IR PR PR AL R E NP SR U]
The English version of VVendors(Translator) Registration Guide is in the latter half of this article, pls scroll down.

WSS W EACE, XA — & 2 BRI, Phd! !
Please remember to upload your resume attachment on this page. Remember!!, Otherwise, we will not be able to value your actual level and comprehensive abilities.
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& Upload CV and other relevant documentation +

DROP FILES HERE OR
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https://help.xtm.cloud/xtrf/vendor-portal/en/profile-module.html
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TRANSLATION -
MADE SIMPLE SEISTEr

Sign in to the Rivendell translations Vendor Portal

- E-rmail address

1 Password

Sign In | forgot my password

OR

Sign in with 550

2 PERANERG: BB LE A,



TRANSLATION Sign |
MADE SIMPLE enin

Join the Rivendell translations Provider Team

Toadd an account, you will be required to provide information on your background and specialisation(s).
Please provide detailed answers to all guestions. All the information you provide will be kept secure and
confidential

You may exit at any time and resume the application process later.

To start, please click on one of the options below:

| am a freelancer | represent a company

3 AETHRRNTEY, REEREAEREEN (TG ERRENAR LR,



TRANSLATION Sion |
MADE SIMPLE ‘en’n

Join the Rivendell translations Provider Team

To add an account, you will be reguired to provide information on your background and specialisation(s).
Please provide detailed answers to all guestions. All the information you provide will be kept secure and
confidential

You may exit at any time and resume the application process later.

To start, please click on one of the options below:

I am a freelancer | represent a company

What company do you represent?

@ Ankh-Morpork translations

Tell us about yourself..

- Adaora Belle - Dearheart

Male @ Female

= adora@clacks.com

Show password

v | have read and agree to the Terms & Conditions
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17 6. png

Welcome!

You have added an account with our Vendor Portal. Since this is your first time visiting the portal, we need to ask you a few questions.
Please be as detailed as possible in your answers.

v Account confirmed!

Note: You do not have to complete all the steps at once. We will record your answers, 5o you may sign back in at any time to finish the
registration process.
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RIVENDELL TRANSLATIONS PORTAL

©@ ©)

Country & Currency services

1. Country & Currency

@ Country & Currency +

Billing country United Kingdom [GB] -

want to get paid in Pound Sterling [£] -

Continue >

9 AR IR YRS, BINETT LABAT R 1R
TSI SS FRLBIR S, Rk,
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RIVENDELL TRANSLATIONS PORTAL

Country & Currency Services Rates
2. List your Services
£) sworn translation + B Delete Service | | 10 -
Source Language Target Language Main areas of expertise
Korean [KO] % Any || German (Germany) [DE-DE] x Any | Automotive x || Education x || Pharmaceuticals x
Add service
< Back Continue >
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RIVENDELL TRANSLATIONS PORTAL

© ® @ ®

Country & Currency Services Rates Payments

3. List your Rates

[x sworn translation +

Source Language Target Language Main areas of expertise Rate

. Agriculture, Education, Pharmaceuticals - +
Germany) [DE-DE] o GaP 030 T

Korean [KO] German
Split

Unit

IR, ShJE b ak s
11 (PUEHTHRAMERTD RIS R

LiFFe bl 5 B
" HHRE

= Tl
=ikt

= LHAH
= A R
NI,
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RIVENDELL

0

¥ Education «

Dates Attended
2000

=+ Add Schoal or University

& Professional Experience +

®

Country & Currency Services

4. Education and Professional Qualifications

School

The Unseen Univercity

Rates

© O

Experience Payments

Field of Study

Astronomy / Astrophysics / Space Science

@ No job history

Degree

- Master

() EAEIERIR P BRI 5% AR A S

#TFF CV. png




& Upload CV and other relevant documentation «

Upload your CV and other files
that might show your skills

Maximum number of files is 5.
Maximum file size is 100 MB. DROP FILES HERE OR

Add Files

Save

3 (A SR S

& Additional Information +

Tell us about yourself

Save

< Back Continue »
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Payments Contact

Country & Currency Services Rates

4. Payments

= Billing Address +

Name
Country  United Kingdom [GB]
AddressLine1 | Dolly Si

= Payment Method «

13 7 “TRR” SR, RAERNEGEmIL. paRAERd, RE
L e 3
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5. Contact Information

= Correspondence Address v

14 (ERAEMPERY, WIEEZ AR IIRSS . e, RORNE BRI ARG . EE SR, WA R LK R . R VIR, W RSP, AE8E Submit 4%
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Country & Currency

6. Verify & Submit!

9 Services & Rates

sworn translation

[@ Payments

Billing Address

Payment Method

Faymenthisthod  PayPal

Dumer email  adora@clacks com

Main areas of exprtise
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Welcome to the Rivendell translations Vendor Portal

What's next?

#you are an LSP. you may want 1o add accounis for your cowarkers 5o they can also use cur Vendar Partal,

f you are an accepted provider, your job offers will appear here.

