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SimulTracker Overview

SimulTrans has launched our new SimulTracker platform for managing and tracking translation and
localization projects.

Powered by technology from XTRF, SimulTracker will interface with our translation memory tools to
automate some processing of word counts and memory leveraging. This system is not replacing
SimulTrans’ highly competent, friendly, human project managers. We are committed to maintaining
our high level of personal interaction with you.

We will continue to use and support other translation workflow tools, including Across, CloudWords,
PhraseApp, Smartling, Transifex, WorldServer, XTM, and others, knowing these platforms are the
preference of some clients.

You may also notice some changes to the format of SimulTrans’ purchase orders.

SimulTracker also provides you with your individual portal, where files can be uploaded and
downloaded. You may receive notifications from SimulTracker regarding delivery milestones and
reminders, availability and tool requests.

Using specific client workflows, we aim to speed up the Translation/Editing/Proofing or Post editing
phases, as well as allowing you a better view on incoming projects. Purchases orders will also be
generated through the system, speeding up the current process.

Vendor Portal Overview

SimulTracker will replace our legacy internal project management platform while providing a helpful
interface for you to interact with SimulTrans:

e Respond to new job offers and access job files in one central location.

o Upload deliverables through the portal.

e Receive purchase orders and to submit invoices with ease.

e Update profile information, including service, rates information, experience, payment method
information and portal users and contacts.

e Notify SimulTrans about capacity and planned unavailability.

Page 4 of 22 v.1.0



Vendor Portal User Guide

Accessing the Vendor Portal
1. Open the Vendor Portal sign-in page by opening the following URL in a web browser:

e  http://projects.simultracker.com

2. Enter your username/email address.

3. Enter your supplied password.

4. C(lick the m action button.

SRy Bantivans.

Sign in to the SimulTracker Résource Portal
£

You can change the portal language locale by clicking on the language dropdown menu on the
bottom right-hand corner of the login screen and selecting the desired locale from the list.

Q@ English (US)\ v

Vendor Portal Modules

The Vendor Portal modules are displayed in the left-hand side menu bar. Use the module icons to
navigate through the Portal.

Account Settings

Overview of job offers

Overview of active and completed jobs

Create and send invoices for completed jobs

Manage user accounts, contact details, payment information and services

Update your account regarding capacity and planned unavailability
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Job Offers Module

In the Job Offers module, users can view all current job offers. Job offers are essentially availability
requests to see if you available to complete the scope of work outlined in the job offer.

SimulTracker will send an email notification, containing the specifics of the scope of work associated
with the job offer.

Job Offers

Job Number and Service Required

A f 1
Your Contact Fxp\rl‘{. - Start Date Deadline

Weighted

1
ob Offer Number Type Languages uantit
) e Buag Q ¥ Quantity

- . - 13-Mar-2018 17:53 16-Mar-2018 02:00
DU-AC20023/EN Translation and EN-US = FR-FR 5,000 source word 5/000 source word Kenneth Larmer 09-Apr-201812:00 BST ___ -
85 B5T
. - - - e N . v e 13Mar-201817:53 19-Mar-2018 02:09
DU-AC20036/EN ranslation and EN-US » FR-FR 5,000 source word 5,000 source word Kenneth Larmer 10-Apr-2018 12200 BST -
85 8sT

How to preview and respond to a job offer
1. Click on the job offer to preview and respond.

respond to the job offer

Job Type

Translation And Review

Languages
EN-US = FR-FR (Decumentation)
Start Date and Deadline
13-Mar-2018 17:53 B5T - 19-Mar-2018 02:09 B5T
Expires

09-Apr-2018 12

Project Manager
Kenneth Larmer

2. Usethe m action buttons to respond to the job offer:

o C(lickthe action button to confirm that you want to do this job and the time
span is OK for you. SimulTracker will automatically send a notification to the relevant
parties.

o C(lick the m action button to reject this job offer. This offer will be removed
from your list.

Page 6 of 22 v.1.0



Vendor Portal User Guide

Jobs Module

The Jobs module is the default landing page after accessing the Vendor Portal.

The Jobs module enables users to browse, sort and display all pending jobs, jobs currently in progress
and all completed jobs in one central, easy to navigate area.

