzer

[T] 72 Kommurikation Endbenutzer
m [C] T2 Recht Endbenutzer

[ 72 Technik Endbenutzer

[El T2 WIFI Endbenutzer

[T] 73 Kommurikation Endbenutzer

[C] T3 Recht Endbenutzer

[0 73 Technik Endbenutzer

[E1 T3 WIFI Endbenutzer

[E] terminologist Teminologe Bulgarisch,Daniseh, Deutseh, Englisch, Estnisch, Finiseh, Franzosisch, Griechish,IslBneisch talienisch Krostiseh, Lettiseh, Litauiseh, Norwegisch, Polnisch,

[ testadmins. Mandanten-Admin  arbg,Deutsch en-GB Englisch.en-US Franzosi h, ltalienisch,ja ke E Norwegisch Portugiesisch Russisch, Schwedisch, Spanisch, Tschechisch,zh,zh-CN zh-TW

[ testapprovers Freigeber Deutsch Englisch, Franzosiseh,talienisch, Norwegiech, Russisch,Sehwedissh, Spaniseh, Teehechiseh

D‘E:'EIDDVUVEYMZ3 Freigeber Deutsch,Englisch, Franzésisch, ltalienisch, E Norwegisch. Russisch,Schwedisch, Spanisch, Tschechisch

[ testendusers. Endbenutzer Bulgarisch,Daniseh, Deutseh, Englisch, Estnisch, Finniseh, Franzosisch, Griechish,IslBneisch talienisch Krostiseh, Lettiseh, Litauiseh, Norwegisch, Polnisch,

D testinitislcheckers Erstpriifer Deutsch Englisch, Franzdsisch,Italienisch Spanisch

] testmainapprovers Freigeber Deutsch Englisch Franzosisch talienisch, Norwegisch, Russisch Schwedisch Spaniseh Tschechiszh

D testmainterminologists “Tenminologe Deutsch,Englisch, Franzésisch, ltalienisch, E Norwegisch. Russisch,Schwedisch, Spanisch, Tschechisch

[[] testmaintransiztors. Ubersstzer ar.ba,Deutsch en-GB Engliszh en.US, Franzssi h tslienisch ja ki Norwsgisch i Russisch, Schwedisch, Spanisch Tschazhiseh zh zh-CN 2h TW

D testsecondaryterminologists  Terminolege: Deutsch Englisch, Franzdsisch,ltalienisch, Spanisch

[[] testspecialists Endbenutzer Deutsch, Englisch, Franzosisch, talienisch, Norwegisch, Russisch,Schwedisch, Spaniseh, Tseheshisch

D testterminologists “Tenminologe Bulgarisch. Danisch Deutsch, Englisch, Estnisch, Finnisch, Franzésisch_Griechisch, Islandisch. talienisch. Kroatisc h, Lettisch, Litavisch, i Norwegisch,Polnisch,

[C] testtransiators. Ubersetzer Deutsch,en-GB, Englisch,en-US Franzosisch, Spanisch

D‘e:lﬁﬁns\umﬁﬂl Ubersetzer arbg,Deutsch en-GB Englisch.en-US Franzosi h, ltalienisch,ja ke E Norwegisch Portugiesisch Russisch, Schwedisch, Spanisch, Tschechisch,zh,zh-CN zh-TW

) D
[ - J

Sending batch e-mails

In the Batch e-mail dialog box all quickTerm groups are shown on the left.
You can filter and sort this list by name, role and language to select the

precise group you want to send the e-mail to.

To send a batch e-mail:

a) Select the group of recipients on the left. The Deselect all and Select all

buttons at the bottom may be useful at times.
b) On the right, specify the subject and enter the text of the e-mail.
c) Click on Send e-mail.

= The e-mail is sent.

Sending an entry as a link
This screen opens when you Send an entry by e-mail.

A prerequisite for this is that the web or server URL has been set up in the
server config file (in quickTerm Web this requirement is fulfilled

automatically).

In the entry click on the Send entry link in e-mailicon ( ) at the top. The
Batch e-mail screen then opens where you can highlight the recipient
group(s) and enter a subject in the subject line. The link has already been

entered in the text automatically. Finalize your action by clicking on Send e-
mail.
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8.9 Term of the Week

A separate tab is available in Request management for terminologists to

create the term of the week.

-

TN quickTerrn 5 - angerneldet als Terrninologe | = &= [==]
IT TT | : %
- Sortierung  Aktiviert Benennung Termbank  Eintragsnr. [ Offnen |

Erstellt am
4 V||~ |V v v
. 2 Ja blabla Demo_Klaus 2 29.05.2013 03:26:44 [ Meu |
4 Ja 1772 Benennung Demo_Klaus 1 20.09.2013 11:47:03
E [ Ldschen |

Abmelden

Eintrage/Seite: |20 - 1 Bis 2 Von 2
v.35.4.017

Term of the week

You can edit existing terms of the week by clicking on Open or Delete, as

well as Creatfe new terms of the week.
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anlegen
[Dema_l(laus v]
ag
[Deutsch v]
|Test 1772 -
0, [Koalejpg
I- Englisch (USA)
Eintrag der Woche 38/2013
Koala
Beuteltier -
Vorkommen MName fusatzfeld 4:
Australien, Tasmanien e -
Wert:
. Werbreitung MName Zusatzfeld 5:
. Tropische und subtropische = -
Klimabereiche Wert:
Bildnachweis
Sydney8Co Ltd. -
| OK | ‘ Abbrechen

"Create new term of the week" dialog

To create a new term of the week specify the following information:

quickTerm 5.5 - User Manual Desktop Client

Termbase: Select one of the available termbases.
Entry ID: 1D of the new term of the week.

Enabled: The term of the week is displayed. If several terms are active at
the same time, the user can switch between the individual terms using

Previous term of the week and Next term of the week.

Default culture: If the GUI is available in several languages, you can
specify here which culture should be used if a localized version is not

available in one of the cultures.

Stylesheet. Here you can select one of the stylesheets that the (client)
administrator has configured in the server settings under Configuration of

quickTerm Web.
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= /mage: Select an image to be displayed in the term of the week.

= Attachment: This allows you to attach a document to the term of the

week.

= Localized details. Here you can specify a Title, Term, Term 2and Note
for each default culture. A further five additional fields with values are
available where you can enter your own text. All these details will then

appear in the term of the week in the layout for each selected stylesheet.
Click on OK'to close the newly created term of the week.

An existing term of the week can be edited in the same way by clicking on

Open.

8.10 Term Quiz

A separate tab is available in Request management for terminologists to

create term quizzes.

You can add questions and their correct answers and put together several

questions to create a quiz.

Two tabs are available for this purpose: Quizzes and Questions.

Quizzes

-

T3 quickTerm 5 - angemeldet als Terrinologe | = | = |

I I I n
]

| [ |
I | I

f Froen |

Sortisrung Aktiviert Titel [ Bfinen ]
N4 v |~ |
= :

< Ja 1772 Term Quiz [

4 Ja First guiz

[ Léschen |

e
=
=

Eintrage/Seite: | 20 - | 1 Bis 2 Von 2

Quizzes
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can be enabled or not, and the order in

which web users see quizzes can be sorfed.

You can Open quizzes for editing or

new quiz.

Delete them. You can also Creafe a

If several quizzes are active at the same time, the user can switch between

the Previous quiz and the Next quiz.