Your contact at Rivendell translations

TIMAERMNEITPNELEL, B3R @XTRF{}EFEE‘?HFY*&D

o | fiifp
® 2 PRI K
® 3 EM A BN R

BEN RS T
xtrf ik
Y5 o SR

P P E SRR
XTRF %R &


https://help.xtm.cloud/xtrf/vendor-portal/?lang=en
https://help.xtm.cloud/xtrf/vendor-portal/?lang=en
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount#Introduction
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount#Activate-your-account
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount#Register-as-a-vendor
https://xtm-cloud.atlassian.net/wiki/label/XKB/vendor-portal
https://xtm-cloud.atlassian.net/wiki/label/XKB/xtrf-general
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252395768/Profile%2Bmodule
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252395768/Profile%2Bmodule
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
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https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252418826/Configure%2Bthe%2BVendor%2BPortal%2Bsettings
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252418826/Configure%2Bthe%2BVendor%2BPortal%2Bsettings
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252423406/Home%2BPortal
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252423406/Home%2BPortal
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252408627/Limit%2Buser%2Baccess%2Bto%2Bclient%2Bdata
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252402934/Smart%2BmemoQ%2Bintegration
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3388833865/Access%2Bthe%2BJob%2BProspecting%2BDashboard
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3388833865/Access%2Bthe%2BJob%2BProspecting%2BDashboard
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview

Register as a new user

TRANSLATION s
MADE SIMPLE cgister

Sign in to the Rivendell translations Vendor Portal

- E-mail address

a Password

Sign In | forgot my password

ore

Sign i with SSO

Log in as an existing user
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https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount

OR6 Check for job offers.
s
e \fanage your jobs

Job Numbsr ~ Type Languages Quantity Weighted Quantity Project cliont Your Contact Start Date

Check the documentation

Edit your account data
- Prepare and send invoices [N ’ o

Manage user data

= Inform about your absence
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https://help.xtm.cloud/xtrf/vendor-portal/en/job-offers-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/job-offers-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/jobs-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/invoices-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/profile-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/holidays-module.html
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252400377
https://help.xtm.cloud/xtrf/vendor-portal/en/users-tab.html

Job Offers

New Offers
o
E Offer i pe - Quorsty = WeghwedQuamny ¢ Project - Ciem B S ©  Desdine
P oo s BvGE-BAR
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pending jobs

ob Number Type angunges Quantiy Weighted Quantry Project
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Completed Jobs

Jobs Number Delivery Date
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https://help.xtm.cloud/xtrf/vendor-portal/en/job-page.html
https://help.xtm.cloud/xtrf/vendor-portal/en/job-page.html
https://help.xtm.cloud/xtrf/vendor-portal/en/job-page.html

Mark the job as finished

Job: 2022/48/#5

Instructions Check the job status I progres

overvien

Download the purchase order

Upload the ready files

Notes

[—

FETAE M b, &wrel:
o TEUART, AN TAEMSCHIERABL.
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QOverview

Job Type
Translation

Languages
EM-GE » FR-FR. DE-DE, PL {General)

Start Date
2022-11-03 08:25 CEST

Deadline
2022-11-04 08:25 CEST

Delivery Date
2022-11-03 08:26 CEST

Scope
100,000 source word
Show Details

Total
€ 3,000.00 - Download Purchase Order

Assighee
adaora Belle Dearheart (Me] -

Project Manager
Seinles Berizes




o (Wik) FEMEMRER L, AR TR 8RB T ARk B BRIE SR AR Al A 10 T I ) e DU TR AR (8]

Time Tracking @

Estimated Sh
Logged &h 30m
Remaining 2h 30m

° (AT3%6) fEAF/E KT, WATLLTTF XIRE IR, st TR R I H 20,

Communication @

Discussion for this Job has been opened in XTRF Chat.

' Open XTRF Chat

XS LE AT HIE L, AT
o b AN RO TSR B8R AR e sk, I SR OB e . SRR A TN T AT, KRR A A T R, ST DR SRR AR AR iR,


https://help.xtm.cloud/xtrf/chat

Finish job ®
Complete Part of the Job X
Have you completed your work on this job?

Log time spent on this job since last time logging
Log time spent on this job since last time logging
sh Logged: 0h

eg. 1h 30m Log

d: 0

Yes, This Job Is Partially Finished Cancel
Yes, this job is completed Cancel

+
o EBWERI AR, FRIME. B = PR SRR SR A SO, Bl R 3R AR T AT A

Received Files & Download Al

Reference Files

Name Category Languages Last Modified sSize

ke

[ Concerning Hobbits (3).docx Source document EN-GB 2022-11-24 12:39 CEST 7KB

o TR CXMIAFE D, KIIFHSUT)E AL AREAEE, WS O Ut LRI ) JE8R .

Delivered Files

1. This is a section where you deliver files. Assign categories to them.
fied, if they are ready to be passed on in the process.

2. Mark files as "Verifie
3.Use "Needs Correction”, and the files will be sent back in the process (the company policy may require an additional verification done by PM).

