v €3, TRANSLATION
GQWORKZ 09 WORKSPACE

Lionbridge

GeoWorkz Directory Guide

Updating a Directory Profile and Searching the Directory

Version 1.7
July 5, 2011



Q V=) TRANSLATION
GEO WORKZ ©~/ WORKSPACE
Contents
USING the GEOWOIKZ DIrECLOINY ......eiieiiieeee e ettt ettt e e e e e e e e bre e e e e e e e s e e anbteaeeeeesesessarasaeeaassensnsraneaeaanan 3
Your GEOWOIKZ Dir€CtOry Profil......uuei ittt et e et e e e aae e e e et e e e araee s 3
LioNDridge VENAOr STAtUS.....c.uviiiiiiieiecciiee e ettt et e et e e ee e e s et e e e e s tteeessaabeeessasseeeesnsseeesnnssaeesanseees 4
oo [T o= Lo TU Tl o o 11 PRSP 5
LCT=Y U= = N [ o PP 6
[ or= Y o o 1N 111 {1 PR ST 7
10T U1y YRR 7
EXperience and Credentials ........occiiie it e e e e et e e s et e e e s ab e e e e e nbaeeeearaee s 8
F YY1 =1 o1 L Y R UPUPRNS 9
SaVING AN PUDBIISRING...cciiiiiii et e e st e e e ssabee e e senbae e e ssaraeeeeans 12
Y=L T oI D114 =T o1 o] oY 2SRRI 13
SEArCh DY LANGUAEE Pail c..uviiiiiiiiee ettt sttt sttt e st e e st e e e sente e e e seabeeeesanbeeeesantaeeesanseeeesans 13
VIEWING the FUIL PrOfil@ ..ccc.eeeeeeeee ettt et e e et e e e e aaa e e e enaaee s 14
Y= [ ol T S T=] o LSRR 16
Y= [l T 2 (U =TSR PSP 17
(0 aTol] o a oY W o] g U Ty o= o Y o o FS PP 18

Copyright © 2011 GeoWorkz, Inc. 2



) v €3, TRANSLATION
GEO WORKZ O/ WORKSPACE

Using the GeoWorkz Directory

The online GeoWorkz Directory of subscribers lets users find and match the right resources to the right
task, allowing subscribers who outsource work to scale up or down on-demand as business cycles shift.
The Directory makes it easy to promote yourself to Lionbridge, find service providers, and collaborate
with other subscribers.

As a subscriber to Translation Workspace or system user, you can search the GeoWorkz Directory to
locate other subscribers with whom you might do business. You can search by keywords,
company/freelancer name, person’s last name, location, (city, state/province/region, country),
language, and availability dates.

Your GeoWorkz Directory Profile
Full subscribers can have a Directory Profile in the GeoWorkz Directory.

Note: In addition to giving yourself (or your agency or enterprise) visibility to those looking in the
Directory, your Directory Profile can also be used as part of the GeoWorkz Marketplace. If you are
not a current Lionbridge supplier, you can use your GeoWorkz Directory Profile to register as a
Lionbridge supplier. For information about the job posting feature, see the GeoWorkz Marketplace
Beta Guide.

Your Directory Profile is created during the Checkout process when you purchase a Translation
Workspace subscription. Some of the Personal Information section is pre-filled at that time from the
information you entered when establishing your account. You can provide some of the other
information, like language skills and domain expertise at that time. When you have finished the
Checkout process, your Directory profile has been published in the Directory, and can be found in
Directory searches by other subscribers.

Note: If you decide you do not want your Directory information published for users to find in
searches, you can click the Un-Publish button on the My Directory Profile tab.

You can modify this profile at any time by clicking Directory > My Profile and the Edit button on the My
Directory Profile page.

Your Directory Profile after Checkout will look like the following image. Here, during Checkout, the
subscriber has added some language expertise and domain experience to the account information
(name, address, email, phone, and so on) pulled in from the subscriber’s Account Information page.