4

i B,
Neues Term Quiz erstellen
Aktiv
Standard-Kultur: [German e
Lokalisierte Details:
Titel: Meues Term Quiz
Fragen:
Sortierung Titel der Frage
1 [questiu:-n 1 v]
2 [Geugraﬁe v]
3 [Gesch ichte - l 1
i
OK | | Abbrechen

"Create new term quiz" dialog

A new quiz consists of one or more questions that must already have been

defined (see below). You can add or remove questions here. You can also

change the order of questions in the

first highlighting the relevant row.
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Questions
e ™y
Neue Frage erstellen
Aletiv: [#]
Standardsprache: [ Deutsch = |
Korrekte Antwort: 3 -]

Details lokalisieren:

E | 1

Titel:

Frage:

Antwort 1:
Antwort 2
Antwort 3:
Antwort 4
Erklérung:

Terminologie Quiz

Welche ist die korrekte englische Ubersetzung von "Augenschraube"?
hole bolt

tornille con ojo

eye bolt

vis @ anneau

eye bolt ist die einzige richtige Ubersetzung von “Augenschraube"!

\

l OK | [ Abbrechen

"Create new question" dialog

If you want to create a new quiz question, the following information is

required:

Enabled:
Default language:

Right answer. The term quiz is designed such that four possible answers
are displayed, but only one of them is correct ("Who Wants to be a
Millionaire" principle). You also specify here which answer (1, 2, 3 or 4)

to the question is the right one.

Localized details. Here you can specify for each default culture the T7itle
for the question, the Question itself, the four suggested Answers and an
Explanation of the correct solution. The explanation is shown instead of

the question immediately after the web user selects the answer.

Click on OK'to close the newly created question.

An existing question can be edited in the same way by clicking on Open.
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8.11 Dashboard

8.11.1

Depending on the configuration on the server itself, quickTerm can record a
"snapshot" of the current data in the termbase at regular intervals. In the
quickTerm Dashboard, the administrator and the terminologist (if authorized)
can compare the individual snapshots against each other. This allows them
to find changes over a certain period of time or to find out when a specific

change was made, etc.

In order to use the snapshot and timeline functions, you must regularly
create snapshots on the server via Windows Task Scheduler. See Setting-

up the Snapshot Function.

Snapshots

Here you can directly compare different snapshots (=versions) of the
termbase against each other or with the current version, and focus on

changes by "drilling down".

i QuickTerm 5 - logged in as Global admin, Terminologist

. Current client: | kiaus -
[
> ThE et
E Termbase. |zz_Kiaus | Comparison mods: | Target to bass revision - Assign approval task
I
Base revision: |us.09.2f.113 (0 E = Balch approval |
" 2
Target revision: |D5_09_2913 2) | Styleshest Iklaus =] Term fiter |<nu filter= [ § PP
Mo changes: - L Lok Augenschraube =" Revertto base revision
. g Hi3E " Language Usage Standard
Enfity type: I Require entry-level changes Source DIN444, Siehe Wikipedia Mormenliste DIN 1 bis 993 Revert fo target rev.
[ote Micht zu verwechseln mit Ringschraubel
s tonimoiiages: [ <nane- = Context This is the context st
Search Export is
Filter on entry ID: From to Daumenschraube
I List all revisions within the selected range Usage Rejected
lote Das istganzwas Anderes!
Name | Larlguael Entry ID | Changetypel Snapshot indexl Snapshot tlahel I
5 4 Entryz 1 1 Updated 2 06.09.2013 = Spanish
= A, French (FR) French (F 1 Created 2 06.09.2013 winrkflow_Status In progress
3} TR Fronch F 1 Trad 2 06.09.2013 WorkflowNotes Deadline expired;
W ) tornillo con ojo
= [ Entry: 3 3 Updated 2 06.09.2013
= A, German [DE} German [ 3 Updated 2 06.09.2013 KH French
2, Kurzwahl German{ 3 Updated 2 06.09.2013 vis a4 anneau
® ., Entry: 65 65 Created 2 06.08.2013 . :
English
IHote Motthe same as a ring boltl
Workflow_Status In progress
Workflowhotes Deadline expired;
eye bolt i
Logout Source DIN444
ml Usage Standard ﬂ
v.2.40.9

Dashboard, Snapshots

From this results view the terminologist can also send some or all of the
entries for approval again, send them to the translators to check, or even

reset a term, language, entry or the entire termbase back to a certain state.

Where terminologists are concerned, access statistics are only available for
those termbases that the administrator has assigned to him in the group

configuration.
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To compare two snapshots against each other:

Setting the options

a) Select the desired termbase.
b) Select the base revision and target revision for the snapshot comparison.

c) Define which types of changes you want to take into account:
- Newly created entries or terms and/or
- Changed entries or terms and/or

- Deleted entries or terms.

d) Define whether you want the results list to be sorted by entry ID (and
then by language for each entry), or by language (and then by entry ID

for each language).

e) "Require entry-level changes" means that the comparison also includes

changes at entry level that apply to all languages.

f) If you wish you can set a filter for only one language or restrict the

search by entry ID.

g) "List all revisions within the selected range" lists each individual revision

in the selected range, not just the ranges selected above.
h) Then click on Search.

= quickTerm now lists the changes in the results window sorted by the
option you have selected - either by language and then entry ID, or by

entry ID and then language.

Displaying changes

a) Now click on one of the entries, or expand the results list at the desired
position by clicking on "+" in order to focus on an even more precise list

of changes.

= The entry is shown on the right in the preview window and the

changes are highlighted.

b) Select the desired comparison mode:
- Target to base revision: Shows the difference between the target and
base revisions set on the left.
- Live to base revision: Shows the difference between the base revision
set on the left and the current data.
- Live to target revision: Shows the difference between the target revision

set on the left and the current data.
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You can perform different actions on the selected set of entries:

Performing actions

a) Select the desired entry(ies) from the results list.

b) You can:
- Use Assign approval task to send the selected entry for approval
- Use Batch approvalto send all the selected entries for approval
- Use Assign translation task to send the entries for retranslation to
check the status of the translation
- Use Revert fo base revision to revert the selected entry to the state of
the selected base revision
- Use Revert fo target rev. to revert the selected entry to the state of the

selected target revision

¢) You can also export the list of all the changed entries, e.g., so that you
can export it using Kaleidoscope's Excelling MultiTerm and edit it in

Excel, or keep it for your records.

8.11.2 Timeline

ﬂ_]‘l QuickTerm 5 - logged in as Global admin, Terminologist

Curentclient: [kaus  ¥]
| [ | | |

Number of entries

18000

17500

17000 o /./
16500 // W ZZ_Klaus
- /
/

ENEESEEE

15500 = -
14042013 28042013 12052013 26052013 09062013 23062013 07.07.2013 21072013 04082013 18082013 01.09.2013

- Filter settings ~

(" Filter by termbase |7_7_K\aus j

(= IFilter by language | CTERELRIN] v[

Mumber of language groups

Dashboard, Timeline

Under this tab you can see the number of entries (with the option to filter
either by termbase or language), as well as the number of language groups

and the number of terms in chronological order.

quickTerm 5.5 - User Manual Desktop Client 97



Terminologists: Special Functions
Dashboard

This view is particularly useful for tracking activity in the termbase and also
for internal marketing purposes. The graph is scaled automatically to cover
the range over which the snapshots were taken. If there are no snapshots,

the graph will be blank.

