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Translation Management System  
 

Overview of the Translation Management System 

The Montgomery County Public Schools (MCPS) Translation Management System (TMS) is a 

multifaceted and multilayered package of software programs and services supported by 

dedicated infrastructure and powered by WorldServer™ by Idiom Technologies, Inc. The two 

primary systems within TMS are TMS proper, which manages and supports translation projects 

from the initial submission to the release of the finalized, formatted version of the translation 

project; and the Translation Request System, which allows clients to submit material for 

translation, monitor the translation process, and receive finalized, formatted versions of 

translation projects. TMS also has the capability of integration with other MCPS systemwide 

content and document management systems (e.g., Ektron CMS and Sharepoint) in an enterprise 

publishing model automating the publication of systemwide content in all supported languages, 

including English. Part of TMS is a document repository, archiving originals, raw translations, 

and postprocessed documents. 
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Translation in Montgomery County Public Schools 

Over a period of 25 years, MCPS moved from handwritten translated documents to a state of the 

art TMS that controls processes and content from initial submissions to final, publishable 

documents. Schools and offices can use the Translation Request System (TRS) component of 

TMS to submit requests, monitor progress on a submission, and download final documents for 

publication. TMS is now available to school-based translators to do work for their specific 

school or office. 

Even before the submission of a document for translation, there are important steps to assure that 

the final product communicates the intended message accurately and comprehensibly. The 

content should be written in clear, succinct, unambiguous language with correct spelling and 

grammar. The document should be formatted so that a meaningful segment of text is not divided 

by returns or tabs. These two guidelines will help to provide high-quality translations and 

reusable segments of text to improve the translation of future documents assuring consistency 

among similar documents and various iterations of a single document that is repeated 

periodically. 

Once an English-language document is ready, having been through the appropriate reviews and 

edits, it can be uploaded into TMS for local translation or submitted to the Language Assistance 

Services Unit. 

TMS provides site-based translators with a suite of tools to facilitate their translations. TMS is of 

particular value for documents that are published by their site on a regular basis. It also provides 

a vehicle for improving the consistency in terminology and conventions throughout MCPS. 
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TMS Vocabulary 

Asset An individual document whether an original for translation 

or a translation of the same original. 

Locale A language. 

 Target Locale A language into which a document is to be translated. 

Project A group of assets submitted for translation into a particular 

language. 

Source English original to be translated. 

Task A specific action associated with a particular asset within a 

project. 

Terminology Database (TD) A database that provides the translator with approved AND 

disapproved ways to express specific concepts in a target 

language, i.e., terms. 

 Term Status An indication of how a term may or may not be used. 

 Approved A term that may be used in the target language to express 

the specific concept behind the term in the source language. 

Translation Memory (TM) A database of segments that have been translated, edited, 

and approved; this can be leveraged in the translation 

process to make use of material that is identical or similar 

to that contained in previous translations, improving turn-

around time, accuracy, and consistency among documents 

and translators. 

Site-Based Translator A contractor who takes text in one language and creates 

text in another language to convey the message of the 

original text in a way that is linguistically and culturally 

appropriate in the target language. 
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Preparing Documents for Efficient Translation 

Content and Language 

Authors need to write as clearly and accessibly as possible, whether or not a document is to be 

translated. Editors need to assure that text is clear and accessible. 

1. If MCPSese or educationalese is essential, be sure to explain terms and concepts for the 

layperson. 

2. Try to keep a consistent vocabulary (a variety of vocabulary for the same concepts is 

poetic in literature, but confusing in informational writing).  

3. Avoid cultural allusions and idiomatic turns of phrase, which may be inaccessible to 

proficient English speakers from other cultural backgrounds and may well be 

untranslatable. For example, “idiomatic expressions” would be clearer than “idiomatic 

turns of phrase.” 

4. The more you can repeat the same phraseology when repeating the same concepts and 

content, within and among documents, the more consistent your message will be in 

English and in translation. This will also help leverage Translation Memory (TM), 

increasing the efficiency of translations. 

Formatting in Microsoft Word 

The most important concept when formatting a document, especially for translation, is to keep 

meaningful segments of content together. 

1. Use tables and text boxes for columns or inserts. Do NOT use tabs to separate parts of 

sentences that go across rows. 

 
Figure: Column labels using a table. 

Instead of 

 
Figure: Column labels using tabs. 

Segments using tables Segments using tabs 

Strongly Agree Strongly{1}Strongly{2}No 

Agree Agree{3}Agree{4}Disagree{5}Disagree{6}Opinion 

Disagree  

Strongly Disagree  

No Opinion  
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Figure: Graphic with text using text boxes. 

