TakingITGlobal

Translation Tool Visual Guide

STEP 1
Log in to TakingITGlobal with your username and password and go to http://translate.takingitglobal.org.  Select the language you are translating (for instance: “Chinese (T)”) and click on “I’m ready to translate”!  Note that you must be approved by your respective Language Coordinator in order to have access to translate.  If you want to translate and do not have access, please email us at multilingual@takingitglobal.org.
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Welcome to TakingITGlobal Translations, Tinat

We recognize and value the world's languages, and with your help, we want TakingITGlobal to be the most multiingual web site on
the Intemet!

Ready to get started? Select the language you want to translate into from the list of the languages you speak (add spoken
languages here!) in to get started!

Language: [Chinese (1) ¥ [ Tm ready to transizte ]

1f you are interested in translation into Portugese, Russian, Arabic, French or Spanish, emai us and we will connect you. If you want

to translate into another language, we encourage you to download our guide "Ten Steps to a Multilingual TakingITGlobal.org and
apply to become a Language Coordinator.
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STEP 2
Translation is divided into two main areas: Core Phrases and Specific Pages.  As you enter the translation tool, you will first see a list of Core Phrases to translate.  The high priority areas under Core Phrases include About Us Pages, People, Partners and Quotes (Media is a lower priority), Categories, Countries, Languages, Regions, Project Groups, Gallery Art Mediums, Gallery About Us, Quick Access, TIG Tips, Toolkit Types, Resource Types and Standalone Phrases.  Medium priority areas include Gallery Contests, Zine Issues and Spotlights.  Low priority areas include Events, Organizations, Featured Members and About Us Media though some translation in these areas is important!  
Beside each section, you can see how much has been translated in that section.  Click on the section title (underlined and in blue) to access that section and begin translation!  
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Welcome to TakingITGlobal Translations for Chinese (T),

You have translated 0 phrases!

Core Phrases
To start with, there are groups of primary information that are used across the site. Click on a section if you wish to help translate
primary information!

« About Us - Pages (0 of 45 pages translated) [edit]

« About Us - Peaple (0 of 87 profiles translated) [edit]

o About Us - Partners (0 of 34 partners translated) [edit]
o About Us - Media (0 of 46 items translated) [edit]

« About Us - Quotes (0 of 5 quotes translated) [edit]

« Cateqories (0 of 57 translated) [edit] L
« Countries (0 of 265 translated) [edit]

o Events (0 of 3079 translated) [edit]

o Featured Members (0 of 145 translated) [edit]
« Lanquages (0 of 225 translated) [edit]

« Regions (0 of 11 translated) [edit]

« Organizations (0 of 5566 translated) [edit]

« Project Groups (0 of 7 translated) [edit]

o Gallery Art Mediums (0 of 28 translated) [edit]
« Gallery Contests (0 of 25 translated) [edit]

« Gallery About Us [edit]

« Quick Access (0 of 14 translated) [edit]

« Spotlights (0 of 19 translated) [edit]

o TIG Tips (0 of 5 translated) [edit]

« Toolkit Types (0 of 5 translated) [edit]
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The final two options under Core Phrases allow you to “Clear Skipped Phrases” (phrases you have left blank when submitting translations) and “Clear In Progress Phrases” (phrases that are banked while you are translating).  Please remember to clear both categories on a regular basis to allow other translators to access these “banked” phrases.
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Welcome to TakingITGlobal Translations for Chinese (T), Tina!

Core Phrases.

Remember, keep all text/symbols between the following tags the same: [ and 1, { and 3, or < and ». If these HTML and special tags are
changed in translation, it wil affect the coding of the site

Africa SR

Asia EHE
Australia & New Zealand [HEEERIE
Caribbean MEHHEEHE
Central America PRNE

Europe B
Middle East PRI

North America

Pacific Islands |

Polar Regions

South America

‘Submit Translations.