8.11.3 Entry Statistics

T2 QuickTerm 5§ - logged in as Terminalogist, Main approver

(== =]

. Termbase: [ =Acrolin= -|
- Language: [<AII Ianguages= ~|

From date: @ |
. To date: &

Group by subject: I
E = ‘

Statistics:

Date
E 7 Language Entry count Language group count Term count
Expart statistics |

Dashboard, Entry statistics

98

In the Entry statistics area you can examine how the termbase has grown
over various report periods. It shows the number of new entries per date

range. If there are no snapshots, no figures will be shown.
The entry statistics can only be retrieved for each termbase individually.

Language: Here you can select /ndividual languages, All languages or All
languages (aggregated). The latter means that the "Language" column is

omitted from the list.

From date: - To dafte: For restricting the time period under consideration.
Group by subject. If checked, the Custom field will also be listed.

List. The corresponding list will only be created after clicking this button.

Statistics (list): The Language, Custom field, Entry count, Language group

count and Term count columns are populated.

Export statistics: The Export statistics button enables you to export the entry
statistics to a .csv file so that you can process the data separately (e.g., in

Excel).
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8.11.4 Access Statistics

T QuickTerm 5 - legged in as Global admin

Logout

v.0.4.0.10

(===

Curentctens:
‘Group counters:
Group Termbase Source lsnguage Search  Search with hits Search without hits Displsyed entries Search - Total Search with hits - Total Search without hits - Totsl Displayed entries - Total
hd e e e v N e
Approver ZZ_Klaus German (DE) | D 0 0 37 i} o 0 37
Approver ZZ_Klaus Spanish (ES) 0 o 1] 1 [ 0 0 1
Enduser 77_Klaus German (DE) | 28 27 1 9% 28 27 1 %
Main Approve  ZZ_Klaus English (EN) 0 o a 1 0 a o 1
Main Approve  Z7_Klaus German (DE) | D 0 0 54 0 a 0 54
Main Approve ZZ_Klaus Spanish (ES) 0 0 0 2 o o o 2
Specialist Z7_Klaus German (DE) |3 3 0 15 3 3 ] 15
Terminologist  Deme Klaus other lang  German (DE-AT | 7 6 1 14 7 [ 1 14
Terminologist  ZZ7_Klaus English (EN) 4 3 1 15 4 3 1 15
Terminologist  ZZ_Klaus German (DE) | 80 75 5 310 80 75 5 310
Terminologist  ZZ7_Klaus Spanish {ES) o o a 14 0 a o 14
Translator ZZ_Klaus German (DE) | D 0 1} 24 o o o 24

Aggregated counters:
Termbase Source language  Search Search with hits Search without hits Displayed entries Search - Total Search with hits - Total Search without hits - Total Displayed entries - Total
v v
Demo Klaus other languages  German (DE-AT) | 7 & 1 14 7 L} 1 14
ZZ_Klsus English (EN) 4 3 1 16 4 3 1 16
ZZ_Klaus German (DE) 111 105 6 536 m 105 6 536
7Z_Klaus Spanish (ES) o o 0 17 0 0 o 17

Refresh

I.'I.Ih Resetwtalcounhersl [“ E-mail and reset counters [‘v

0 Export statistics

Dashboard, Access statistics

In the access statistics area you can view access data for the termbase as

recorded by quickTerm.

The access statistics are broken down into two horizontal lists. The upper
part, Group counters, contains the user group/termbase/source language.
The lower part, Aggregated counters, contains termbase/source language

only. User-level access statistics are not available due to data privacy law.

There are two vertical areas: The first four columns before the divider show
the access statistics for the most recent report period. The report period is
always reset when the statistics are automatically or manually reset. The last

four columns comprise the cumulative total access statistics.

The list can be sorted by clicking on the header of the respective column.

This setting will be saved for the next time you open the list.

The list can also be filtered by typing a few letters of the desired content into
the header. The list will then only display those entries that contain the

letters entered in the filter box.

A second filter option is available for columns containing default content

(e.g., status) by selecting one or more options from a pre-defined list.
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Hide already closed tasks

/ These tasks include approved and rejected tasks.

A report can be created in two ways:
= "manually" via the E-mail and reset counters button.

= "automatically" via the relevant settings on the Server settings / E-mail
screen. Here you can enter how often you want to automatically receive
the access statistics by e-mail: on the first of the month, on the last of the
month, or on one or more week days (by selecting Every) and at what
time. The e-mail address for the access statistics recipient can also be

defined here.

Once the report has been sent — regardless of whether it has been initiated
manually or automatically — the counters for the individual statistics will be
reset to zero. The total counters can be set to zero using the Resef fotal
counters button. As this applies to the entire access statistics data, you will

receive a warning before the counters are reset.

The Export statistics button enables you to export the access statistics to
a .csv file so that you can process the data separately (e.g., in Excel). In this

case the data is not reset.

The Refresh button enables the administrator to update the data if the

Access statistics screen is opened for a prolonged period of time.
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8.11.5 Term Request Statistics

Dashboard n

P

O el o) -§.0

B QuickTerm 5 - logged in as Terminologist o || = || = |
Termbaze: [ZZ_quir.kTerm_Test -|
Language: [German {DE) -|
T [ 01.04.2014 |
To date: | 15.05.2014 @) |
Group by date: [
Group by custom figld: [
List ‘

Statistics:

Source language Targef language .

7 Total Insered Rejected In progress

German (DE) German (DE) 0 0 1

Export statistics

Dashboard, Term request statistics

This area shows how many term requests have been submitted within a

certain time period, how many of them have become entries, how many

have been rejected, and how many are still in progress.

The term request statistics can only be retrieved for each termbase

individually.

Language: Here you can select /ndividual languages, All languages or All
languages (aggregated). The latter means that the Source language and

Target language columns are omitted from the list.
From date. — To dafte: For restricting the time period under consideration.
Group by dafte: If checked, the Date column will also be listed.

Group by custom field: If checked, the Custom field will also be listed.

quickTerm 5.5 - User Manual Desktop Client 101



Terminologists: Special Functions
Dashboard

List. The corresponding list will only be created after clicking this button.

Statistics (list): The Source language, Target language, Total, Inserted,

Rejected, and In progress columns are populated.

Export statistics: The Export statistics button enables you to export the term
request statistics to a .csv file so that you can process the data separately

(e.g., in Excel).

8.11.6 Approval Statistics

H‘ﬁ QuickTerm 5 - logged in as Global admin, Terminologist

! Current client: | kiaus =
E Termbase: I ZZ_Klaus j
Language: | =All languages:= j
User: I =all users= j
Group by date: [
- Group by custom field [
! Stalistics:
Language Full Contai Total | A ved | Rejected | Ski Mot voted | Overd
YI— ull name ontainer groups al ppro ejecte ipped i verdue
Englizh (EN}  Approveri Approver 1 1 0 0 1] 1]
English (EN}  Mainapprover Main Approver 1 1 1] 0 0 0
German (DE) Approverl Approver 4 4 o 0 1] 0
|‘:' German (DE) Mainapprover  Main Approver 3 3 1] 0 0 0

Export statistics

Dashboard, Approval statistics

This is a comprehensive analysis tool relating to the approval process. The

approval statistics can only be retrieved for each fermbase individually.