The module overview displays the key details in relation to the individual jobs, including the job
number, service required, language information and schedule details (Start Date and Deadline).

The Start Date is the projected start time of the job. The Deadline is the time and date by which the
jobs must be completed, and the deliverables uploaded through the Job Manager.

E— Jobs

% Jobs in progress

Job Number Type Languages Quantity Weighted Quantity Your Contact Start Date Deadline ~

@ DU-AC20036/EN-U Translation and Re EN-US = FR-FR 5,000 source word 5.000 source word Kenneth Larmer

Pending Jobs

El Job Number Type Languages Quantity Weighted Quantity Your Contact Start Date = Deadiine

DU-AC20037/EN-1 Translation and Re EN-US = FRFR 1,200 source word 1.200 source word Kenneth Larme: 13-Mar-201817:53 BT 19-Mar-2018 02:09 BST

Completed Jobs T Notinveiced

Job Number Delivery Date ~ Total Amount ¢ Invoice

e Jobs in progress: Displays a list of jobs that are currently in progress.

e Pending jobs: Displays a list of jobs currently on hold or waiting on approval from the
SimulTrans Project Manager.

o Completed Jobs: Displays a list jobs that have been completed, with the job deliverables
uploaded through the portal, and the job status closed.

Completed jobs have an additional filter to toggle between filtered jobs by clicking on the filter
dropdown menu.

nt Not invaiced
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All completed jobs: Returns a list of completed jobs, regardless of the invoice status.
¢ Notinvoiced: Returns a list of completed jobs where the invoice has not yet been created.

¢ Invoiced and unpaid: Returns a list of completed jobs where the invoice has been created
and submitted, but not yet paid by SimulTrans.

¢ Invoiced and paid: Returns a list of completed jobs where the invoice has been created,
submitted and fully paid by SimulTrans.

Vendor contacts can access job details for any specific job by clicking on the required job in the
Jobs module.

Jobs in progres

Click to open the Job Manager

Job Number Fpe Languages
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Jobs Manager

The Job Manager is part of the Vendor Portal and used to manage assigned jobs. Through the Job
Manger, vendors can access source files, accept or reject jobs, access job specific details, and complete
and deliver final deliverables for assigned jobs.

Assigned contacts can assess the Job Manager without registering their detail on the Vendor Portal by
clicking on the link in the New job request from SimulTrans automatic notification
sent from SimulTracker.

Simul Tracker Hotification

e e ] B o M, wrd updoas] v ©orgeied ek

Using the Job Manager to access, review and complete assigned jobs
1. View the job overview, including service required, language information, specialization, start
date and deadline information, assignee information, SimulTrans Project Manager
information, project name and client name.

...........

. . . . Download Purchase Order |,
2. View and download the purchase order information using the - : link.
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Overview
lob Type

Larguages

$tart Date and Deadling

St !

Tedtal

3. View and read instructions from your SimulTrans Project Manager.

INSUruc g

4. Download source files and reference material to begin working on the assigned job with ease.

Click on the file name or “* icon to download the file or use the = “****' action button to
download all the files in one handy ZIP package.

Received Files i

5. Upload final deliverables by dragging-and-dropping the target files from your file browser to

the Delivered Files area or use the - ~““"** | action button to navigate to the files location on
your computer and upload.

Deldreered Files
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6. Exchange job-related information with your SimulTrans Project Manager by adding notes to

the Notes for Project Manager field and clicking on the action button.

Motes for Project Manager

7. Usethe rempesaRen SRS 5ction buttons to process the status of the job.

o C(lickthe m action button when the job is completed, the final deliverables are
uploaded, and you want to close the job. SimulTracker will send an automated notification
to your SimulTrans Project Manager.

o Clickthe ™" % 4ction button when you have partially completed the
assigned job. SimulTracker will send an automated notification to your SimulTrans Project
Manager.

Job: DU-AC20036/EN-US » FR-FR/1/1

Instructions from SimulTrans
Project Manager

Instructions Overview of Job

specifics Action buttons to

process Job status

}

Working files
available 1o download
Received Files and begin working on

Purchase Order
available for

Upload final . download
DeivamadFies deliverable fides
-

Notes for Project Manager Add notes for the SimulTrans
Project Manager
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Invoices Module

Use the Invoicing module to create new invoices for completed jobs and monitor the payment status
of submitted invoices.