STEP 3
Clicking on a section title of Core Phrases will take you to the screen with different words and phrases waiting to be translated.  There is an empty box beside each of the items to be translated, please input your translations in all of the corresponding boxes.  When you are done, simply click on “Submit Translations”!  If you are unsure about some of the translations, simply leave those boxes empty and someone else on the team could give it a try!
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Quick Access (0 of 14 translated) [edit]

Spotlights (0 of 17 translated) [edit]

TIG Tips (5 of 5 translated) [edit]

Toolkit Types (0 of 5 transiated) [edit]

Zine Issues (0 of 15 translated) [edit]

Phrases (42 of 4900 translated)

Standalone Phrases (0 of 23 translated) [edit]

Clear 0 Skipped Phrases

Clear 0 In Progress Phrases

Clear All 0 In Progress Phrases

s

1s there a specific page on the TIG site that you wish to translate?

(REau U S5 Lsting (Giafe il 15 dornel 1] Ceranstaz )

(view listing by completion, or select,
about

‘About Us - Board Members (board.tpl) (% donel
About Us - Breadcrumbs and Link fo TIG (subbar.tpl) [% done]
‘about us - internships - 2003 interns (2003interns.tpl) (% done]
‘about us - internships - homepage (index.tpl) [% done]

‘about us - internships - more info (more.tpl) [ donel

‘About Us - Involvement Opportunities (opportunities.tpl) [% done]
About Us - Latest headlines sidebar (news.tpl) [% donel

‘about Us - News clippings (TIG in the news) (clippings.tpl) [% done]
‘About Us - News Page (mediapagenews.tpl) [% done]

‘About Us - Newsletter subscription form (subscribebox.tpl) [% done]
About Us - Partners (partners.tpl) [% done]

about Us - Press Releases (releases.ipl) [% done]

‘About Us - Publications (publications.tpl) [% done]

‘about Us - Staff Alumni (alumn.tpl) [% done]

about Us - Staff Listing (staff.p) [% done]

About Us - Supporters (supporters.tpl) [% done] e changes. Otherwise,
About Us - UN Agency Listing (unagencies.tpl) [% done] v
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STEP 4
Besides the Core Phrases, the Specific Pages of the TIG site are also a high priority area (Scroll down from the Core Phrases main window and you will find the Specific Pages area).  From the dropdown menu, select a section you would like to translate and click on “translate!”  Beside each section, a percentage of phrases of translated phrases is given, with the fully completed pages colour-coded in green.  
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( , TakingITGlobal .translate!

Welcome to TakingITGlobal Translations for %@, Tina!

Logout

Core Phrases

Remember, keep all text/symbols between the following tags the same: [ and 1, { and 3, or < and ». If these HTML and special tags are
changed in translation, it wil affect the coding of the site

View this page!

TakingITGlobal's Soard of Directors [suqgest] [TakizgITGiopal BB
[show use]
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STEP 5
You here come upon different phrases waiting to be translated.  There is an empty box beside each of the items to be translated, please input your translations in all of the corresponding boxes!  When you are done, simply hit “Submit Translations”.  Again, if you are unsure about some of the translations, simply leave those boxes empty and someone else on the team could give it a try!  There are two features to help you translate specific pages.  First, “View this page” (highlighted in blue at the top) will give you context for translation by linking you to that particular page in English on the TIG site.  Second, “suggest” (highlighted in blue in between the boxes) will give you an automatic translation in a pop-up window using Altavista Babel Fish (which only translates major languages).  Please note that automatic translations will have errors and you must either edit these translations before submitting or simply use this feature as advice when you are stuck.
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Core Phrases
To start with, there are groups of primary information that are used across the site. Click on a section if you wish to help translate
primary information!