However, the subscriber has not provided a photograph, a native language, availability information,
résumé, or translation samples. These can all be added at any time.

Copyright © 2011 GeoWorkz, Inc. 3
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z¢ | Logout support  English (Unttsd States) v o]

GEOWORKZ Products Technology Resources Directory About GeoWorkz  Marketplace (Beta)

My Profile
oy omtry s

Un-Publish This is your GeoWaorkz Profile! It is 2 great way to share your contact information, capsbilities, and skills with sll the other Translation
E ‘Workspace subscribers. To update your profile, just select the "Edit” button. Cnoe you edit and publish your prefile, it will b2 available in the

Directory snd can be found through Dirsctony Search. Kesp your profile updsted so you can be contacted for projects that fit your
EXPENENCE.

Elron Enterprises, Inc.

Address Email Website Phene Fax
S 12 4ms ednongfS-company. com 1-61?-9?3—1?'66@
() WaREm, A 02451
Uniked Sises
IMAGE ’
— - Lionbridge Vendor Status
Full or Part Time Number of Employees ime Zone J
Not Y&l Reviewed
Full Time Lirknown [UTC-05:00) Eastem Time [US & Canada) Whar i this?
WMain Contact Email Phone Fax
Einon Enterprize ElfonyfcoMpan oo 1617-a7a-47eeliE)
MNative Language lama
Unknown WuRipl: language lozallzation provider
Language Pairs Areas of Expertize Technical Competencies
Chinese (China) = English [Unked = -
Saaes) q
Chlhese == Englisn (Unked =
[Simpimed)  SEtes)
Chinese (Talwan) == English (Unked
SaizE)
Englisn (UnRsd == CRingss (ChNE) hd

‘_"..bw_ﬁ‘r.—-"“-............l"“-.-\_i |' **HJ«MW

Lionbridge Vendor Status
Your Lionbridge Vendor Status is displayed in your Directory Profile.

- . L em s - _»/--«—"/ R alanete T —— _'».”_ o _/‘J._ " o= o ,’ﬁv > /z - . R
Full or Part Time Number of Employees Time Zone Lionbridge Vendor Status
Full Time Unknown {UTC-05:00}) Eastern Time (US & Canada) Not Yet Applied Click Here to App
W ?

Note: Your Lionbridge Vendor Status information is visible only to you. It does not display for those
viewing your Directory Profile.

Copyright © 2011 GeoWorkz, Inc. 4
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The following statuses can be reported:

Not Yet Applied — You haven’t gone through the vendor application process yet. A link is provided
for you to do so.

Not Yet Reviewed — You have submitted your vendor application, but your application has not been
reviewed.

In Progress — A review of your vendor application is in progress.

Application Reviewed. Not Accepted — Your vendor application has been reviewed, but because
Lionbridge does not currently need someone with your experience and expertise, your application
has not been accepted.

Newcomer — You have completed the vendor application, signed the SLA to the Service Partner
Portal, and have read the “Getting Started with Lionbridge Guide.”

Authorized — You’ve been authorized to work on Lionbridge projects and you have successfully
completed your first project.

Authorized Legacy — You have successfully completed Lionbridge projects in the past.

If you haven’t applied to become a Lionbridge supplier, so you can bid on Lionbridge jobs posted to the

GeoWorkz Marketplace, you can click Click Here to Apply and you will be taken to the Lionbridge portal

where you can register to be a Lionbridge supplier.

If you are a Free Trial user, when you click to apply, you will get a popup prompting you to upgrade

immediately to paid plan, so you can become a Lionbridge supplier.

Editing Your Profile
Click Edit to modify your profile. The profile editor has five sections: General Info, Location Info,
Industry, Experience and Credentials, and Availability.

Note: The Availability section does not display in the Edit/Create Profile page; you must click the
Availability link on that page to edit your availability information.

Copyright © 2011 GeoWorkz, Inc. 5
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up to date. It's a great way to promote yourself and find work!