Invoices

[ unpaid / Partially Paid Inveices )

Lerpabis M. [FRTRY Yo Met Toaad i Total  Paymerd Dt [rre) L TPEN
hL T3] , cad

Paid Invoices

[y Ty [remer, % Dt Mt Toaad it Tonal  Parymarel Do ey St

Click on an invoice to display the invoice details.

Invoice: ST12345 Z)= v } Invoice status and payment
due date information

Invoice detads

List of invoiced jobs

lnvoice file

;—' o ST } Attached invoice file i

Additional notes for SemulTrans

covatismamtriinants Nl } Invoice notes and comments

How to create and submit a new invoice
1. Click on the Invoices module.

Unp

Paic
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2. Clickthe “““""™* action button.

3. Add the jobs you want to be invoiced in the Jobs to be Invoiced section.

1. Jobs to be Inmvoiced

4. Inthe Enter invoice details section, enter the following information:

e Enter the invoice number in the Invoice No. field.

e Enter the invoice date in the Invoice Date field.
woice Date ¥ @

e Select the payment method from the Payment Method dropdown menu (if
applicable).

Payrrent e thod

e Select the invoice signee from the Signed by dropdown menu.

Signed by * Martin Marages -

Page 13 of 22
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2. Enter invoice details

rrenic Mo, * T 204 rrenice Clats * 0
| T —— Wirw Trasier: Wire Tranaber 1 ZR488 T [4 -
Faymerst Torma b 25 - $EO0L00 furst: 26-Map- 20

Mt Tial W30 003 0] i Tods

Pagmat Dk J-M2 Reignad by * L [ 1 - ™

5. Upload your invoice file by dragging-and-dropping the files from your file browser to the

Select Files

Upload Invoice Files area or use the
on your computer and upload.

action button to navigate to the file location

3. Upload Invoice File

arrr Lt Wodfind e

. L Write additional notes for SimulTrans ional) |,
6. Add additional notes by clicking on the Write additional notes for SimulTrans (optional) link and

add the notes to the text field.

7. When finalized, click the ' w8 action button to submit the invoice for processing and
payment. SimulTracker will send an automated notification to the Finance Department.

You can also create invoices directly from the Completed Jobs section of the Jobs module, by clicking

Add ey Irmsoice

on the

action button beside the completed job that you want to invoice.

Jobs

Pending Jobs

Woeighred
Quarciy

Completed Jobs

vt Ovlvery Oste *
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Profile Module

In the Profile module you can view and edit various elements of your professional profile.

XTRF

Resource Management must approve changes made to the following profile tabs:
e Services & Rates
e Experience
e Payments

How to edit and submit information in the Profile module tabs

14

1. Click the action button in any of the Profile module tabs.

e The following warning message is displayed if approval is required for any submitted
changes.

Profile

Sarevioey & Ratey, § wpereierar Payrraits ksl Ly F‘

2. Edit the information as required.

3. Click the SSEEEEEIEESN 4 ction button to submit profile changes. SimulTracker will send an

automated notification to Resource Management informing them that the profile was
updated and requesting approval (if required).
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e If approvalis required, SimulTracker will send a notification when the changes are
approved by Resource Management and the updates will become visible in the
vendor profile. If the changes are rejected, SimulTracker will also send a notification.

e Clickthe —  action button to cancel all changes and leave edit mode.
Cancel chamge reguest
e To cancel submitted changes, open the profile and click the action
button.

Services & Rates
Services & Rates tab lists all the services, rates information and calculation units information provided
by a vendor.

Profile

ixperience  Paymenti  Contst  Udaens

Price Profile American Dollar

=
B
O] -
L]
=

Currency
TM Rates

S0OL Trados Studio xXTM Other

If you have more than one active price profile, you can view and edit the services, rates information
and calculation unit’s information associated with the Price Profile by clicking on the Price Profile
dropdown menu.

If the dropdown menu is not visible, it means that the account has only one Price Profile associated
with it.

Experienge Paymepnty Contat Unery

Price Profile L 5} {Defanity =
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The grids listing the Translation Memory (TM) Match Rates, per CAT tool, are displayed at the top of

the screen.