= Language: Here you can select /ndividual languages, All languages or
All languages (aggregated). The latter means that the "Language"

column is omitted from the list.
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= User. The same as language, so /ndividual users, All Users and All users
(aggregated) can be selected. The latter means that the "Full name"

column is omitted from the list.
= Group by date: If checked, the Dafe column will also be listed.
= Group by custom field: If checked, the Custom field will also be listed.
= List The corresponding list will only be created after clicking this button.

= Statistics (list): The columns Language, Date, Custom field, Full name
(depending on the applied selection) and Groups are populated, together
with the numerical values for Total, Approved, Rejected, Skipped, Not

voted and Overaue.

The list can be sorted by clicking on the header of the respective column.

This setting will be saved for the next time you open the list.

The list can also be filtered by typing a few letters of the desired content into
the header. The list will then only display those entries that contain the

letters entered in the filter box.

A second filter option is available for columns containing default content

(e.g., status) by selecting one or more options from a pre-defined list.

Hide already closed tasks

These tasks include approved and rejected tasks.

= Export statistics. The Export statistics button enables you to export the
approval statistics to a .csv file so that you can process the data

separately (e.g., in Excel).
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8.11.7 Translation Statistics

H‘ﬁ QuickTerm 5 - logged in as Global admin, Terminologist

' Current client: | kiaus =
E Termbase: I ZZ_Klaus j
Language: I =4l languages:= j
E Group: I =All groups= j
Group by date: [
- Group by custom field [
! Statistics:
Language . . . :
L YI— Group name | Total | Assigned to franslator | Closed | Approving | Approved | Rejecied by approver | Rejech
Spanish (ES} Translator 2 0 2 0 ] 1] 0
French (FR}  Translater 1 0 1 0 ] o 0
E English (EN) Translator 2 0 1 0 1 0 0
« | >
Export statistics |

Dashboard, Translation statistics

This is a comprehensive analysis tool relating to the translation processes.
The translation statistics can only be retrieved for each fermbase

individually.

= Language: Here you can select /ndividual languages, All languages or
All languages (aggregated). The latter means that the "Language"

column is omitted from the list.

= Group: The same as language, so /ndividual groups, All groups and All
groups (aggregated) can be selected. (Groups refers here to translator
and/or master translator groups.) "All groups (aggregated)" means that
the "Group" column is omitted from the list.
Selecting <none>means that the translation tasks listed here will be

those that have not yet been assigned to a group.

= Group by date: If checked, the Date column will also be listed.
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= Group by custom field: If checked, the Custom field will also be listed.
= List The corresponding list will only be created after clicking this button.

= Statistics (list): The columns Language, Date, Custom field, Group
(depending on the applied selection) are populated, together with the
numerical values for 7otal, Assigned to translator, Closed, Approving,
Approved, Rejected by approver, Rejected by translator, Rejected
request, Waiting for requestor, Request, Waiting for terminologist,

Translator waiting for check and Master waiting for terminologist.

= Export statistics: The Export statistics button enables you to export the
translation statistics to a .csv file so that you can process the data

separately (e.g., in Excel).
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Giving Approval

9 Approver: Special Functions

9.1

As the approver, new or changed terms are assigned to you to approve in
the quickTerm Workflow by the terminologist. You are responsible for voting

for or rejecting these entries.

Approvers are always members of an approval group, which means they
have to decide on the new entries jointly with their colleagues. There are two

types of approval groups:

= In a First wins group only one member of the group has to vote. Their

vote is cast for the group as a whole.
= In a Voting group there are two possibilities:

— In contrast to the first win procedure, the minimum approvals
procedure requires a specific number of users in a group to approve

an entry in order for the group's approval to be granted.

— The minimum votes procedure dictates that a certain number of total
votes has to be cast for each term before a decision (agree or reject)

can be reached. Abstentions are not counted.

The administrator specifies whether an approval group is to use the first wins
or voting procedure to approve entries under Approval settings in User

management.

Approvers may also have edit tasks assigned to them in the role of
specialist. If an action is required from approvers, they can find this
information on the "Assigned tasks" tab. The "All my tasks" tab shows all
tasks for the approver, including those in which they are involved but do not
yet need to action. This includes their own feedback, edit and translation

tasks, and term requests.

Giving Approval

Switch to your task box (Request management screen). Here you will see all
tasks that are currently assigned to you. You can find a detailed list of
approval tasks on the "Approval tasks" tab. These are the same tasks, but

shown in more detail.
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Giving Approval

Prio

Fa

Entry 19

L

Langusge

v

Status Term Tembase
VL~ |V i

|

Reject entry

Creator

o

Creation date |  Deadiine

Assignedusers | [oustom sets [ ereige notes
Kl Kl | ¥ Englis

143

4

German  Allapprov Schnellwahl

Demo_gT

hauptfreigeber,

23.08.2014 13:1 frelgeber

Haupireigeber,
Freigeber

teminologe:

Abstain from vofing

413:1

S 9Pk

k|

slsC] _ a4 Engish In progres s

146 1 German

Demo_aT

Wl

Mark s unread

freigeber, Fii
Closed  Augenschraub. Demo_qT terminologe  23.00.2014 12:4 T

7
nglis! lose eye bol emo_g erminologe 24 igeber, Freigeber, westion to:
R L austhaoeber  supiteiever e

Termbase: Demo_qT
Entne10: 4
Entry ciass:

Subject Wahlfunklionen

B8 German

Definiion Wahifunktion, die zur raschen Anwahl einer zuvar
gespeicherten Nummer dient Die gewinschte
Telefonnummer wird einer einzenen Taste des Zifemfeldes
zugeordnet und kann dann durch lngeres Driicken auf diese
Ziflerntaste direkt angewanit werden

image Ditektwahlipg

Nole Nichtverwechseln mit Kurzwahl!

Worifiow,_Status Final

Schnellwahl
Usage Standard

Source Kiaus Fleischmann
Zielwahl

Usage Standard

Source Kiaus Fleischmann
Direktwahl

Usage Rejected

otz Wird im Einzelhandel war verwendet, ist aber nicht freigegeben fir

Kundendokumentation.

Type Abbreviation

English

Denintion Dialing function which enables the User to store a particular
phone number and assion it o a key on the keypad. When
pressing this key for three seconds, the stored nurnber wil be
dialled automatically. The classic speed dial hution is the
mailbox bution.

fate Do notcaniuse this with the address book dialling featurel

Workiiow._ Status Final —

speed dial
Usage Standard
Source Kiaus =

u I sl
e[ =] [ <]  tosrems |

I~ Expand all [~ Show vote times

I Hide alreacy closed tasks [ Hide read tasks.

Approver task box

All tasks in the task list will originally be in status "unread". Two buttons on
the bottom of the screen allow you to change the state manually: Mark read
and mark unread. Depending on the current task read status, one of these
buttons is always grayed out. Unread tasks are always displayed in bold, like
in Outlook. By clicking on the respective button, you can manually change

the read state.
Apart from that, the read state is automatically changed when you:
= Select a task
= Edit a task (except for adding a comment)
= Opena task, or
= Change the status of a task by completing a process step.

In addition, you can filter the task lists according to the read status by
clicking on Hide read tasks. This allows you to better keep your to-dos within

sight. Of course you can also deactivate the filter and see all tasks.

The list can be sorted by clicking on the header of the respective column.

This setting will be saved for the next time you open the list.

The list can also be filtered by typing a few letters of the desired content into
the header. The list will then only display those entries that contain the

letters entered in the filter box.