General Information

"
Edit/Create Profile

. To create or edit your profile, enter information below. Make sure to fill out all three sections - General, Location and Industry. The
. Industry section is really important as you can show the language pairs you translate, the tools you know and your domain

expertise. Plus, you can add free form text in the box labeled "Additional Company or Background information”. Keep your profile

Use my Account Data

Company or Freglancer Name

Company Phone Company Fax Company Email

Website

First Name Last Name Title

- & | | | | |

Phone Fax Email

Number of Employees
SelectaValue w

Full or Part Time

Full Time s

Photo
= JPG only, max size 1 MB

[ |CBrowse..

RC)

If you changed your Account Information data, and want the changes automatically reflected in you
Directory profile, click the Use My Account Data button. GeoWorkz will extract the personal information
you specified from your My Account area. If you enter different data here, Directory searches will find

this information, not your account information.

Note: The JPG image you add will appear in your profile after you have clicked Save.

The Additional Company or Background Information you add can be viewed when people look at your

profile; however, it is not a search target.

Copyright © 2011 GeoWorkz, Inc.
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Location Info

T

Location Info

£ I

(5

Address

[123 4th St

I Country

| United States

]

City

State/Province/Region

|Wa|tham

| Massachusetts V|

Time Zone

| (UTC-05:00) Eastern Time (US & Canada)

Zip/Postal Code

[02451

R TP W e PR S
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This information will appear in your profile when users view it. Users can search by city,
state/province/region, and country.

Industry

P A

P

“Industry”"

lama
|Sa\ec1 One v‘

Native Language
|Sa\ec1 One v‘

Language Pairs ~d

Areas of Expertise

OOoOO00O0000oOon

>

Technical Competencies

Translation Packages

] Across

O
O
O

Alchemy Catalyst (formeriy Corel)
Apsic Xbench

Avtril Deja Vu

roE TTa
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All of this information will appear in your profile when users view it; however, only the language pairs
are searchable (from the Search by Language field). When you enter a language pair, if you translate in
both directions, you can save time by selecting Add Bi-Directional:

Language Pairs

r Source Language

ET

r Target Language

[ sbknazian

[ e

[ achinese
O acoi
DAdangme
[ atar

1 arinil

[ & frikaans b

[ add Bi-Directional

Experience and Credentials

1 o
R

Experience and Credential

e e oL o R LR .

Resume/CV
*TXT , *PDF and *RTF only

| |Browse...

Sample Tranzlation(z)

You can post a resume/CV and samples of your translations. These must be TXT, PDF, or RTF.
When you post a sample, you can indicate the source and target languages used.

Click Save to view what your profile will look like.

Copyright © 2011 GeoWorkz, Inc. 8
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Availability
When you click the Availability link, the Availability section appea

Availability

To create or edit your profile, enter information below. Make sure to fill out all three sections - General, Loca

TRANSLATION

'60 WORKSPACE

rs:

tion and Industry. The

Industry section is really important as you can show the language pairs you translate, the tools you know and your domain
expertise. Plus, you can add free form text in the box labeled "Additional Company or Background information”. Keep your profile

up to date. It's a great way to promote vourself and find work!

+ | Change Default Calendar Settings

nday Monday Tuesday Wednesday Thursday Saturday

6 7 8 9

Not Reported Not Reported Not Reported Hot Reportad

10 11 12 13 14 15 16

Not Reported Not Reported Not Reported Not Reported Hot Reported Not Reported Hot Reported

17 18 19 20 21 22 23

Not Reported Not Reported Hot Reported Not Reported Not Reported Not Reported Hot Reported

24 25 26 27 28 25 30

Not Reported Not Reported Not Reportad Not Reported Not Reported Not Reported Hot Reportad
31
Not Reported

To input your availability settings, click the “+” button:

Availability

To create or edit your profile, enter information below. Make sure to fill out all three sections - General,

up to date. Its a great way to promote yourself and find work!

- | Change Default Calendar Settings

Typical Availability by Day What is this?

