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1. Introduction

The Job Share feature in Smart Editor enables agencies collaborating with
LanguageWire to share access to a Smart Editor job with one or more collaborators,

enabling them to work directly in Smart Editor.

In this how-to guide, you will learn about the Job Share with one-time password feature from
the perspective of an agency collaborating with LanguageWire as well as how to use the

feature from the perspective of a collaborator.

1.1. Glossary

Agency An agency that collaborates with LanguageWire through the
LanguageWire Platform.

Collaborator A third-party participant invited to the Smart Editor job by the agency.

One-time password A special one-time code used by a collaborator to access a Smart
Editor job.

Smart Editor LanguageWire’s online CAT tool for language experts, including
agencies.

Job Share A feature in Smart Editor that enables agencies to share access to a

Smart Editor job with collaborators via email. One-time password is

integrated in the feature.

Table 1 — Glossary

2. How Job Share works

2.1. Job Share is enabled

If Job Share is enabled on a Smart Editor job, the agency can share the job with one or more

collaborators, if they wish to do so.

If a customer requires their projects to be processed exclusively within LanguageWire's

ecosystem, this means that:

The agency and its collaborators can only work on these jobs in Smart Editor.
The agency can share the Smart Editor job with one or more collaborators.
The agency and its collaborators will not be able to download any offline material or

packages from Smart Editor for those jobs.
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2.2. A collaborator is invited

When sharing content, please be aware that the agency maintains full responsibility for any
actions, omissions and edits performed by the collaborator.

Before an agency shares a Smart Editor job with a collaborator, the agency must:

Ensure that the collaborator is authorised to receive the shared content (e.g.
compliant with the ISO 17100 requirements).

Ensure that the collaborator is ready and willing to participate in this job.

Share any LanguageWire briefing details and any other materials for the job that the
collaborator needs to perform their tasks.

Ensure that the collaborator is instructed and trained on how to use Smart Editor.
Ensure that the job is completed and delivered by the deadline specified in the
LanguageWire Platform.

Revoke the collaborator’s access if required.

The collaborator's access link will automatically expire when the job is closed or if the

collaborator’s access is revoked.

2.3. Jobis processed in Smart Editor

When a collaborator participates on a Smart Editor job, they must:

Take into consideration the job details and instructions provided by the agency that
shared the job with them.

Contact the agency that shared the job with them if they have any doubts or
guestions.

Inform the agency once they’ve completed their task in Smart Editor.

2.4. Final review is performed and job is delivered

When the collaborator has completed their Smart Editor job, the agency must:

Review the edits and changes made by collaborator using the Change Report in
Smart Editor and make any necessary revisions prior to finishing the job on the
LanguageWire Platform.

Ensure that all instructions from the briefings have been adhered to prior to finishing
the job on the LanguageWire Platform.

Reach out to the LanguageWire Project Manager via Messages if there are any

unresolved queries or questions.
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™ Finish the job on the LanguageWire Platform to notify the LanguageWire team that
the job is complete.

3. How to use Job Share — Agencies

3.1. Accessing Job Share

When enabled, LanguageWire agencies can access the Job Share feature at the top right
corner of the Smart Editor job page:

languagewire FLE~ EDIT~ VIEW~  HELP v I +2%, Job Share (0) IE Feedback |

Figure 1 — Job Share location in Smart Editor

1. Click “Job Share” to open the Job Share popup window:

Job Share X

Collaborators with access
This job may contain confidential information and should only be

shared with authorised recipients.

Nobody added yet
First name* Last name

E-mail*

O 1accept the terms and conditions*

CLOSE SEND INVITATION

Figure 2 — Job Share popup window
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2. Add the first name, last name and e-mail address of the collaborator:

Job Share X

Collaborators with access
This job may contain confidential information and should only be

shared with authorised recipients.

First name* Last name Nobody added yet
Anna Banks

4/20 5/45 ‘..
E-mail* 4 i »

annabankstranslations@gmail.com

31/200

[ 1accept the terms and conditions*

CLOSE SEND INVITATION

Figure 3 — Collaborator information

3. Carefully read LanguageWire's terms and conditions for using Job Share:

Terms and conditions for sharing content with collaborators

Important information:
You are about to share content from LanguageWire with a third-party collaborator.

When sharing content, please be aware that you maintain full responsibility for any actions, omissions and edits
performed by the collaborator.

Your responsibilities include but are not limited to:

Ensuring that the collaborator is authorised to receive the shared content.

Ensuring that the collaborator is ready and willing to participate in this job

Sharing any LanguageWire briefing details and any other materials for the job that the collaborator needs to
perform their tasks.

Ensuring that the collaborator is instructed and trained on how to use Smart Editor.

Ensuring that the job is completed and delivered by the deadline specified in the LanguageWire Platform
Revoking the collaborator's access if required.

