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Tools for the Professional Tools for the Professional 
TranslatorTranslator
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Introduction Introduction 
Resources to communicate and work more efficiently
I will show you:
– How to communicate effectively
– How to evaluate, convert and prepare documents
– How to be mechanically more efficient during translation
– How to organize it all
– How to become a proficient researcher 

How many of you use
– Outlook or Outlook Express
– Microsoft Office
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AgendaAgenda
Tools for the Professional Translator – A – 1 hr and 
questions
– Communication
– Organization
– Translation
– Productivity

Tools for the Professional Translator – B – 1 hr and 
questions
– Maintenance
– Administrative
– Backup and Security
– Research
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Overview Overview 

Knowledge, efficiency, health
Sharpen the saw
Networking and Continuing Education
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Communication ToolsCommunication Tools

E-mail
FTP
Collaboration Tools
Fax
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Communication ToolsCommunication Tools

E-mail
– Desktop Applications

Outlook, Outlook Express, AOL, Eudora

– Web Applications
Google mail, yahoo mail, MSN mail
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Anatomy of a MessageAnatomy of a Message
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Anatomy of a MessageAnatomy of a Message
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Communication ToolsCommunication Tools

FTP
– For large files that cannot be sent by email
– File Transfer Protocol

What is an FTP Site
What is an FTP Client
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An FTP ClientAn FTP Client
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An FTP ClientAn FTP Client

Example FTP site address: 
ftp://ftp.FTPplanet.com
Example FTP site logon:

UserID: translator
Password: uploads
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For occasional large-mail sending, try:

www.yousendit.com

-It’s free
-Send multiple files up to 2GB each

Tip
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Communication ToolsCommunication Tools
Collaboration Tools
– Messenger tools

AOL Messenger (www.aim.com)
google talk (www.google.com/talk/#)
ICQ (www.icq.com/download)
MSN Messenger (messenger.msn.com).
Yahoo! Messenger (messenger.yahoo.com)

- VoIP
Skype
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Communication ToolsCommunication Tools

E-fax
– Convenient
– Mobility
– Ease of Use
– Economic
– Compatible
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Communication ToolsCommunication Tools

Availability in the most professional way
email
telephone
fax
ftp
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Organization ToolsOrganization Tools

File Structure
File Naming
File Renaming
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Organization ToolsOrganization Tools
File Structure
– My Documents

Personal
Presentations
Rotary
Work

– Administrative
– Memories
– Projects

• Client1
• Client2
• Client3
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Organization ToolsOrganization Tools

File Structure
– Duplicate in e-mail client folders
– Duplicate in hard copy files
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Organization ToolsOrganization Tools

Naming Conventions
– Don’t change file names

Add identifier AFTER file name
– Static page.doc
– Static page_SPA.doc
– Static page_SPA_ED.doc

A converted file becomes:
– JuicyManual.pdf
– JuicyManual_pdf.doc
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Organization ToolsOrganization Tools

Naming Conventions
– Don’t change file names

Add identifier AFTER file name
dental_manual.pdf
dental_manual_pdf.doc
dental_manual_pdf_spa.doc
dental_manual_pdf_spa_ed.doc
dental_manual_pdf_spa_ed_REV.doc
dental_manual_pdf_spa_ed_REV_Final.doc
dental_manual_pdf_spa_ed_REV_Final_doc.pdf
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Organization ToolsOrganization Tools
File Renaming
Rename groups of files or folders 
Perform string substitutions
Add date-stamps
Add or remove specified digits or characters

medical_manual1.rtf 
medical_manual2.rtf
medical_manual3.rtf

TO: 
medical_manual1_SPA.rtf
medical_manual2_SPA.rtf
medical_manual3_SPA.rtf
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http://www.rlvision.com/flashren/register.aspTip
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Tip www.renamewiz.com
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Organization ToolsOrganization Tools

Keep your directories in order
Set your own naming conventions and follow them
Renaming files when appropriate
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Evaluating your WorkEvaluating your Work

Evaluate 
– Type – what kind of document
– Quantity – how  much work
– Method – how will you translate it

You get a request to translate a PDF file
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Evaluating your WorkEvaluating your Work
Evaluate 
– Type of file

Word Processing (.doc, .rtf)
Portable Document File (PDF)
Desktop publishing formats (QuarkXPress, PageMaker, InDesign, 
FrameMaker, etc.)
PowerPoint (ppt)
Text-based (.txt)
Graphic formats (pixel-based: .jpg, .gif, .bmp, .tiff, etc., and vector-
based: .eps, .ai, etc.)
Tagged files (.html, .xml, .sgml, etc.)
Software development formats (binary formats: .dll, .exe, .ocx, etc.)
Help systems (WinHelp and HTMLHelp)
Database-based data
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Tip
If you receive a file type you do not 
recognize, go to http://www.file-
extensions.org/search where you can enter 
a file’s extension and it will return the type 
of file with abundant information. 
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Evaluating your WorkEvaluating your Work

Evaluate 
– Type – what kind of document
– Quantity – how  much work
– Method – how will you translate it

You get a request to translate a PDF file
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Evaluating your WorkEvaluating your Work

Evaluate 
– Quantity – Determining how many words

Word’s word counts are the standard for word 
processor and text-based documents (.doc, .rtf, 
.wpd, or .txt)
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Tip http://www.surefiresoftware.com/totalassistant/

File formats
Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Adobe Acrobat
Plain text
HTML
XML, PHP, ASP 

Counts
Character count, with or without spaces 
Word count 
Line count
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EvaluateEvaluate

PractiCount and Invoice

www.practiline.com
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Evaluating your WorkEvaluating your Work

What to do with a PDF file
– What is it?