Su

Tue: Thursday

onday

Industry section is really important as you can show the language pairs you translate, the tools you know and your domain
experise. Plus, you can add free form text in the box |abeled "Additional Company or Background information™. Keep your profile

Location and Industry. The

Friday Saturday

Click "+-" to [Emoy  v| [Empy  w] [Emety v [emy  w]

Empty v| [empty v|

showrhide the

Availability
configuration area

is this? ‘What is this?

Working Hours Whs

- Ewo- &

Working Capacity, Per Day

o

Hours

Apply to Calender

Wednesday Thursday

Sunday

Monday

Friday Saturday

Copyright © 2011 GeoWorkz, In
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The calendar starts with the current day. If you select a day of the week and either Full Day, Partial Day,
or Unavailable, then set a number of hours for that day of the week, when you click Apply to Calendar,
your calendar will use those values for that day going forward (for the current month and subsequent
months). For example, here we have set Mondays, Tuesdays, and Wednesdays to Full Days:

- | Change Default Calendar Settings

Typical Availahility by Day s

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
| Not Reported | | Full Day v| |FulDay ~| |[FulDay | [NotReported v [NotReported w| | MotReported v
| Working Hours =7 | Warking Capacity, PerDay ws

| 08:00 AN v | tom| 05:00 PM v 6 | Hours

Apply to Calendar

22 22

Not Reportad Mot Reported

24 28 29 30

Not Reported Not Reported Mot Reported Mot Reported
=i
Not Reported

Note: You must set these calendar defaults for “Typical Availability by Day” before you make
any changes for a particular date or range of dates.

If you then want to set a particular day (or range of days) to a value (that is, if you want to change from
the defaults you have set), simply select and click it, and then click Full, Partial, Unavailable, or Not
Reported in the popup.

Copyright © 2011 GeoWorkz, Inc. 10
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Choose Availability

- A I e

Here we have set the 26™ to Unavailable:

AT e i O I Py -
& oo 0 i £ b eore, oy cai  SadiTiant P
G AP, e

24 26
[
|ot Reported epﬂﬁﬂl
4_.? 4 Hours

" 31
1,
Yot Reported

by

Note: A Partial Day is displayed as one half of a Full Day. So if you set a Full Day as 8 hours, all

Partial Days will be shown as 4 hours.

Note: If you have already set your availability for some dates, and want to change a range of
those dates, be sure that the start date, end date, and all in between are active dates. For
example, don't start with a blank (inactive) date and drag across a range of dates, or drag across

a range that includes a blank date. Select only active dates.

Copyright © 2011 GeoWorkz, Inc. 11
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Saving and Publishing

When you have entered your information and clicked Save, the Availability information (and all your

other information) appears in the My Profile display:

= - vom— + S
- — £y

Tom Translator T'Fénslatio ns

\ o e R

Address Email

123 4th 5 tomtranslatorf@compan
Waltham, MA 02451

United States

WORKSPACE

69 TRANSLATION

Website Phone Fax

Additional Company or Background information

35 years of tranzlating zoftware Ul and manualz

Full or Part Time Number of Employees Time Zone Lionbridge Vendor Status
Full Time 1-8 (UTC-05:00) Eastern Time (US & Canada) Mot Vet Reviewed

Main Contact Email Phone Fax

Tom Translator tomtranslator@company.com 978-964-4766

MNative Language lam a

Englizh (United States) Freelance language provider

Language Pairs Areas of Expertise Technical Competencies

English (United == French (France) - LOMpULiNg S0Thware
States)

French (France} == Englizh (United

Translation Packages

e Trados Waorkbench

Fully Available

Partially Available
10 | 11 (12 |13 | 14 | 156 | 16

lunavailable
17 |18 |19 (20 |21 | 22 | 23

Mot Reported
24 28 | 29 | 30

States) « Trados-MultiTerm
Availability & Capacity October November December
Available to Wark S M T W Th F § S M T W Th F § S M T W Th F §
08:00 AM To 05:00 PM 4|2 23| a

9 (10| 11

Furthermore, a Publish button appears.