A second filter option is available for columns containing default content

(e.g., status) by selecting one or more options from a pre-defined list.
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Hide already closed tasks

/ These tasks include approved and rejected tasks.

You can also see the following information on the Approval tasks tab:

= A checkmark, cross or minus symbol shows you which groups have
already approved (green checkmark) or rejected (red crossed out box)

which entries, and those that have abstained from voting.

= You can "expand" an approval request by clicking on the plus symbol.
This shows you all other colleagues in the approval group and their
votes. You can thus check what your colleagues voted and who voted for
or against the entry. The first checkbox in an expanded group, or the
only checkbox in a collapsed group shows you the status of the entire
group. For instance, if a set number of voters in a voting approval group
have approved or rejected an entry, it will get a green or a red

checkmark.

= When you select the Expand all option at the bottom of the screen this is
equivalent to checking every plus symbol for every approval task. When

you remove the checkmark, all the approval processes will be collapsed.

= By clicking on Show vote times at the bottom, you can display the actual
time and date when each approver cast their vote. You can always
enlarge a column by dragging or double clicking on the right-hand side of

the column heading.

= You can also click directly in the various checkboxes next to your own

approver user in order to approve an entry. To avoid accidental changes,

you must still click on the small floppy disk icon (EI) on the far left to

save the change.

Approving an entry

By clicking on Show details in the right-hand pane you can show the current
entry to see which information you need to approve. You can also see

comments from your colleagues at the bottom.

You can add new comments or make subsequent changes to your own
comments. The terminologist can also see these comments and, if
applicable, respond to information requests. You can also send targeted

questions to individual groups.

108 quickTerm 5.5 - User Manual Desktop Client



Approver: Special Functions
Giving Approval
You can copy the comment text in quickTerm Client (place the cursor in the
comments area and right-click).
This is how you approve or reject an entry:

a) Select the entry from the list on the left.

b) Click on Open to check the entry and view the notes entered by your

colleagues.

O
~

Click on Approve entryto approve an entry

-OR -

Click on Reject entry to reject it. Particularly in the latter case, you also
need to indicate the reason for rejecting the entry, so your colleagues or
the terminologist can adapt it accordingly.

-OR -

Click on Abstain from voting if you want to register "do not mind" or "do

not know".

= The entry is now approved, not approved or edited. If you have not
approved the entry and your colleagues are in agreement with you, the

terminologist will revise the entry and resubmit it to you for approval.

Additional buttons

Depending on what #ype of task you received (Approval tasks, your own or
assigned edit tasks and your own feedback, term requests and translation
tasks) and the fask fype (change, request, definition, main task, subtask,
suggestion, assignment), some or all of the following buttons may also be

available:
"Details”
"Delete”

You can also filter by these types in the list.
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Master Approval for Translation Suggestions

10 Master Approver: Special Functions

10.1

In quickTerm one master approver is assigned for each language. This user

has two additional functions:

Master approver for source-language approvals

In the case of source-language approvals, the terminologist responsible can
initiate a cascaded approval process. This means that firstly all "normal”
approvers must cast their votes, then the master approver consolidates the

votes and sends a summary to the terminologist.

For this reason, the master approver must always wait until all his colleagues
have cast their votes where the cascaded approval process is concerned.
For flat approvals, the master approver is a "normal" approver, just like the

other approvers.

The functionalities available are identical to those involved in normal

approval. For more details, see Approver: Special Functions [- 106]

Master approver for target-language approvals

The terminologist is not involved in target-language approvals initiated by the
translator, as in most cases he does not know the language. As the master
approver you therefore have the final say. You can do the following with a

translation suggestion:
= Accept
= Edit and then accept
= Reject and request a new suggestion from the translator

= Reject and provide the correct translation yourself

Master Approval for Translation

Suggestions

Switch to your Request management screen.
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Granting Final Approval for an Entry

8 QuickTerm 5 - logged in a5 Master approver ==E=]
. 1d_ Entyld Language  Status Tem Termbase Crestor _ Assigned users  Assigned oroups POt Approver Approver Approver | Jermfiter. | no it >
i 7 v v v || Grestiondate | Deadine o v 7 Engish German Spanish B =
EEE Mainspprover, -5
alals) _ 32 63 German Rejected  TermmitLinks 2 2Z_Kiaus Terminologist  06.06.2013 03:5 Approver2, Ao m‘g g Termbase: =
ZZ_Klaus =
— = = = = Enty ID: 4
@as _ 17 &2 Spanish In progres bbb ZZ_Kiaus ® 711_007 Entry class:
— Mainapprover i Ask for information
Blal] — 6 a German Inprogres Schnettwshl 27 Kisus Terminologist 29042013 182 30042013 Approvert, g”;;“!“w“w Iinade
BEE 2 kel ke oo Bl 22 Kiaus Teminologis fain Approver,
@@ _ ] 2 English o progres ring bol 27 Kaus minolog e
Subject
Wahlfunklionen
German
Definitian
Wahifunktion, die
2ur raschen
Anwahl einer =
< »
Notes:
Date
29042013 18:20:14 T,
i ] ' =
Entesipage: (20 - 7o 4 From 4 ¥
{4 Hide alresay closed tasks 7] Expand anl [] Stiow vote times

Master approver overview

You can limit the scope of the approval tasks list as follows:
= By checking the "Hide already closed tasks" option

= By filtering; if filtering according to status, it is also possible to select

multiple values from "Rejected", "Closed", "All approved", "In progress"

and "None".

10.2 Granting Final Approval for an Entry

To grant final approval for an entry:
a) Select the entry from the list on the left.
b) Click on "View entry" to check the entry and view the notes entered by

your colleagues.
c) Click on "Final approval" to approve the entry.

= The "Term usage status" dialog box appears.
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i !

Insert a comment into the termbase entry:

=

Terms:
speed dial =]
% Accepted  Rejected
lazy dial
" Accepted (* Rejected
=
Sat Cancel |
- V.

"Term usage status" dialog

d) If you wish, you can enter a comment to be stored in the termbase. By
clicking on the small icon, you can also copy the comments made during

the approval process to the field before editing them.
e) Select under each term whether they are accepted or rejected terms.
= This information is entered in the termbase.

f) Click on "Set".

= The entry is granted final approval and closed in your task box.

10.3 Assigning a Re-translation Task

To reject a translation suggestion and request a new suggestion:

a) Select the entry from the list on the left.

b) Click on "View entry" to check the entry and view the notes entered by
your colleagues.

c) Click on "Assign retranslation task".

= The "Term usage status" dialog appears so you can set the usage

status of the existing translation.
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~
Insert a comment into the termbase entry:
Terms:
speed dial =]
% Accepted  Rejected
lazy dial
" Accepted (* Rejected
Sat Cancel |
' A

"Term usage status" dialog

d) If you wish, you can enter a comment to be stored in the termbase. By
clicking on the small icon, you can also copy the comments made during

the approval process to the field before editing them.
e) Mark the rejected term as "Rejected".

= This information is entered in the termbase. Terms that have been
rejected are not deleted but are flagged as "Rejected" in the
termbase. This makes it possible to check that the correct

terminology is being used.
= Click on "Set".

