Top Trados Tips
Here are some of our tips and preferences when working with Trados:

e Alwayssendthe translatedfile backinthe same formatas the source file you received.

e Don’tchange the file name —this may seem like a helpful thingto do, but itisn’t.

e Maintain the same language pairas the TM.
Ifyoudon’tknow the language pair/don’t have a TM, check with your PM. We mostly use British
English, but some of our clients do use US English.

e Please don’tconfirmsegments —leave this foryourProject Managerto do in the QA stage of the
project.

e |fyou have Trados Studio 2011 or 2014, please use Tracked Changes. Todo this, openthe file for
review, and simply begin typing. It will automatically track your changes. Once complete, please
do notaccept them, butleave thisforyour Project Manager to do.

Watch this youtube video if you need more help.

e Ifyou have previously worked for a particular client of ours, please override that TM with the
updated.tmxfileswe sendyou.

This is important because everything we send to clients is proofread, and even if you translated
something, the finalversion we sent to the client may be different.
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