Until you click Publish, no one can find you in a Directory search. You can remove yourself from the

Directory at any time by clicking the Un-Publish button in your profile page.

Copyright © 2011 GeoWorkz, Inc.
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Search Directory
When you are found in a Directory search, the searcher will see this information. For example, here we
have searched on the Last Name of “Translator” and found the profile we created in the earlier section:

Find Providers
Search
. A ab:

Basic Search e
Company/Freelance Main Contact Country Today Language Pair

Keywords

| | Tom Translato Tom Translator United States 2 None Specified
123 4th St oMl company.org Hours
Waltham, MA

Search by Name o S
# of Employees: 1-5

Company/Freelancer

Last Name/ Surname

|Trans|ator |

Search by Location -]

City 3

Y W—W’&« __A'\___.-_h‘“__f\ _J“J . r\rﬂ\r\"_\ r“' ™ m\‘l

If you click the link for Tom Translator, you will see Tom’s profile and get full profile information. In the
results view shown above, it shows Tom’s availability for the remainder of this week. Because Tom is
available today (Wednesday) but didn’t report availability for Thursday through Saturday, only today
displays as available. To see Tom’s availability in future weeks, click the Tom Translator link.

Search by Language Pair
When you click the Directory > Search tab and go to the Find Providers page, a list of all profiles
organized by source language with target languages underneath each displays:

Find Providers

Search
— You can quickly find other subscribers to Translation Workspace. Justfind the Source / Target language pair that you are interested
Basic Search ) in and click to see the list. Only Translation Workspace subscribers can promote themselves in the GeoWorkz Directory. Or, use our
Keywords full Search Widgit to find subscribers by Name, Location or Language.
[aD] (4)
Search by Name (-]
Company/Freelancer

Last Name/ Surname

al (1)
Search by Location L]
City
[ | us] (1)
State/Province/Region (=] 1(2)
Country
|NntSpecmen - - B <] (5)
Search by Language -] -
Source Language Tt (1)
. LMot Specified v €] . o)
u"\?ﬁ"i #\ .....I‘\w_‘_r* P et s et

Copyright © 2011 GeoWorkz, Inc. 13
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If you want to find translators, agencies, or enterprises that either translate, manage translations, or
need content translated from English to Finnish, for example, you could click Finnish under English
(United States). The directory search will display all profiles that include English (United States) to
Finnish. You can also perform this same search using the Search by Language fields:

Find Providers

Directory iiﬁﬁi
Search
Basic Search e I
Keywords
Search by Name e I
Coempany/Freelancer
Last Name/ Surname
Search by Location -] I
City
State/Province/Region
Country
[Not Specified

Search by Lanquage

Source Language
| English (United States)

Target Language

[Finnish

Searcb By Availability
i T —y

Viewing the Full Profile
By clicking the link with the users name in the search results area, you see a full profile:

Copyright © 2011 GeoWorkz, Inc. 14
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Tom Translator Translations

Address Email Website Phone Fax
23 am Soerirare=taior SO
‘Walnam, MA 02451

UniRed States

Additional Company or Badeground information

35 yEETE OTUANEIEING SOTWENE L 30 mEnuEE

. . Linbridge Vendor Status

Full or Fart Time Mumber of Employees Time Zone - -
Not et Reviewad

Full Time 1-5 [UTC~05700) Esstem Time (LS & Canads) Vi i

Main Contact Phone Fax
Tom Transtaior STE-254-4TE5
Mative Language | am &
English (Unked Sisles) Freelance language provider
Language Pairs Areas of Expertise Technical Competencies
Englisn (Unfed == French [France) —CompUtng Sotiars Translstion Padksges
Staeg)
* Trados - MultiTerm
French (France) == English (Unked
Siafies) * Trados Warkbench
Awailability & Capacity Cctober Mowvember December
Available to Work 5 M T W Th F 3 5 M T w Th F 3 5 M T W Th F 3
05:00 AM Ta 0500 PM 1|2 s | e 2| 3| 4
Fully Avsilsble
£ 4 £ & o & g 12 |13 5 L] win
Partially Available
11|12 |13 |14 15|18 1w || 12 .’ (17| 18
-Unavailable
W 1® |19 |20 |1 2B x| T n oD M| 25
Mot Reported
F-l ) F. k1
Resume/CV
Sample Translations
English (UnRed States) =  French (Franes) J
lish (Uniked qw .
\\\f\ - ' - Jr M"“hW“xff“'“