Name Category Languages Last Modified Size

[ Concerning Hobbits.docx Translated Document - FR-FR % 2023-06-09 10:50 CEST 13 KB verified - T

DROP FILES HERE OR

Add Files Add Links

o {i Notes £, ABHAHM (FERLET/ER) HAFENEE FED.
X
o X UARGHE N I TAEREAT VAl (ATE)

% CAHT BB R (6 TARREATPA, CTi) 50 H BT LSRGV LA I SRR LA . FERFHOLT, 2P L/ 405 ¥ Som e LR 400y 07


https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3390373891
https://help.xtm.cloud/xtrf/vendor-portal/en/evaluation-of-the-previous-vendor-s-work--optional-.html

Evaluate Job : translation EN-GB » FR-FR

Total Number of Words Number of Checked Words

4245 4245

Error Storage

Category Minor Major Critical
Mistranslation 3} o ]
Accuracy 0 2 0
Consistency 3 0 0
Country Standards 0 o 0
Language o o 0
Style 2 o 0
Terminology 0 ‘ 1 0

General Feedback

No critical mistakes, the overall translation is very good

Apply Changes Cancel
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o
o [FHX Rt
o EE,
o LfE.
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3. (iR AN —A G
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Invoice Specifications

022

Paid Invoices
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https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628290
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628290
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628290
https://help.xtm.cloud/xtrf/vendor-portal/en/services---rates-tab.html
https://help.xtm.cloud/xtrf/vendor-portal/en/experience-tab--for-individual-vendors-.html
https://help.xtm.cloud/xtrf/vendor-portal/en/payments-tab.html
https://help.xtm.cloud/xtrf/vendor-portal/en/contact-tab.html
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Profile

sboters

Pty Contact U CAT Tools

Jobs

o B
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B T™ Rates

=
R - veon
R ——

e

percent of Rate
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o KA CAT T H M.
o  EEARFREHIRE (I RSB RF BT,

Rates for Services

translation

Saurce Language Target Language Main areas of expertise

GEPO0M0 PER
editing

Source Language Target Language Main aras of expertise Rate

unit
English Kingdan) (EN-GB] an,

Franch

nce) [FRAFR]
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https://help.xtm.cloud/xtrf/vendor-portal/en/users-tab.html
https://help.xtm.cloud/xtrf/vendor-portal/en/cat-tools-tab.html

Rates for Services

translation

Source Language

English (United
Kingdom) (EN-GE]

+

TR R INET R S, VR AR o R IR et . AORVEAE B, WS (ULRLRT 1)) FRTE B I I S
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https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370

Profile

Profile

Services & Rates Payments  Contact  Users  CATTools

Experience

Education

Dates Attended school Fleld of Study

1977 - 19 The Unseen University Translation Studies

Professional Experience

Time Period Company Name Job title
0612023 -Present Ubsrwald transia

Certificates

Vear Obtained Certificate Name
2002 Best sublitle translator
References
Reference name and company Emall address
Lady Margolotta, the Uberwald wald.com
Software
CAT Tools Other applications
@ No CAT tools @ No other appl

Additional Information
No additional information

Degree

)

Phone

TR SCY TSR, E R U R R . T A T B A TSRS .




Profile

b Ofers
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9 Education

whtedsd Sl Fieldof Sty Doy
==
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Job
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- | Profile

Job Offers:
o TN
=

9 Payments

Billing Address

Holidays Payment Method
Paymer

Profile

Payments

Jobs Billing Address

try | United Kingdom (GB]

Payment Method

o SIKAEHHAT BEE K
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AE 5.
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e e

Mailing Addres:
Use biling addr

User Contact Information

.........

o HITHHCHRTHER NG, U5 S DU I ) g AL

Contact

Mailing Address

Uz billing aac:

1 B b A B A (2 s At i 52 S HE AR I A b
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Add User [ dauner |
Job Offers

Jobs

(s} permissions
Irvoices.

2]

rotle

]

Holdars
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https://xtm-cloud.atlassian.net/wiki/x/DoAgyQ
https://xtm-cloud.atlassian.net/wiki/x/DoAgyQ
https://xtm-cloud.atlassian.net/wiki/x/DoAgyQ
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User: Detritus The troll (My Account)

|3
5

Personal data

D {0 o

B |

Malidays
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e CAT Tools
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https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3374350350
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3374350350
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3374350350
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Holidays

2
)
*

Add Holidays

Start Date End Date Description

bDio:®
B

My Holidays

i

48§

;

You have not added any
holidays yet.

Please let Rivendell translations know of any scheduled time off.
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RIRER/B R MBI B  (English Version)

Introduction
To start using the full functionality of the Vendor Portal, you need to create a vendor account there. This can be done in two ways:

® By accepting the invitation sent by your client.
o (If available) By registering yourself on the Vendor Portal sign-in page.

Activate your account


https://help.xtm.cloud/xtrf/home-portal/overview/en/vendor-workload-view.html
https://help.xtm.cloud/xtrf/home-portal/modules/en/holidays-tab.html

First of all, your client has to send you an invitation e-mail.

TRANSLATION )
MADE SIMPLE Signin

Verify your personal data and activate your account

- Angua - von Uberwald
Male Female
= corpora angua@uber\.\iald.neﬂ

Show password

| | have read and agree to the Terms & Conditions

To create an account, perform the following steps:

4 Click the Activate your account link in the e-mail you received from your client. You will be directed to the account activation page.

Open 2.png



TRANSLATION cion
MADE SIMPLE lgnin

Verify your personal data and activate your account
& Tiffany - Aching
Male @ Female

= witchofthechalk@chalk.com

Show password

| | have read and agree to the Terms & Conditions

5 Provide the necessary details, read the Terms & Conditions, check the corresponding box, and click the Join button. You will receive a Complete your registration! e-mail.