The percentage breakdowns are not editable through the
portal so please contact Resource Management

( ) through email, if
changes are required.

Edmng  not showed Let vo Moo, f sty 5 seong wit TM Raoes,

S08 Trados studic Other
Match Type Percenn of Rave Vv Type Pescent of Rare Motch Type Percert of Rane
Loced segments 00w Ct oo 20w X warseted 1800W
Porfect manch 00 - Nor-cramsiacanie 0% Reper=crs 1500
Comtens match e Levraged mash RNw 100 0w
Raperzons 1Hooe Rageors 00w 590 00w
Crous-fie repesoons 1%0% ra 00w 0%-5in 000w
The Rates for Services section lists all the agreed and qualified language combinations,
specializations and individual rates per calculation units offered to SimulTrans.
Rates for Services
Trarslation and Review 10
Seurce Lanpaage Target Language Main areas of expertineg Eate Linit
mmw Sratuch (B4 Fraesch [Fraestu) [FRFR) LR UEDOA2D PER SSUROE W
:‘;‘nm D Framch (Franc) [FRFR) L WED QD PER FOUTDR WO

Please contact Resource Management

( ) before modifying
the data listed under the Rates for Services section, including
adding/deleting language combinations, updating rates or
adding new services.

Resource Management must approve any submitted changes
before they are applied to SimulTracker.
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Experience
The Experience tab is where the details about your education and previous experience can be stored.

Profile

Servicel & Rater Expariencs Paymenty Contact Lt

E
el
®
i
ol

Experience

Education

Professional Experience

Certificates

]

References

-]

Software

Payments
The Payments tab stores billing address information and your company’s preferred payment method

and details.

-
-
= :
Profile

@ Services B Rates  (xperierce  Paymaent Contict e
L]
E Payments

Billing Address

Payment Method
X
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Contacts
The Contact tab stores the mailing address information and the portal user’s information, including
name, position, email address and phone numbers.

E Profile

Contact

Mailing Address

T T—

User Contact Information

Users
The Users tab is where the profile administrator(s) manage the profile users and contacts from.

Active Users

®

Whoees - "
) 4

W
|

E 1

Hoddern ) |
4
1

XTRF
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Adding new users

1. An Administrator can add new users by clickingonthe action button or edit an
existing user by clicking on the name in the Active Users section.

B8 Add User

@ Permissions
o ® o

Profls

Personal data
mF Lart ruasaren
2. Users can be assigned Administrator, Regular User or Contact Person permissions.

3. SimulTracker will send an automated notification to the new users, asking them to confirm
their email address.
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Profile Module

In the Holidays module, you can add dates when you are unavailable for projects.

E Holidays

% #dd Helidays

E My Holidays
Prodile

How to add a date of unavailability
1. Select the start date in the Start Date field by clicking on the *' helper icon.

2. Select the end date in the End Date field by clicking on the ' helper icon.

3. Enter a brief description in the Description field.
4. Clickonthe "" action button.

Add Holbdays

Snarn Date Ered Dare O uswipcio

When added, the unavailability dates will be displayed in the My Holidays section.

My Haldlays

== ]

Unavailability dates can be sorted and deleted but they cannot be edited.
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Portal Settings
Portal users can use the Portal Settings to update personal information or sign out of the portal.

Click the “ icon in the top right-hand corner of the window to access the Portal Settings menu.

¢ Inthe My Account settings, users can view or update personal information related to their
account, including name, position, portal interface preferred language, preferred contact
language, password, email address information and phone number information.

. CIick_ to sign out of the portal.

Additional Help Resources
Listed below are links to some helpful videos about the Vendor Portal:

11 S - .| S—
Activating your Vendor Portal account https://youtu.be/W6aRT77wpgQ
Creating an invoice through the Vendor Portal | https://youtu.be/Y Pbn95aATU

Vendor Portal User Guide https://www.youtube.com/watch?v=2WSXB9snNx8
Vendor Portal Webinar by XTRF https://www.youtube.com/watch?v=TfTBVE99 aw

Contact SimulTrans

If you have any questions or require further assistance, please contact Resource Management or
SimulTracker Support:

Contact Email Address

Resource Management resource.management@simultrans.com
SimulTracker Support simultracker@simultrans.com
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