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

 

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

 

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. 
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Location Info 

 

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

Industry 
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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: 

 

Experience and Credentials 

 

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.                                                               9 
 

Availability 
When you click the Availability link, the Availability section appears: 

 

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

 

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.                                                               11 
 

 

Here we have set the 26th to Unavailable: 

 

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. 
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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: 

 

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. 
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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: 

 

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: 
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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: 

 

Viewing the Full Profile 
By clicking the link with the users name in the search results area, you see a full profile: 
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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. 
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Search Fields 
The following fields can be used in the search: 

 

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. 
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Search Rules 
The search rules follow the basic SQL search standards: 

• 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.  

• 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. 

• 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: 
 

 
• 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: 

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