6 Click the Confirm e-mail address link in the e-mail. You will be automatically logged in to the Vendor Portal, where you can complete your profile as described in the @Profile module article.

Register as a vendor
Alternatively, some clients may open publicly or send you directly the link to the VVendor Portal, where you can register yourself as a vendor. In this case, perform the following steps:

16 On the sign-in page, click the Register button.


https://help.xtm.cloud/xtrf/vendor-portal/en/profile-module.html

Open register.png

TRANSLATION —_—
MADE SIMPLE Eglster

Sign in to the Rivendell translations Vendor Portal

- E-mail address

"] Password

Sign In | forgot my password

OR

Sign in with 550

17 Select your vendor status: freelancer or company.



TRANSLATION Sion |
MADE SIMPLE lsnn

Join the Rivendell translations Provider Team

To add an account, you will be required to provide information on your background and specialisation(s).

Please provide detailed answers to all questions. All the information you provide will be kept secure and
confidential

You may exit at any time and resume the application process later.

To start, please click on one of the options below:

| am a freelancer | represent a company

18 In the fields that appear below, provide your basic details and (optional) the name of the company you represent.



TRANSLATION Sion |
MADE SIMPLE ‘en’n

Join the Rivendell translations Provider Team

To add an account, you will be reguired to provide information on your background and specialisation(s).
Please provide detailed answers to all guestions. All the information you provide will be kept secure and
confidential

You may exit at any time and resume the application process later.

To start, please click on one of the options below:

I am a freelancer | represent a company

What company do you represent?

@ Ankh-Morpork translations

Tell us about yourself..

- Adaora Belle - Dearheart

Male @ Female

= adora@clacks.com

Show password

v | have read and agree to the Terms & Conditions




19 Read the Terms & Conditions, check the corresponding box
20 Click the Join button.

21 You will receive a Complete your registration! e-mail. Click the Confirm e-mail address link in this e-mail. You will be directed to the Vendor Portal and asked to provide information about yourself.

You can stop the registration process at any moment without losing the provided data and return to it later by signing in with your e-mail and password.

Open 6.png

Welcome!

You have added an account with our Vendor Portal. Since this is your first time visiting the portal, we need to ask you a few questions.
Please be as detailed as possible in your answers.

v Account confirmed!

Note: You do not have to complete all the steps at once. We will record your answers, 5o you may sign back in at any time to finish the
registration process.

22 Click the Ok button to proceed.

To skip a section, click the ‘Continue’ button at the bottom.

23 In the Country & Currency step, select your billing country and the currency you want to get paid in from the drop-down lists.
Click the Save button, then the Continue button.

Open 7.png




RIVENDELL TRANSLATION

©@ ©)

Country & Currency Services

1. Country & Currency

@ Country & Currency +

Billing country United Kingdom [GB] hd

din Pound Sterling [£] -

Continue »

24 In the Services step, add all the jobs you can perform:
1 From the Add service drop-down list, select the job type.
2 In this job card, select the source and target languages and main areas of your expertise.

To add all available languages, check the Any box.

Open 8.png



RIVENDELL TRA

0 © ©

Country & Currency Services Rates
2. List your Services
£ sworn translation + & Delete Service | | 10 -
Source Language Target Language Main areas of expertise
Korean [KO] = Any || German (Germany) [DE-DE] * Any || Automotive x || Education x || Pharmaceuticals x

Add service

< Back Continue >

3 To add another language pair to this job, click the Add language pair button.
4 Click the Save button.
5 Repeat for other job types,

If you want to provide different rates for different calculation units for the same job type, language pair, and specialization (for example, to have
different rates for ‘KO-DE — Education — source word” and ‘KO-DE - Education — target page’ ), add several identical lines for the selected service. In
the next step, you will select the desired units and provide the rates

6 Click the Continue button.

25 In the Rates step, provide the rates for the jobs and language pairs selected in the previous section. For each line:
1 Select the calculation Unit.
2 Provide the correct Rate.

To provide different rates for different specializations, click the Split link in the Main areas of expertise column.



Country & Currency

3. List your Rates

[x sworn translation +

Source Language Target Language

Korean [KO] German (Germany) [DE-DE]

® ©@

®

Services Rates Payments
Main areas of expertise
Agriculture, Education, Pharmaceuticals
Split
< Back Continue >

Unit

3 Click the Save button, then the Continue button.
26 (For individual vendors only) In the Experience step:
1 Provide the information about your:
= Education
= Professional experience
= Certificates
= References
= Used software.

To do so, click the Edit button in the desired card, then click the Add (School or University / Position / Certificate, etc.) button, then provide the required details.

Open Experience.png



© ® 9] © ©

Country & Currency Services Rates Experience Payments

4. Education and Professional Qualifications

¥ Education

Dates Attended School Field of Study Degree
2000 i) 2006 88| | The unseen Univercity Astronomy / Astrophysics / Space Science v Master I}
=+ A Sznos o University

s

&= Professional Experience «

@ No job history

2 (If available) Upload your CV or other files relevant to your client.