The collaborator's access link will automatically expire when the job is closed or if the collaborator's access is revoked.

CLOSE

Figure 4 — Terms and conditions for agencies
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4. Accept LanguageWire’s terms and conditions before sending the Job Share invitation
to the collaborator:

Job Share X

Collaborators with access
This job may contain confidential information and should only be

shared with authorised recipients.

First name* Last name Nobody added yet
Anna Banks

4/20 5/45 ‘. »
E-mail* 4 d »

annabankstranslations@gmail.com

31/200

| accept the terms and conditions*

CLOSE SEND INVITATION

Figure 5 — Accepting terms and conditions

5. Click “Send invitation” to share the Smart Editor job with the collaborator:

Job Share X

: ) ) ) Collaborators with access
This job may contain confidential information and should only be

shared with authorised recipients.

First name* Last name Nobody added yet
Anna Banks

. 420 3/45 e . »
E-mail* i n

annabankstranslations@gmail.com

31/200

| accept the terms and conditions*

CLOSE SEND INVITATION

Figure 6 — Send invitation
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6. OPTIONAL - Invite additional collaborators to the Smart Editor job, if needed, by

clicking the “Invite new” button:

Job Share X

Collaborators with access (1)

e Anna Banks =

annabankstranslations@gmail.com
Well done!
(8/26/2024, 12:24:47 PM)

2, Job shared with Anna Banks

Your invitation has been sent.

CLOSE + INVITE NEW

Figure 7 — Adding more collaborators

Job Share X
Collaborators with access (2)
2, Job shared with Charles Williams
e Anna Banks ;
we” done] annabankstranslat c_rz_i-;m'ai com
8/26/2024, 12:24:47 PM)
Your invitation has been sent. e Charles Williams

X

charleswilliams@languagewire_com

(8/26/2024, 12:25:47 PM)

CLOSE + INVITE NEW

Figure 8 — Several collaborators invited

3.2. Revoking a collaborator’s access

The agency can revoke a collaborator’s access at any time by accessing the Job Share

overview at the top right corner of the Smart Editor job page:

languzgewire  FILE~ EDIT~  VIEW >  HELP ¥ 22, Job Share (0) | B Feedback

Figure 9 — Where to click to revoke collaborator’s access
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Click the “X” icon to the right of the collaborator’'s name to revoke the collaborator’s access to

the Smart Editor job, and confirm by clicking “Yes, revoke access”:

Revoke collaborator access

Are you sure that want to revoke access for the following collaborators?
Charles Williams

CANCEL YES, REVOKE ACCESS

Figure 10 — Revoking a collaborator’s access to a Smart Editor job

Note: After clicking “Yes, revoke access”, the collaborator will continue to have access to
the Smart Editor job for 12 hours, after which access will be revoked.

3.3. Expiry of collaborator’s access
The Job Share collaborator’s access link will automatically expire when the job is finished on

the LanguageWire Platform or if the agency revokes the collaborator’s access.

When a collaborator's access has expired, the collaborator will see this message when

attempting to access the Smart Editor job:

Your access has expired

Please contact the person who invited you if you still need access to this job.

Figure 11 — Access expired
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3.4. Reviewing collaborator’s edits and changes

- e = e = e = e e e e e e e e e e e e e Em e e Em e E e Em e mm e Em e e e e e M e e e e e e e e e e e e e e = e e ey

Important: After a collaborator has completed their Smart Editor job, the agency must
review the edits and changes made by the collaborator and revise as needed.

In Smart Editor, the collaborator’s edits and changes are visible in the “Change report” under

the menu option “View”. They are also visible in the “History” tab for each segment:

languagewire  FILE~ EDIT~ VIEW~ HELP

LLM BROCHURE - Validation She +  ©omPec Alt+Y

| Source At+V

‘ 20 X‘ ‘ Source: English-United Kingdom

A Font size At+U
Reports will also be generated and share

their linguistic quality assessment (LQA)

18 ,
frequent and what doesn't need proofrea E Change report

Figure 12 — Change report location in Smart Editor

Collaborator’s edits are displayed as “X on behalf of Y”, e.g. “Lisa on behalf of Philip”:

Smart Editor Change Report CONFIGURATION -

LLM BROCHURE - Validation Share Validation =

8 LOAD ALL T EXPAND ALL == COLLAPSE ALL

Origin Translation

Les grands modeles linguistiques (LLM) sont
Large language models are advanced Al . .. . .
. des modeles avances d'lA qui apprennent a

models that learn from massive amounts of

20 : partir d’énormes quantités de contenu et A
content and generate human-like responses

: - générent des réponses semblables a des
in writing.

humains par écrit.

o Lisa on behalf of Philip Validation - 10/2/2023, 9:25:21 AM

Les grands modeles linguistiques ont des modeles avancés d'lA qui apprennent a partir
d’énormes quantités de contenu et générent des réponses semblables & des humains par écrit.