Instead of 

 
Figure: Graphic with text using tabs. 

Segments using textboxes Segments using tabs 

Enjoy a potluck dinner with other families and 

friends! 

Enjoy a potluck 

Help your child with reading! Help your child{1} dinner with other1 

 with reading! 

 {2}families and 

 friends. 

  
 

In addition to making it easier to split your text into translatable segments, it will make it easier 

to edit your text in English as well! 

                                                 
1 The place holders {#} indicate formatting changes in a text. They will limit the reusability of segments for future 

documents, but are better than disjoint segments. 
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2. When you need to divide a meaningful unit between rows of text, use margins or, if 

necessary, soft returns. Do NOT use hard returns within a meaningful unit of text. For a 

soft return, hold the <Shift> key as you strike the <Enter> key. (The typographical 

symbol for a soft return is   . For a hard return the symbol is ¶.) 

 
Figure: Text formatted across rows for visual interest using soft returns. 

Instead of  

 
Figure: Text formatted across rows for visual interest using hard returns. 

Segments using soft returns Segments using hard returns 

Come join the fun! Come join the fun! 

Join us to {1}CELEBRATE {2}the 

accomplishments of the past year at {3}YOUR 

LOCAL SCHOOL.2 

Join us to 

 CELEBRATE 

 the accomplishments of the past year at 

 YOUR LOCAL SCHOOL. 
 

The previous examples demonstrated how to avoid the most common mistakes with the most 

drastic conclusions. If you remember that most important concept when formatting a document, 

especially for translation, is to keep meaningful segments of content together, you should be 

able to prepare text that segments easily for translation, and you will find it easier edit your text 

in English as well. 

                                                 
2 The place holders {#} indicate formatting changes in a text. They will limit the reusability of segments for future 

documents, but are better than disjoint segments. 
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Logging into the Translation Management System 

The URL for the Montgomery County Public Schools TMS is http://tms.mcpsmd.org/ws/login. 

Your user identification and password for TMS will be provided at the beginning of the training. 

To change your password:  

1. Log into TMS. 

2. Click on the <Tools> tab on the home page. 

3. Click on <Personal Preferences> on the <Tools> page. 

4. Scroll down to the bottom of the <Personal Preferences> page. 

5. Type your old password into the <Old Password> field. 

6. Type your new password into the <New Password> field. 

7. TYPE your new password again into the <Confirm Password> field. While cutting and 

pasting may be quicker, if you made a typo the first time, you will repeat it without 

having any opportunity to catch the error and may find that your password does not work. 

8. Click the <Save> button at the bottom of the page. 

9. If you have any problems with your log-in credentials, contact María Elena Escobar, 

publications manager at Maria_E_Escobar@mcpsmd.org. 
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Creating a Translation Project in the MCPS TMS 

1. Log into TMS. 

2. On the Home page, click on the <Assignments> tab. 

 

3. On the <Assignments> page, click on the <Projects> link. 
 

 

4. The <Projects> page has a wealth of tools and options for information about current work. 

These will be described in detail later. 
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5. On the <Projects> page, click on the <Create New Project…> button. 

 

6. The <Upload Files and Create Project> dialog box will open. 

a. Type in a <Project Name> that will be meaningful to you. For documents you 

know to be reiterative, you may want to put in the date.  

b. You may want to use the <Description> field to help you remember some details 

about the project. This is optional. 

 

c. Now we need to select the client. 

 

i. If you are submitting a project to be translated by the Language Assistance 

Services Unit, you will select “MCPS” and follow the common process to 

submit documents for translation. 
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ii. If you are uploading a project to work on in your capacity as a school-

based translator, select your own client, which will be MCPS - your school 

or office name. 

 

7. Once you have selected a client, the <Project Type> will automatically be selected. The 

<Upload and Create Project> page will expand provided the options you need for your 

project. 

 

a. Select a due date. 

i. You are not required to select a due date, but you may wish to do so if you 

have several concurrent projects to manage at one time. You can type the 

date into the <Due Date> field  

OR  

ii. click the calendar icon beside the <Due Date> text box and navigate to 

select your desired due date. 

 

 

b. A locale in TMS is a language. The system is only set to <Translate From:> 

English. With few exceptions site-based translators will only have one locale, or 

language, to <Translate To:> Even if you have only one locale, you must select a 

locale to <Translate To:> from the <Available Locales> list. To select a locale, 

highlight the name of the desired language in the <Available Locales> box and 

click the right pointing button to move the language into the <Selected Locales> 

box. If you wish to unselect any particular language, highlight the name of that 

language in the <Selected Locales> box and click the left-pointing arrow to move 

the language back into the <Available Locales> box. You can also move 

languages from one box to the other by double clicking on the name of the 

language.  
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8. In the <Select files to be translated> page you will upload the material you want 

translated. If you have multiple files for this project, check the <Expand zipped files> 

check box, otherwise leave the check box blank. 