Open CV.png



& Upload CV and other relevant documentation +

Upload your CV and other files
that might show your skills

Maximum numt
Maximur DROP FILES HERE OR
Add Files

Save
3 (Optional) Provide the Additional information
= Additional Information +

Tell us about yourself
Save
< Back Continue >

4 Click the Save button, then the Continue button.
27 In the Payments step, provide your billing address, select the desired payment method, and provide the required payment details.
Click the Save buttons, then the Continue button.



O] © O] © ©

Country & Currency Services Rates Payments Contact

4. Payments

= Billing Address

Name

Country  United Kingdom [GB]

B Payment Method «

28 In the Contact step, provide your correspondence address.
Click the Save buttons, then the Continue button.

Open 11.png



5. Contact Information

= Correspondence Address

Back Continue

29 In the Verify & Submit step, verify the services, rates, payment details, and contact information you provided earlier. To change the data, click the Edit button on the desired card. If everything is correct, scroll
down to the bottom of the page and click the Submit button.



6. Verify & Submit!

£ Services & Rates

sworn translation

Source Languzge

[@ Payments

Billing Address

Payment Method

Paymen

Main areas of expertise

30 You will be directed to the welcome page of the Vendor Portal, where you can start adding users and check your client's contact details.



ﬂ Welcome to the Rivendell translations Vendor Portal

What's next?

¢

Your contact at Rivendell translations

‘you are an accepted provider, your job offers will appear here,

To learn more about the Vendor Portal, see the

® | Introduction

® 2 Activate your account

® 3 Register as a vendor

vendor-portal

xtrf-general

Collapse

Profile module

Profile module

XTRF Knowledge Base

XTRF Vendor Portal Documentation.



https://help.xtm.cloud/xtrf/vendor-portal/?lang=en
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount#Introduction
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount#Activate-your-account
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount#Register-as-a-vendor
https://xtm-cloud.atlassian.net/wiki/label/XKB/vendor-portal
https://xtm-cloud.atlassian.net/wiki/label/XKB/xtrf-general
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252395768/Profile%2Bmodule
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview

Read with this

Configure the Vendor Portal settings
Configure the Vendor Portal settings
XTRF Knowledge Base

Read with this

Home Portal

Home Portal

XTRF Knowledge Base

Read with this

Limit user access to client data
Limit user access to client data
XTRF Knowledge Base

Read with this

Smart memoQ integration

Smart memoQ integration

XTRF Knowledge Base

Read with this

Access the Job Prospecting Dashboard

Access the Job Prospecting Dashboard
XTRF Knowledge Base

Sign in to the Vendor Portal


https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252418826/Configure%2Bthe%2BVendor%2BPortal%2Bsettings
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252423406/Home%2BPortal
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252408627/Limit%2Buser%2Baccess%2Bto%2Bclient%2Bdata
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252402934/Smart%2BmemoQ%2Bintegration
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3388833865/Access%2Bthe%2BJob%2BProspecting%2BDashboard
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/overview

Register as a new user

TRANSLATION e
MADE SIMPLE SEISter

Sign in to the Rivendell translations Vendor Portal

- E-mail address

a Password

Sign In

| forgot my password

U

Sign ip with SSO

Log in as an existing user

To sign in to the Vendor Portal, use your e-mail address or login and your password.
If you have not used the Portal before, click the Register button to create a new account. For details, see the Create a new vendor account guide.

Portal structure

The Vendor Portal consists of several modules. Use the module icons on the left-hand side of the screen to navigate through the Portal.


https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252396141/Create%2Ba%2Bnew%2Bvendor%2Baccount

HeRs Check for job offers.
ol Manage your jobs

Job Numbsr = T

ype La
- Prepare and send invoices [

% |nform about your absence EIRE

Check the documentation

Start Date

Edit your account data

To find out more about the Vendor Portal, see the following sections:
®  Job Offers module.
®  Jobs module.
®  |nvoices module.
®  Profile module.
®  Holidays module.

L] How to work in the Job Manager.
In the top right-hand corner, click the relevant icon to open additional actions and menus:

®  Clickthe icon to send a message to your client’s translation office.

L] Click the icon to check the Vendor Portal documentation and information about the software version.

®  Clickthe icon to open your account settings (for details, see the Profile module - Users tab section) or sign out from the Vendor portal.

Job Offers module
In this module, you can view all current job offers that match your profile. Here you can also accept or reject them.
If there is a new job for you, you will receive an e-mail notification about this job, and the offer will be displayed in your New Offers card.


https://help.xtm.cloud/xtrf/vendor-portal/en/job-offers-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/jobs-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/invoices-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/profile-module.html
https://help.xtm.cloud/xtrf/vendor-portal/en/holidays-module.html
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3252400377
https://help.xtm.cloud/xtrf/vendor-portal/en/users-tab.html

[+ I job Offers

New Offers
Jobs
E ot OfFe N e Project Clers Exp
i
Protie
Qffers Wating for Approval
& @ Weighid 0 Jer Exp

(] In the New Offers card, you can see all the new job offers you have received. You can instantly check the job’s important details in the columns:

Job 7ype (translation, proofreading, etc.).

Languages (the source and target language).
Quantity (the approximate number of calculation units to process — characters, source words, pages, etc.).