©

Les grands modeles linguistiques sont des modéles avancés d’lA qui apprennent a partir d'énormes
quantités de contenu et génerent des réponses semblables & des humains par écrit.

Figure 13 — Collaborator edits in the Change Report
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+22, Job share (2) & Shorteuts

Terms @) C v
" . ~
Target: French-France Filter (All) - L v
9 ' HisTORY @) C A
automatiquement les erreurs de relecture pour accélérer le
processus et offrira des opportunités dautomatisation de la post- 1 Les grands modéles linguistiques [(LLM)sont des
édition. modéles avancés d'lA qui apprennent & partir d'énormes

quantités de contenu et générent des réponses
Des rapports seront également générés et partagés avec les clients o ; i el
sur la base de leur évaluation de la qualité linguistique (LQA) pour Oct 2, 2023, 9:25 AM, validation, Lisa on behalf of Philip
voir ol les erreurs sont frégquentes et ce qui ne nécessitggas de

relecture.

a [N PR £ RPN I S U DD 1Y B

aasuvmmary @D A C v
Qu'est-ce que le Large Language Models (LLM)"? @

PREVIEW SOURCE A
Les grands modéles linguistiques (LLM) sont des modéles avancés U
d'lA qui apprennent a partir d'énormes 'quantités de contenu et
générent des réponses semblables a des humains par écrit.

Source: LLM BROCHURE. (cc23)(...

wirs
Large

& X : 184 /4000 "t Language Models
st

®
O

Figure 14 — Collaborator’s edits in the History tab

4. How to use Job Share — Collaborators

4.1. Accessing Smart Editor
When the agency has added a collaborator to Job Share and clicked “Send invitation”, the
collaborator automatically receives a Job Share invitation email from LanguageWire informing

them that someone has shared a LanguageWire job with them:

sewire

HiAnna,

(Language'Wire) Full Service (machinetranslations@languagewire.com) invited you to work on a
Translation 2.0 job with ID 11077081 from LanguageWire.

Source language: English-United Kingdom

Target language: Spanish-Spain

Work area: Administration & Organization - Customs
Word count: 0

LanguageWire collects and processes your personal data when you access a shared job.
Language\Wire's processing of personal data takes place in accordance with our Privacy Policy.

If you have any questions regarding this job, reach out to (LanguageWire) Full Service.

Best,
LanguageWire Team

Figure 15 — Job Share invitation email for collaborators

0
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When the collaborator clicks on the “Get started” button in their Job Share invitation email, the
collaborator is redirected to a LanguageWire login page:

wire

One-time Password

nart Editor, check your emai

*@gmail.com) and enter the verification code below.

Didn't get a verification code?

Figure 16 — LanguageWire login page

Once the collaborator has been redirected to the LanguageWire login page, a second
automatic email is sent to the collaborator, which includes a one-time password for accessing
the Smart Editor job:

wire
Hi Anna,

Your verification code is:

907375

Use the code above to access the shared job, ID 11077081, on the LanguageWire Platform. If you didn't
request this code, please ignore this email.

Best,
LanguageWire Team

Figure 17 — Email with one-time password

11
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To access the Smart Editor job, the collaborator must enter their one-time password on the

LanguageWire login page:

wire

One-time Password

Hi Anna, to access Smart Editor, check your email
(grerrmoesnenoener@gmail.com) and enter the verification code below.

2 3 4 3

Didn't get a verification code?

*OTP expires after 10 minutes

Figure 18 — LanguageWire login page requesting one-time password

12
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4.2. Working in Smart Editor
After the collaborator has entered their one-time password and has been redirected to the
Smart Editor job, the collaborator will see a popup window with instructions on how to

collaborate on a Smart Editor job:

Collaboration on Smart Editor jobs

Instructions:

You are about to access content that has been shared with you by an
agency. Please make sure fo:

1. Take into consideration job instructions sent by the agency.

2. Contact the agency if you have any questions about this job.

3. Contact the agency when you have finished the task (no automatic

notifications are sent).

If you are unsure how to work with Smart Editor, or experience
technical issues, please contact the agency who shared the job with

you.

CLOSE SHOW TIPS

Figure 19 — Instructions for collaborators when accessing Smart Editor

We recommend that first-time users familiarise themselves with Smart Editor basics

by clicking the “Show tips” button.

If a collaborator has questions about the Job Share process, Smart Editor or the tasks involved
in a job, they must consult with the agency who requested their participation in the Smart

Editor job.

Important: Once ready, the collaborator must inform the agency who invited them that
they’ve completed the task, as the agency does not receive an automatic notification when

the collaborator completes the task.

13
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