Image file 
Text file

Tip
Use Total Assistant ,
PractiCount
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Translation ToolsTranslation Tools

Word Processing
CAT
Excel ?
***Adobe Acrobat*** NOT!
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Tip Side-by-side synchronous document
scrolling in Word
Windows/Compare side by side with…



7/31/2008A Special Presentation for ATA Continuing Education - July 2008
38

Tip
TRIM
=TRIM(A1) The TRIM function removes what Excel 
considers as useless spaces:
cats     and  dogs
cats and dogs

LEN
The function LEN returns the number of characters in a 
string. 

=LEN(A1)
If cell A1 contains "Peter" the answer will be 5, with 
"Peter Clark" the answer is 11 because the space is a 
character

Useful Formulas for Translators
working in Excel



7/31/2008A Special Presentation for ATA Continuing Education - July 2008
39

NOT Translation ToolsNOT Translation Tools

***Adobe Acrobat***
IS NOT a text editor

Options:
– Request original file (probably DPT)
– Convert to rtf or txt and translate in Word
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NOT Translation ToolsNOT Translation Tools

Adobe Acrobat 
– Create and Manipulate PDFs

Acrobat Reader
– Read PDFs
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Tip
Learn about all the new and very cool 
features of Adobe Acrobat and Reader 
http://www.adobe.com/products/acrobat/
matrix.html
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Productivity ToolsProductivity Tools

Voice Recognition
Text to Voice
Time Tracking
Robotype
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Productivity ToolsProductivity Tools

Voice Recognition
– Dragon Naturally Speaking

Professional Edition – www.nuance.com
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Productivity ToolsProductivity Tools

Read Out Loud
– Acrobat Reader and Adobe Acrobat

Windows
– Text-to-Speech
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Productivity ToolsProductivity Tools

Time Tracking
– EGG

http://www.sinnercomputing.com/

– Excel
CTRL+; to enter the current date
CTRL+: to enter the current time

– Subtract End Time from Start Time =SUM(B1-A1)
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Keyboard ShorthandKeyboard Shorthand

Robotype
– Adds a text-expansion feature to almost any 

Windows program
– You define abbreviations for words, phrases, 

and paragraphs and RoboType 3 does the rest, 
replacing your abbreviations with the 
expanded text. 

Tip
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RobotypeRobotype --
http://www.pcmag.com/article2/0,2704,427373,00.asphttp://www.pcmag.com/article2/0,2704,427373,00.asp

Examples:

Cámara de ObisposHouse of Bishopshoofbi

bajo el amparo de la leyunder the cover of lawunthecoofla

aproximadamenteapproximatelyapprx

médula óseabone marrowboma

American Translators 
Association

American Translators 
Association

eATA

Estados Unidos de AméricaUnited States of Americaunstofam

I getBecause it meansI type
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Backup and Security ToolsBackup and Security Tools
Online Backup External Backup
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MaintenanceMaintenance

Mavis Teaches Typing
Keyboard Shortcuts 
– Windows

http://support.microsoft.com/kb/126449

– Word
http://support.microsoft.com/kb/290938

Stretching programs
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Administrative SoftwareAdministrative Software

Accounting Software
– Quicken for Home and Business
– Microsoft Money
– PractiCount & Invoice

Tax Software 
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Research ToolsResearch Tools

Dictionaries on CD
http://www.yourdictionary.com/diction5.html
Google
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www.google.com

Use Google to search the full text of booksBook Search

Use Google to get glossary definitions gathered 
from various online sources

Definitions

Easily perform any currency conversion.Currency 
Conversion

Use Google to evaluate mathematical 
expressions.

Calculator
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www.google.com

Use Google to evaluate mathematical 
expressions.

Calculator

These sample queries demonstrate the utility and power of this new 
feature:
5+2*2
2^20
sqrt(-4)
half a cup in teaspoons
160 pounds * 4000 feet in Calories
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www.google.com
These sample queries demonstrate the utility and power of this new feature:
2^20
sqrt(-4)
half a cup in teaspoons
160 pounds * 4000 feet in Calories



7/31/2008A Special Presentation for ATA Continuing Education - July 2008
55

www.google.com
Currency Conversion. 
Here are some sample queries:
3.5 USD in GBP
currency of Brazil in Malaysian money
5 British pounds in South Korean money
2.2 USD per gallon in INR per litre
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http://www.google.com/help/features.html

Tip

This could be the best hour you ever spent!
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SummarySummary
Tools for the Professional Translator
– Communication
– Organization
– Translation
– Productivity
– Maintenance
– Administrative
– Backup and Security
– Research

Try the links provided
Provide feedback on the form
– www.translationconsulting.com
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Where to Get More InformationWhere to Get More Information

www.ata-spd.org
www.atanet.org
www.translationconsulting.com
www.internationalwriters.com
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