Weighted Quantity (the number of calculation units to process after using a CAT tool).
Your Contact(the assigned project manager).
Expires (the offer’s expiration time).
O  StartDateand Deadlline.
®  To open an offer, click on it. You will be directed to the offer page.

O O O O O O

: B |=

Job Offer: 2022/52/#2

kS
T

Instruetions

sprete

Overview

© o

T
2
]

Received Files

Reference Flles

i
F

Lest Mosified size

Name (=

g
§

Here you can:
O  check for instructions for the job in the /nstructions card.

O  download the attached reference files in the Recejved Files card.
use the buttons in the top right-hand corner to Accept or Reject this job offer. If your project manager uses the advanced job offers functionality, a Negotiate in XTRF Chat button

can also be displayed.



® Inthe Offers Waiting for Approval card, you can see a list of the job offers accepted by you but not yet approved by the project manager.
1 I:I L
Click the icon to change the number of jobs displayed per card.
Jobs module

In this module, you can view all the jobs you are currently assigned to, as well as a list of the jobs you have completed.

Jobs

Job Offers

Jobs in progress

Jobs

g n Quenty 2 @
frwoices. 2

Protie

= Pending jobs

Holidays Job Number

Completed Jobs

In the Jobs in progress card, you see the jobs you are currently working on or the ones you can start performing. You can instantly check the job’s important details in the columns:
o JobNumber.

Type.

Languages.

Quantity (the number of calculation units to process: characters, source words, pages, etc.).

Weighted Quantity (the number of calculation units to process after using a CAT tool).

Your Contact(assigned project manager).

StartDateand Deadline.

O O O O O O

In the Pending Jobs card, you see a list of all jobs that are currently on hold, for example, because the work files are not ready yet or the preceding steps have not been completed.



® Inthe Completed Jobscard, you see a list of all the jobs you have already finished, their Delivery Date, and the Total Amount of the related invoices.

Completed Jobs

Jobs Number Delivery Date

O  Use the filter above the job list to display:
=  Allcompleted jobs.
=  Notinvoiced.
- Invoiced and unpaid.
- Invoiced and paid.
O Inthe /nvoice column, you can:

for non-invoiced invoiceable jobs:
®  Add New Invoice.

®  Add/invoice upon Specificationprepared by your client.
=  forinvoiced jobs:

L] preview the invoice for invoiced jobs. To do so, click the link with the invoice number.
Click on a job to open its page. In it, you can check job details, upload your work, or mark a job as finished. For details, see the Job page section.
10 .

Click the icon to change the number of jobs displayed per card.
In this section

®  Jobpage

Job page


https://help.xtm.cloud/xtrf/vendor-portal/en/job-page.html
https://help.xtm.cloud/xtrf/vendor-portal/en/job-page.html

Mark the job as finished
Check the job status nprogres:

Received Files Download the source files

Job: 2022/48/45

Download the purchase order

Time Tracking @

Upload the ready files

Notes

Communication ©

On the job page, you can:
[ in the /nstructions card, check the job-related notes and instructions.
®  atthe top of the panel on the right-hand side, check the job status.

L] in the Overview card on the right-hand side, download the purchase order, change the assignees, or write an e-mail to the project manager.



QOverview

Job Type
Translation

Languages
EM-GE » FR-FR. DE-DE, PL {General)

Start Date
2022-11-03 08:25 CEST

Deadline
2022-11-04 08:25 CEST

Delivery Date
2022-11-03 08:26 CEST

Scope
100,000 source word
Show Details

Total
€ 3,000.00 - Download Purchase Order

Assighee
adaora Belle Dearheart (Me] -

Project Manager
Seinles Berizes




®  (optional) on the 7ime Tracking card, check how much time is estimated for this job, the amount of time that you have already logged by clicking | Finished The Job or | Completed Part of the

Job buttons, and the remaining time.

Time Tracking @

Estimated Sh
Logged 6h 30m
Remaining 2h 30m

®  (optional) in the Communication card, you can open the XTRF Chat to contact the project manager about this job.

Communication @

Discussion for this Job has been opened in XTRF Chat.

' Open XTRF Chat

For jobs that are /n progress, you can:

®  click the | Finished The Job or | Completed Part of the Job buttons in the top right-hand corner to inform the project manager that the job is fully or partially finished. If the time declaring

option is enabled, a popup window will be displayed. In it, you can enter the time you spent on this job.


https://help.xtm.cloud/xtrf/chat

Finish job
Have you completed your work on this job?

Log time spent on this job since last time logging

m
]

Complete Part of the Job

Log time spent on this job since last time logging

Sh

Yes, This Job Is Partially Finished Cance

<

Yes, this job is completed Cancel

® inthe Received Files card, download the work files. Click the icon to get a separate file or the Download All button to get all available files.

Received Files & Download Al

Reference Files
Languages Last Modified

Category

~
&
ke

Name
[ Concerning Hobbits (3).docx Source document EN-GB 2022-11-24 12:39 CEST

L] in the Delivered Files card, upload the ready files after processing them. For details, see the Upload files to the Vendor Portal guide.

Delivered Files

ere you deliver fi ign categories to them.