About Us - Pages (0 of 45 pages translated) [edit]
‘About Us - Peaple (0 of 94 profiles translated) [edit]
About Us - Partners (0 of 34 partners translated) [edit]
‘About Us = Media (0 of 46 items translated) [edit]
‘About Us = Quotes (0 of 5 quotes translated) [edit]
Cateqories (52 of 57 translated) [edit]

Countries (252 of 265 translated) [edit]

Events (0 of 4052 translated) [edit]

Featured Members (0 of 146 translated) [edit]
Lanquages (136 of 225 translated) [edit]

Regions (11 of 11 translated) [edit]

Organizations (0 of 5641 transiated) [edit]

Project Groups (0 of 7 translated) [edit]

Gallery Art Mediums (0 of 28 translated) [edit]
Gallery Contests (0 of 27 translated) [edit]

Gallery About Us [edit]

Quick Access (0 of 14 translated) [edit]

Spotlights (0 of 18 translated) [edit]

TIG Tips (5 of 5 translated) [edit]

Toolkit Types (0 of 5 transiated) [edit]

Zine Iss, [edit]

56 of 4914 translate
tandalone Phrases (0 of 23 trans

« Clear 12 Skipped Phrases

Clear 15 In Progress Phrases

Clear All 15 In Progress Phrases

Specific Page

Is there a speci n the TIG site that you wish to translate?

(view listing by completion, or select..

| Cezansiater)

Edit your Translations

Done





STEP 6
Make a mistake?  Finally found that perfect translation?  You can go back and change your any of your translations using the “Edit your Translations” tool at the bottom of the page.  The dropdown menu lists your translated phrases alphabetically so select the one you want to change and then click on the “edit this phrase” button.  
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Spotlights (0 of 18 translated) Ledit]

TIG Tips (5 of 5 translated) [edit]

Toolkit Types (0 of 5 transiated) [edit]

Zine Issues (0 of 15 translated) [gdit]

Phrases (56 of 4914 translated)

Standalone Phrases (0 of 23 translated) [edit]

Clear 12 Skipped Phrases

Clear 15 In Progress Phrases

Clear All 15 In Progress Phrases

s

Specific Page
1s there a specific page on the TIG site that you wish to translate?

(view lsting by completion, or select..) 9] Ciransize)

Edit your Translations

(TaraCiob % ]| (edi s phrase ]

TicRaa e
THe
Eivad _ board.tpl) [100% done] (% edited] | (edit this page ]
on

o

s .
Grnns
e [14 Phrases
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pazs ator, you can update the S5§8P3% phrases used across the site after you've made changes. Otherwise,
s e nightly at 4 AM Eastern Standard Time.

>

Shsni
B
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STEP 7

This brings you to the editing section and the format is the same as translating.  There are two boxes, one with the original English phrase and one with the translated phrase.  Edit the second box and click on the “edit this phrase” to submit! 
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( , TakingITGlobal .translate!

Welcome to TakingITGlobal Translations for %@, Tina! You have translated 14 phrases!
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Switch to Admin. v|(eo)

Logout

Edit your Translations

Original Phrase:
Tnspire. Inform. Invelve.

Translated Phrase:
mah. BE. 3l

(leaving the phrase blank will delete it! be careful not to hit enter, and if you to, to delete the line breakt)
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STEP 8

Wasn’t that simple?  When you are done translating for the moment, you can go check out the progress of you and your team mates on our multilingual sites:

French: http://fr.takingitglobal.org
Spanish: http://es.takingitglobal.org 

Russian: http://ru.takingitglobal.org
Arabic: http://ar.takingitglobal.org (in progress)
Portuguese: http://pt.takingitglobal.org (in progress) 
Chinese (Traditional): http://cht.takingitglobal.org (in progress)
Chinese (Simplified): http://chs.takingitglobal.org (in progress)
Vietnamese: http://vt.takingitglobal.org (in progress)
Thank you for taking the time to contribute!  

Should you have any other questions, concerns or even suggestions, please feel free to email us at multilingual@takingitglobal.org and we will be happy to assist you!
Thanks again and good luck!

The TakingITGlobal Multilingual Team

* This Visual Guide was created by Tina Ting-Hui Lee, TakingITGlobal’s East Asia Regional Coordinator and Alex Fielding, TakingITGlobal’s Multilingual Program Coordinator.
8
www.takingitglobal.org