= The "Assign translation task" dialog box appears.
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p
Assign a transfation task

Key term:

Target languages:

I:'u'uiese j

| Language

| Translator | Main translator

v :‘-f.lr'i Englizh

IMain_Translatur_ ;I IMain_Translatur_ ;I

Pricrity: I Mormal ;I
Project name new - |
Deadiine: | |
Remark:
Assign Cancel
%

"Assign translation task" dialog

f) Select the relevant key term.
g) Select the relevant target languages.

h) Select a translator group for each language, and also a master translator
group if required.

i) Edit the priority, the custom field (Project in the screenshot) and the
deadline, if required.

i) Add a remark for the translator.

k) Click on "Assign".

= The translator will now receive a new translation task. The current

approval task will be closed. As soon as the translator has made a new

suggestion, you will receive a new approval task.

10.4 Providing Your Own Translation

P

114

Caution

This function is only available if it is enabled in the user group configuration

(see General Group Settings chapter in quickTerm configuration).
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To reject a translation suggestion and enter your own translation in the
termbase:
a) Select the entry from the list on the left.
b) Click "Provide own translation" to enter your own translation.
= The "Edit translation data" dialog box appears.

c) Enter the desired translation for the entry, including as much of the

additional information as you wish.

d) Click on "Save without finalizing" if you do not want to approve your own
translation yet for some reason (this means that apart from the key term,
neither the relevant approval task nor the term usage status will be
changed), or "Save and finalize". If you click the latter, final approval is

granted and the "Term usage status" dialog box will then appear.

= The correct translation will be automatically entered into the termbase by
default.

The current approval task will be closed.
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IIrl:'tfii' translation data (Termbase : Demo Klaus ) )
4 A [French] [ 4 :
4 ﬁ'ﬁ Definiticn

i“f] Source
5 Note_
i“f Workflowhotes 3
i"ﬁ WorkflowCommen
4 g [TERM]
4 " Context_ (i=]fl_
ﬁ: Source
4 % Definition
ff Source
ﬁ; amerikanische Grat
. fea]l ™
[- Approval task assignment ]
- Additional details
Prignifye| Normal
Autofill US Project Number
Creator user “\testmasterapprover
Attachrments:
®
| Save without finalizing | | Save and finalize | | Cancel

.

"Edit translation data" dialog

10.5 Editing (and Approving) a Translation

This is performed in the same way as "Provide own translation". The only
difference is that here you can edit a translation that already exists instead of
rejecting it and entering a new translation. Apart from that, the dialog box

and buttons are identical.
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10.6 Restarting Approval

With this function the terminologist or master approver can restart an
approval task from the beginning. All votes that had already been cast are
discarded and the voting process is restarted. In addition to a message to
the approver, you can also enter the priority and the (new) deadline here in

the same way as for other approval tasks.
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11 Specialist: Special Functions

As a specialist, an entry or a term request can be assigned to you by the
terminologist in the quickTerm Workflow in order for you to provide further
information about the term. The terminologist selects the additional fields

you should complete on assignment.

You can collaborate with the other specialists via the comments function,

enter information and then approve your suggestion.

11.1 Editing a Task

» N i) e sum K ywurd T mm ase e langusge [ Tar = ctlenguage[ Sending | "rabed users | nvolved groups [ proiect number Notes > Open |
rio. restion time
\f V| V| v \/ N4 z
_ Edittask Definition 3 In progress  Kurzwahl Demo, _qT German (DE) 02.09.2014 07:00:58 testspecialist o Approve changes
2 Reject changes
Abstain from voting |
Mark as read
 Question t Mark as unread
rment _post|
24|
Termbase: Demo_qT, |
Enty 03
Enty class.
Subject Wahlfunkions
Subject Wahlfunkione
B8 German
Wahliunkiion, bei
Telefonnummer n
drei Ziflern belegt
dieses Kirzels ur
Wahlvargangs wir
gewahit
Kurzwahl
Note Nicht verwe
Sehneliwat
Source
English o
Dialling function w
to store a 3-digit":
together with 3 oh
this anbrewated n
the phone-book b
e number wil e
Entriesfpage: |20 | ==| = 1To 1 From 1 JJ
I~ Hide read tasks

Switch to the Request management screen. In the list of assigned tasks, you

can filter by edit tasks.

The list shows the open edit tasks. These tasks and any of the tasks you

have already completed are shown in the "All my tasks" tab.

On the right-hand side of the screen, you will see the details relating to the
highlighted entry. The fields that you need to edit are highlighted in green
and red in this area. Red signifies the data before editing, in case you have
the task of editing content. Green signifies the current status of your edit. If
there is no content in the red fields, then these are currently blank in the
termbase or term request. If there is no content in the green fields, then you

(or your colleagues) have not yet entered any information.
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All tasks in the task list will originally be in status "unread". Two buttons on
the bottom of the screen allow you to change the state manually: Mark read
and mark unread. Depending on the current task read status, one of these
buttons is always grayed out. Unread tasks are always displayed in bold, like
in Outlook. By clicking on the respective button, you can manually change

the read state.
Apart from that, the read state is automatically changed when you:
= Select a task
= Edit a task (except for adding a comment)
= Open a task, or
= Change the status of a task by completing a process step.

In addition, you can filter the task lists according to the read status by
clicking on Hide read tasks. This allows you to better keep your to-dos within

sight. Of course you can also deactivate the filter and see all tasks.

The list can be sorted by clicking on the header of the respective column.

This setting will be saved for the next time you open the list.

The list can also be filtered by typing a few letters of the desired content into
the header. The list will then only display those entries that contain the

letters entered in the filter box.

A second filter option is available for columns containing default content

(e.g., status) by selecting one or more options from a pre-defined list.

Hide already closed tasks

/ These tasks include approved and rejected tasks.

Editing a task
To edit the task proceed as follows:
a) Select the desired task from the list.
b) Click on "Open" to open the details about the edit task.
= The "Edit task" dialog box appears.

c) Enter additional information in the fields displayed in red. The other fields
contain information that either the terminologist has already added to the
termbase or the requestor has entered in the term request. If you want to

close the task later, you can do so by clicking "Finish later".
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P

d) If you want to close the task later, you can do so by clicking "Finish

later". Otherwise, click on "Finalize".

= The information you have entered is saved and shown in the overview.

Your approval is automatically granted for this entry.

Changing edit tasks that have already been approved

If the edit task should be assigned to several groups and some groups
have already voted, these votes are deleted and the edit task is presented

again for approval.

p
Edit data (Termbase : Demo_qT)

Task type: Definition task
Keywiord: Kurzwah!

Priority: I Mormal

=

Deadline: |

project number : |
Initial checker group:

Requested fields:

beap Subject:

S

s

ﬁ} Material_nr:

‘Wahlfunktionen

s Ll

Fimish later Finalize Cancel

vy

"Edit task" dialog
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Voting on changes made by other users

Voting procedure

The voting procedure to be used within a group (e.g., First win) is defined

for the individual groups during configuration. If a voting procedure is not

defined, the buttons described here will not be available.

To approve or reject the additional information provided by your colleagues:

Select the relevant entry from the list and then click the desired button:
= "Approve changes"
By clicking this button you are accepting the changes.
= "Reject change"

By clicking this button you are rejecting the changes. In this case you

should also enter a comment or provide additional information.
= "Abstain from voting"
If you "do not mind", you can register this by clicking this button.

Your approval, rejection or abstention from voting will be saved, and the task

will be hidden from the "Assigned tasks" list.
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12 Translator: Special Functions

As a translator, you are responsible for the linguistic development of the
termbase together with the target-language approvers. You can perform this

function in three ways using quickTerm:

= In the quickTerm search dialog, you can request multilingual terms. As
this is the standard term request function, it is not explained in detail

here. For more details see Term Request.