1.This is a sectio

2. Mark file:
3. Use "Needs Correct d the files will be sent back in the process (the company policy may require an additional verification done by PM).
MName Category Languages Last Modified Size
FR-FR % 2023-06-09 10:50 CEST 13KB Verified = Ty

B Concerning Hobbits.docx Translated Document =

DROP FILES HERE OR

Add Files Add Links

L] In the Notes card, leave your notes for the project manager and (in some jobs) for other vendors.

In this section
L] Evaluation of the previous vendor’s work (optional)

Evaluation of the previous vendor’s work (optional)
A project manager can ask you to evaluate the previous vendor's work. In this case, the £valuate Job section will be displayed above the Notes section.


https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3390373891
https://help.xtm.cloud/xtrf/vendor-portal/en/evaluation-of-the-previous-vendor-s-work--optional-.html

Evaluate Job : translation EN-GB » FR-FR

Total Number of Words Number of Checked Words

4245 4245

Error Storage

Category Minor Major Critical
Mistranslation 0 o o
Accuracy o 2 0
Consistency 3 o 0
Country Standards o o 0
Language 0 o 0
Style 2 o 0
Terminology [1} ‘ \ 0

General Feedback

No critical mistakes, the oversall translation is very good.

Apply Changes Cancel

To perform the evaluation:
5. Enter the total number of words in the document and the number of words you have checked.
6.  Enter the number of mistakes you have found in the document, sorted by severity (Minor, Majoror Critical)and category:

®  Mistranslation.

®  Accuracy.

®  (Consistency.

®  CountryStandards.
®  /anguage.

o Syle

. Terminology.
7. (Optional)Enterthe General Feedback.
8.  Click the Apply Changes button.
You can change the evaluation details until you finish your job. Every time you make any changes, click the Apply Changes button to save them.



Invoices module
In this module, you can create new invoices for finished jobs and monitor the payment status of those already submitted.

= Invoices
Job Offers
Invoice Specifications
Jotrs
Specifcation o Specifcation Date et Total Gross Total Jobs
nvoices EuR 1450 .

Unpaid / Partially Paid Invoices

m Invaice No. Inveice Date Net Total Gross Total  Payment Due Jobs status

Paid Invoices

cice Mo,

L] In the /nvoice Specifications card, you can see the jobs that have available specifications and add new invoices upon those specifications. For details, see the Add a new invoice upon specification
in the Vendor Portal guide.

® Inthe Unpaid / Partially Paid Invoices card, you can see the invoices that haven't been paid yet and take a shortcut to the related jobs in the Jobs column.
. In the Paid Invoices card, you can see the already paid invoices. Click on an invoice to display its details and download the invoice file provided by your customer.

®  Toadd a new invoice, click the Add New Invoice button in the top right-hand corner of the screen. For details, see the Add a new invoice in the Vendor Portal guide.

10 .

Click the icon to change the number of invoices displayed per card.

Profile module
In the Profile module, you can check or change the information you provided about you or your company during registration.
In this section

(] Services & Rates tab

L] Experience tab (for individual vendors)

(] Payments tab



https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628290
https://help.xtm.cloud/xtrf/vendor-portal/en/services---rates-tab.html
https://help.xtm.cloud/xtrf/vendor-portal/en/experience-tab--for-individual-vendors-.html
https://help.xtm.cloud/xtrf/vendor-portal/en/payments-tab.html

L] Contact tab
L] Users tab

L] CAT tools tab

Services & Rates tab
In this tab, you can:

-
=i
Profile
Job Offers
=
e Price Profile
e
currmey pounas
B TM Rates
= _
SOL Trados Studio MEMOQ
- U

Match Type Percent of Rate

®  check the CAT tool grids.

®  check your rates for different services (scroll down to the Rates for Services section).

Rates for Services

translation

Source Language Target Language Main areas of expertise Rate unit
English (United Kingd Frend an, PER

editing

Source Language Target Language Main areas of expertise Rate unit

Engiish (United Kangd Englsh (United Kingdom) [EN-GE] An oures wor

English (United Kingdom) [EN-GE) Franch (France) [FR-FR]

®  change those rates, delete them, or add new ones. To do so, click the Edit button at the top of the page.


https://help.xtm.cloud/xtrf/vendor-portal/en/contact-tab.html
https://help.xtm.cloud/xtrf/vendor-portal/en/users-tab.html
https://help.xtm.cloud/xtrf/vendor-portal/en/cat-tools-tab.html

Rates for Services
translation

Source Language Target Language Main areas of expertise Rate Unit

Target Language Main areas of expertise Rate unit

Kingdom) [EN-GS] = om ®

O  Toadd a new invoice upon specification, click the Add Invoice upon Specification button in the /nvoice Specifications card. For details, see the Add a new invoice upon specification
on the Vendor Portal guide.

O Toadd a new job type, select it from the Add service dropdown list. The new service section will be displayed. In it, enter the necessary details.
O  Todelete a service, click the Delete Service button.

||

O  To delete a language pair, click the icon.

O  To confirm the changes, click the Save button at the top of the page.
Important

Your client can decide which changes to your profile should be subject to approval. For such changes, the Send change request button is displayed instead of the Save button.
To switch between your price profiles, open the Price Profile dropdown at the top of the page.