You can contact Tom via the published contact information (email, phone, and fax). Because Tom has
posted a resume and a sample translation, you can view those as well.

Copyright © 2011 GeoWorkz, Inc. 15
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Search Fields
The following fields can be used in the search:

Find Providers

Directory iﬁﬁi
Search
Basic Search -]
Keywords
Search by Name -]

Company/Freelancer

Last Name/ Surname

Search by Location -]

City
|

State/Province/Region

Country
| Not Specified

Search by Language -]

Source Language

|NotSpeciﬂed w

Target Language

|NotSpeciﬂed w

Search By Availability -]

Near - Term Availability
| Today w

Clear Fields

Note that, prior to Release 1.5.2, the State/Province/Region field was a free text box where you type
anything. When you searched on State/Province/Region, you had to use the abbreviation, not the full
name. For example, use "MA" instead of "Massachusetts," or "NY" instead of "New York." This field was
changed in Release 1.5.2 to a drop-down list from which you select the State/Province/Region, ensuring
that you matched the format in profiles.

Copyright © 2011 GeoWorkz, Inc. 16
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Search Rules
The search rules follow the basic SQL search standards:

e When you enter search terms in multiple fields, matches must be found in every field for a result
match. That is, it is an AND operation.

e To perform a "freeform" search, use the "Keywords" field. The freeform search searches all the
fields in the below fields in users’ profiles except the Language fields. To search on Language, you
must use the “Search by Language” drop-down lists.

e You can use “*” as a wildcard at the end of strings. For example, if you entered “Trans*" as a
keyword search in our example system, it would find all profiles having “Trans” as the first five
letters in the Name or Location fields, like so:

Find Providers
A
Directory Directory Search My Directory Profile
Search
= ponauese T
Tina Translator United States ~ English (United States) -= Abkhazian
Keywords 5427 Hyde Park Blvd 978-123-4321 German (Cermany) -= Abkhazian
|‘|’rans* | Chicago, IL Spanish (Spain} -» Abkhazian
60637
#of Employses: 1-5
Search by Name -]
Tom Tranzlator United States Englizh (United States) -» French (France)
Company/Freslancer 123 4th Street 978-123-1234 French (France) -= Englizh (United States)
| | Wattham, AL
02451
Last Mame/ Surname #ofEmployees: 1-5

e You can enter strings in different fields to refine the search. Following our example system, you
could search for Last Name "Translator" and City "Chicago" to find only those with Last Name

"Translator" working in Chicago:

Find Providers

S
Directory Directory Search My Directory Profile

Search

. - Language Pair
Basic Search -]

1 Tina Translator United States Englizh (United States) -= Abkhazian

Keywords S427 Hyde Park Bivd 973-123-4321 German (Germany) -= Abkhazian

| | Chicago, IL Spanizh (Spain) -= Abkhazian
60637

N #of Employees: 1-5
Search by Name -]

Company/Freelancer
Last Name/ Surname
|Tran5|ator |

Search by Location (-]
City
|Chicago |

State/Province/Region
! S e TR R Y- ,"-.\M~W\_J\Mw____

Note that Tom Translator is not in the result set, because he doesn’t work in Chicago.

Copyright © 2011 GeoWorkz, Inc. 17
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Cancelation or Suspension
If your tenant subscriber administrator has canceled your tenancy, or if your tenancy has been
suspended by Lionbridge, your Directory listing becomes deactivated and you can neither search nor be

found in searches.

Copyright © 2011 GeoWorkz, Inc.
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