= In the quickTerm search dialog, you can suggest a first or additional

translation for existing entries.

= In your task box (Request management) you can process the translation

tasks assigned to you.

12.1 Providing Translation Suggestions

As a translator, you can suggest one or more (new) foreign-language
equivalent(s) for an existing entry. In quickTerm this is known as a

Translation suggestion.
To provide a translation suggestion:

a) Search for the entry in quickTerm for which you want to provide a

translation suggestion.
b) Click on "Suggest translation".
= The "Suggest translation" dialog box appears.

c) Select the desired target language from the list. The list only contains the
languages to which you have access rights and for which there is not a
foreign-language equivalent. Depending on the configuration, it is either
permitted or forbidden for you to provide translation suggestions for
entries that already have a translation. In this case a warning message
appears if the foreign-language equivalent has already been approved.
Select "OK"; you will then receive a message confirming that the

approval process has been restarted.

d) Enter the details of the translation suggestion. If you want to suggest

more than one term, use the "Add new term" button (e.g., for synonyms).

e) Define the priority and edit the custom field (autofill or enter manually),

where applicable.
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f) If you want to initiate the approval process for the relevant approver,
check the "Start approval task" checkbox. This option is not available if
your language is defined as one that absolutely must be approved or
does not need approval. In the event of the former, your suggestion will
be automatically sent for approval, or for the latter, it will be granted

approval immediately. Translation suggestions that are sent for approval

are always cascaded, as the master approver is also the final approver.
g) Click on the paper clip icon if you want to attach a file.

h) Under the "task assignment", define the master translator group. If you
choose "<none>" here, you can then finalize the translation suggestion
by clicking "Save and finalize". If you select a master translator group,
the "Send to masters" button appears instead of the "Save and finalize"
button. By clicking on it, the translation suggestion is forwarded to the
master translator group. The buttons "Cancel" and "Save without

finalizing" are also available for you to select in either case.
i) Clicking on "Save and finalize" does the following:
= quickTerm enters your translation suggestion in the termbase.
= quickTerm starts the approval process, if required.

If you enter a translation suggestion for an entry that was also a translation
request from the terminologist, you will be notified of this and can thus close

the translation request at the same time.

Approvers for target languages

Target-language approval only works if at least one approver group is
defined for each language. quickTerm will therefore notify you of an error,

both in group configuration and when sending an approval task, if an

approver group has not been assigned. You can forward this error to the

administrator.

12.2 Editing Translation Tasks

The terminologist can assign individual entries to you for "translation". You
will be notified by e-mail and have an overview of these tasks in your task

box where you can also process them.
Switch to your task box (Request management screen).
This screen contains two tabs:

= "Assigned tasks"
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This tab contains all the translation tasks assigned to you and the
translation suggestions that you can process. Other possible task types
are: Edit task, Feedback, Approval task, Term request. Task type:

Assignment, Change, Definition, Request, Suggestion.
= "All my tasks"

This tab contains the tasks assigned to you and any other tasks that are
relevant to you, even if there is no action required of you at the moment;
for example, the term requests you have submitted as a translator. You

can track the status of approvals here.

All tasks in the task list will originally be in status "unread". Two buttons on
the bottom of the screen allow you to change the state manually: Mark read
and mark unread. Depending on the current task read status, one of these
buttons is always grayed out. Unread tasks are always displayed in bold, like
in Outlook. By clicking on the respective button, you can manually change

the read state.
Apart from that, the read state is automatically changed when you:
= Select a task
= Edit a task (except for adding a comment)
= Open atask, or
= Change the status of a task by completing a process step.

In addition, you can filter the task lists according to the read status by
clicking on Hide read tasks. This allows you to better keep your to-dos within

sight. Of course you can also deactivate the filter and see all tasks.

The list can be sorted by clicking on the header of the respective column.

This setting will be saved for the next time you open the list.

The list can also be filtered by typing a few letters of the desired content into
the header. The list will then only display those entries that contain the

letters entered in the filter box.

A second filter option is available for columns containing default content

(e.g., status) by selecting one or more options from a pre-defined list.

Hide already closed tasks

These tasks include approved and rejected tasks.
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Editing a translation task
To edit a translation task:
a) Highlight the desired translation task in the list.

b) On the right you will see the entry to be translated.

c) If you do not want to Rejectthe task, Ask for information (only enabled if

the requestor is not an anonymous end user), or respond, click on Open.
= The "Edit translation data" dialog box appears.
d) Enter the corresponding details for the translation.
e) Click on the paper clip icon if you want to attach a file.
f) Edit the custom field (autofill or enter manually), where applicable.

You now have several options to branch into other workflows:

Assign to reviewer

a) If you are working with a colleague who is going to review your
translation suggestions, click on "Save without finalizing". The status is
then "Initial translation provided". The task is also marked as "read". This
enables the first translator to hide the task using both the "read" view
and the status filter. The second translator can set up a status filter so
that only the entries with the status "Initial translation provided" are

shown.

= Your colleague can now log in, edit your data and then also click on

"Save without finalizing".

Assign to master translator

a) If you have defined a master translator and you would like to delegate
the translation suggestion to a master translator before approval, click on

"Send to masters".

= The master translator can now log in and edit, then save the

translation.

Assign to approver

a) If you would like to have the translation approved, click on the Assign
approval task checkbox. This option is not available if your language is
defined as one that absolutely must be approved or does not need

approval. In the event of the former, your suggestion will be
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automatically sent for approval, or for the latter, it will be granted
approval immediately. Translation suggestions that are sent for approval

are always cascaded, as the master approver is also the final approver.
b) Click on "Save and Finalize".
= quickTerm enters your translation suggestion in the termbase.
= quickTerm starts the approval process, if required.

= quickTerm closes the translation task.

Approvers for target languages

Target-language approval only works if at least one approver group is
defined for each language. quickTerm will therefore notify you of an error,
both in group configuration and when sending an approval task, if an
approver group has not been assigned. You can forward this error to the

administrator.

Subsequently edited translation suggestions

Do not edit a translation suggestion after closing it. You can no longer add
these changes to the termbase. If you want to make changes, submit a

change request.
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13 Master Translator: Special Functions

The master translator has two additional functions that distinguish him from

the translator:

= If the translator has already sent translation data to the master translator
("Translator waiting for check" status), the translator cannot reject the
entry. It is only possible to do so for requests or suggestions that the

translator has not yet forwarded.

= During review, if the master translator does not grant approval to the
translator for his entry, he can send the translation data back to the
translator by clicking on the Assign to trans/ators button. The status will

be reset to "Assigned to translator".
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14 Personal Settings

In Personal settings, you can configure the basic settings for quickTerm

Client. These settings are saved on the server.

If the user does not have permission to save changes (this is configured by
the administrator in the user group settings), the changes will only be valid
for the session in progress. As soon as the user logs out and then back in
again, the previous values will be active. They will therefore NOT be saved

on the server.

This screen must also be selected the first time you log in to quickTerm

Client.