Experience tab (for individual vendors)
In this tab, you can check or change the information about your education and work experience.


https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370
https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3375628370

Profile

To change the current data, click the Edit button at the top of the page. All the fields will become active.

Profile

Services & Rates Payments  Contact  Users

Experience

Education

Dates Attended school

1977 1982 The

Professional Experience

Time Period Company Name

06/2023 - Present L

2rwald translations

Certificates

Year Obtained Certificate Name
2002 Best sublitle translator
References

Reference name and company

Lady M:

golotta, the Uberwald League of Temperance

Software

CAT Toals

Additional Information

Fleld of study

Translation Studies

Job title

£-mall address

Other applications

onal information

Degree

)

Phone




Job Offers

Profile

Bperience : —

Education

Dates Ausended Schaol Field of Stusy Deares

Professional Expenence

Additional Infermation

Make changes to the existing entries or click the Add... button in the relevant sections to add new entries.
(Optional) In the Software section, from the dropdown lists from the dropdown lists, select the CAT tools and other applications you are using.

(Optional) In the Addlitional Information field, type in the information you want to share with your client.

m|

To delete an entry, click the icon.
To confirm the changes, click the Save button at the top of the page.

Important

Your client can decide which changes to your profile should be subject to approval. For such changes, the Send change request button is displayed instead of the Save button.

Payments tab
In this tab, you can check or change your billing address and payment method.



=
a Profile
Job Offers
Jobs
e Payments
peaks Billing Address
ry  Lnited Kingdom (68
Profie
m Gty Ankh Marsark
Holidays Payment Method

Faymentviethod  wise

E-mail  nigthwatencommanders ankh-morpork com

To change the current data, click the Edit button at the top of the page. All the fields will become active.

H Profile

Job Offars

Payments l:] Discard

Jobs Billing Address

Kingdom [SB]

Holidays 2P Code 2IP Code

Payment Method

Payment Metha:

Name

Email | migiaichsommander @ankn-marperk com

®  Enterthe necessary changes to the Billing Address.
®  Select the required option from the Payment Method dropdown and enter the required data in the fields below.

®  To confirm the changes, click the Save button at the top of the page.
Important



Your client can decide which changes to your profile should be subject to approval. For such changes, the Send change request button is displayed instead of the Save button.

Contact tab
In this tab, you can check or change your contact information.

Profile

o Hhds

Mailing Address
Use billng address as

m Country  United King £)

Halidays AdgressLine 1 Treacle Mine Road Watch House

Email Addres: Phone

®  To change the current contact data, click the Edit button at the top of the page.

Contact

Mailing Address

Use billing addres:

Address Line |

AddressLine2  Un

[

Deselect the Use billing address as mailing address checkbox to add a different address.
2. Enter the new mailing address.



3. To confirm the changes, click the Save button at the top of the page.
Important
Your client can decide which changes to your profile should be subject to approval. For such changes, the Send change request button is displayed instead of the Save button.
® Inthe User Contact Information card, click the Manage Users button to take a shortcut to the Users tab.

Users tab

In this tab, users with Administrator permissions can manage user accounts connected with this vendor profile.
The first vendor's contact person invited to the Vendor Portal automatically receives the Administrator permissions.

5 VENDELL TRANSLATIONS PORTAL

=

Profile
o
lobs

9 Active Users

nName

Position permissions

Add User

(s} Permisions

To change the user’s data, click on their name in the Users tab. You will be directed to this user’s page.


https://xtm-cloud.atlassian.net/wiki/x/DoAgyQ

User: Detritus The troll (My Account)

v
9 Personal data

Famale

Click the Edit button in the top right-hand corner and make the required changes. Most of the options are described in the Add a new Vendor Portal user guide.
®  Additionally, in the Personal data card, you can:

O  select the language of the Vendor Portal interface for this user.
O upload, change, or remove this user's avatar.
To disable access to the Vendor Portal for this user, scroll down to the Deactivate Usercard and click the Deactivate User button.

To confirm the changes, click the Save Changes button in the top right-hand corner.

CAT tools tab
In this tab, you can check your credentials for the CAT tools your client uses.

= - o
-H VENDELL TRANSLATIONS PORTAL

Profile

Job Offers

Services & Rates  Experience

Jobs

Is
e CAT Tool
invaices
2]
Profile

Holidays module
In this module, you can inform your clients about your upcoming absence.


https://xtm-cloud.atlassian.net/wiki/spaces/XKB/pages/3374350350

Holidays

Job Offers.
Add Holidays
o
.’E My Holidays
]
s You have not added any
holidays yet.
Please let Rivendell translations know of any scheduled time off.
® Inthe Add Holidays section, enter the dates of your holidays and a short description (optional). Then click the Add Holidays button.
)

In the My Holidays section, you can check all the holiday entries you have made before.
You cannot edit a holiday entry, but you can delete it and add a new one.

Each holiday entry you add here will be immediately reflected in the Home Portal.
Important

Info for managers: The holidays added on the Vendor Portal will be immediately reflected in the Vendor Workload view and in Vendor Profile - Holidays tab.



https://help.xtm.cloud/xtrf/home-portal/overview/en/vendor-workload-view.html
https://help.xtm.cloud/xtrf/home-portal/modules/en/holidays-tab.html