E-mail address
mishsel@kaleidostope at

News password

New password again

v Minimize on startup
[ Minimize on closing the application window
I~ Remember me on this computer

o Reset password
'3 | ‘Save personal settings
Personal settings

The screen is divided into several areas, depending on the users'
authorization level (which user group they belong to):

= Personal settings

= Search settings

= E-mail settings

= Search providers (not for global administrators)

= Shortcuts (not for global administrators)

= Hitlist settings (only if you are authorized to set your own hitlist settings;

not for global administrators)
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14.1 Search Settings

T T [ I I |
e T
Search mode: | Normal ~ |

~ Language-specific hotkeys

Maximum hit count: [ 100¢ | Page length: | 100

Target languages
e Russizn (RU)
se

KRR

==

Personal settings, Search settings
You can define the following settings here:
= "Source language"

This setting defines the language in which you normally search a
termbase. The search results will also be shown in this language first,
and then in the target languages. The languages available are the
languages contained in the termbases and approved by the
administrator. You can also change the source language at any time
within quickTerm Client. If you are unable to select all the languages,
then the administrator has limited the number of available source

languages.
= "Primary hotkey"

This setting defines which key combination is used to launch quickTerm.
To call up quickTerm, highlight text in any application and enter the key
combination. This launches quickTerm and automatically starts
searching in the currently set source language. If no text is highlighted,
quickTerm starts without performing a search and you can enter a

search term in the search field.

The hotkey can consist of any letter in combination with the Windows
key or the ALT key. Please note that fixed combinations, such as
"WINDOWS+E" or "WINDOWS+D", are defined in the system and that
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most applications already use ALT combinations. quickTerm checks this
when a hotkey is selected and a message appears if you enter a hotkey
that is already in use. We recommend the default settings "WINDOWS
+T" (for terminology) or "WINDOWS+Q" (for quickTerm).

"Search mode"

This setting defines the default search mode to be used in quickTerm
Client.

— "Normal"

The terms are searched.
— "Full text"

All fields in the terminology database are searched.
— "Fuzzy"

The terms are searched and similar terms are also found. The
advantage of this option is that similarly spelled terms (e.g., due to

typing errors) are also found.
"Language-specific hotkeys"

Here you can enter additional hotkeys so that the search is not
performed in the currently selected source language, but in a source
language you have defined yourself. For example, you can set a hotkey

for searching in German and another hotkey for searching in English.
"Maximum hit count”

Here you can define the maximum number of terms that are retrieved

during a search. The default value is 100.

If you set the maximum hit count significantly higher than the page length

count, this can impair the search performance for fuzzy searches.
"Page length:"

Here you can define the number of terms that are shown per screen in

the hitlist (scroll through using the arrow button at the end of the list).
The default value is 25.
"Target languages"

This setting defines the language or languages that are also displayed in
the results window in addition to the source language. The languages
available are the languages contained in the termbases and approved by

the administrator. You can manage the order of the target languages
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using the arrow buttons. This function is also available on the "Search"
screen by clicking on the Target languages. If you cannot make a

selection here, the administrator has already done this for you.

Buttons

= "Reset password"

This button is only displayed to quickTerm users. It allows you to

automatically generate a new password and have it sent by e-mail.
= "Save personal settings"

By clicking this button, the settings are saved on the server.

14.2 E-mail Settings

P 1

TN QuickTerm § - logged inas End user = =

Digest emails by pricnty:
Lo Mormal High
| Weekly ~ | Daily ~ | immediatsly ~ |

e Resct sward
CH pas

Logout

v.2.3.0.45

G ! Save personal setfingz

Personal e-mail settings

Here you can determine the delivery interval for digest e-mails. Depending

on the priority, the following options are available:
= "Immediately”
. llDailyll

= "Weekly"
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= "<Default>"

This option applies the e-mail settings defined for the relevant group.

Caution

The user-level settings override the group settings.

Additional buttons

= "Reset password"

By clicking on this button, a new password is generated by the system
for the user and sent to him by e-mail. This button is only displayed to
quickTerm users. It allows you to automatically generate a new

password and have it sent by e-mail.
= "Save personal settings"

By clicking this button, the settings are saved on the server and you are

logged in.

14.3 Search Providers

I~ Apply custom search provider order: i =l ey Deret ol
¥ <Muitierm> ? Us: s configured on higher level
[ lste - f+ ‘-Si: /by rel
4 1|
- Demo_qT
I | -
=

Personal settings, "Search providers" tab
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In this tab you can define your personal search provider settings. A
description of how to configure these settings can be found under Search

providers Client Management.
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This setting overrides the client settings for external search providers.

Apply custom search provider order

Apply custom termbase order

These settings override the client settings for the termbase order.

14.4 Shortcuts

‘Shorteut key settings:
Approval management =
Final approval, Ali=C
Open Alt+Return
Request retransiation” Control+T
Restart approval =7
Dashboard
Assign approval task: Alt+A
Assign translation task: Al=T
Baich spproval: At+B
Export list: Control+ShiftsX
Revert to base revision Control+Shifi+Back
Revert to target revision: Alt+Control+Back
Edit task management |
Abstain from voing AltDivids
Approve: Alt+Add
Import changes: <nones
Open Alt+Return
Reject Alt+Subtract
Reject request: Control+Z
Feedback management
Close task Alt+C.
Export: Control+Shift+X
Open Alt+Return
Like
Delete all Shift+Delete
Logged term management
Convert to term request: Ali=C
Delete all Shift+Delete
Export: Control+ShifieX,
Main window
Baich e-mail Alt+ControlE
Dashboard Alt+ControlD |

Personal settings, Shortcuts

In this tab you can define your personal shortcut settings. A description of

how to configure these settings can be found under Shortcuts Settings.

14.5 Hitlist Settings

If you have the right to do so, you can change the way the hits in the
termbare are shown in the hitlist. A description of how to configure these

settings can be found under Hitlist Settings.
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Approval

In quickTerm, approval is the process that a
term must pass through before it is accepted
by all decision makers. In the final stage, the
term is subjected to a last check and final
approval from the terminologist. After this, the

entry is considered to be approved.

Approval task

The terminologist or translator can send an
entry to approvers for a particular language
who can then approve or reject it. This process

is called Approval.

First-Wins Procedure

Granting approval via the First-Wins procedure
means only one member of a group has to cast
a vote. This vote will set the entire group vote

status.

Minimum Agreement Procedure

In contrast to the First-Wins and necessary
votes procedures, the minimum agreement
procedure requires a specific number of users
in a group to approve an entry in order for the
group's approval to be granted. A group's
approval is only deemed valid once the number
of votes in agreement has been reached.

Negative votes are not counted.

Necessary Votes Procedure

In contrast to the First-Wins or minimum
agreement procedure, a number of total votes
is defined that has to be cast before the
group's decision is deemed valid. The decision

does not have to be unanimous.

134

Requests

In quickTerm, requests are assignments that
may be sent to the terminologist by any user,
depending on the user authorization. Requests
are either term requests, change requests or
translation requests. The terminologist can
then reject, implement or convert these

requests into a task.

Tasks

In quickTerm, tasks are requirements set by
the terminologist to be completed by his staff.
They comprise edit tasks, approval tasks and

translation tasks.

Term request

A term request is generated when a user
searches for a term that does not exist in the
termbase and would like the term to be added
to the termbase. Term requests go to the
central terminology team that decides which
terms are to be created in MultiTerm and how
they are to be created. This is followed by the

approval of the entry.

Translation Suggestion

A translator can suggest a (new) foreign-
language equivalent for an existing entry. This

is referred to as a translation suggestion.

Translation task

A terminologist can assign a new entry to a
translator so that the foreign-language
equivalent to the source-language term can be
researched. This is referred to as a translation

task.
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