 

a. Use the <Browse…> button to navigate to each file you wish to upload.  

 

b. As you select each file, if you have another file to add click the <add another> 

link. Another field and <Browse…> button will appear. Add all the files you need. 
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c. If you wish to remove a file, click on the red  beside the <Browse…> button in 

line with the unwanted file. 

d. Once you have selected all of the desired files for the particular project, click the 

<Copy Files Now> button. 

 

e. A list of all copied files will appear to the right of the <Add New Files> dialog. 

You can click on the link for a particular file to view the file, if you are in doubt 

about it being the correct file. You can use the red  beside a file to remove any 

unwanted files. You can <delete all> files by clicking the appropriate icon. You 

can also add more files using the <Add New Files> dialog just as you did before. 

f. When you are sure all of the needed files have been copied, click the <Create 

Project>>> button. 

g. If you want to start the project over, hit the <Cancel> button. 

 

9. You should get a message indicating the project was 

created. Click on the <OK> button. This will return 

you to the <Projects> page. 
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Translating Project in the MCPS TMS 

 

1. On the <Projects> page, you can view all relevant projects. The Project View will let you 

see either 

a. <projects for clients I am a member of> - which will include both current and past 

projects and both projects you have uploaded to translate yourself and projects 

that have been submitted to the Language Assistance Services Unit for translation; 

or 

b. <projects assigned to me> - which will include only current projects on which you 

are working. You will not see projects that you have finished translating but need 

to download for publication when <projects assigned to me> is selected. 

 

2. To view the tasks in a project, click on the relevant link in the <Project Name> column. 

 

3. A <Task List for Project:…> will appear. Check the box of the document on which you 

wish to work and click the <Edit/Translate> tab. 
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4. The <Browser Workbench> will open. The text will be divided into segments which you 

can translate segment by segment. There are several tools to help you with this. 

 

a. TMS will have already prepopulated your translation table from translation 

memory, a database of previously used and saved segments. The color of the bar 

to the left of the translation indicates whether the prepopulated segment is a 

i. [Purple] 100% in context match (also called In Context Exact match or 

ICE match); 

ii. [Blue] 100% match, but in a different context; or 

iii. [Red] numeral or punctuation that likely requires no translation. 

b. If the bar is not solid but is a series of dots, it is a repaired match. This usually 

means that there is a numeral in the segment different from one in translation 

memory and the system has substituted the new numeral for the old numeral. 

c. If you roll your cursor over a segment, a text box will appear describing what is in 

the segment. 

d. A charcoal grey bar to the left of a cell indicates that this is the first occurrence of 

a repeated segment. A broken charcoal bar indicates later occurrences of a 

repeated segment. 

e. Other color bars appear as you work through your translation. 

f. The set of icons to the right of the segment cells in the Browser 

Workbench provide further tools to help with translation.  

i. The icon in the upper left-hand corner indicates that there is 

at least one translation memory match.  

1. You may click on the icon to see what matches are in 

the system.  



TMS Language Translation Tool  15 

 

 

2. There may be 100% matches or “fuzzy” matches (something is 

different in the original) or both.  

3. You can click on the icon in front of the match that best suits your 

needs and it will automatically be inserted into the cell. 

ii. The next icon indicates that the segment uses terminology in 

the terminology database, a glossary of approved and 

disapproved terms for use in MCPS. 

1. You may click on this icon to see what words are in 

the terminology database. 

 

2. Click on icon corresponding to the appropriate words, and they 

will be placed into the cell for your use in your translation. You 

can edit the words as you may need. 
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iii. The other icons can be learned at a later date, but for general information 

purposes, these are their functions. 

1. The second icon on the left is used to check the use 

of placeholders in a text. 

2. The second icon on the right is to make comments, 

which is not likely to be needed when working 

independently. 

3. The third icon on the left is to split segments, which is sometimes 

helpful when the original sentence may translate better as multiple 

sentences. 

4. The third icon on the right is to merge segments. This can only be 

done with segments that have consecutive numbers; one can merge 

segments 2 and 3, but not 2 and 4, even when no segment is seen 

between segments 2 and 4. 
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g. The <Tools> button in the <Browser Workbench> is actually a drop-down menu 

with several useful tools. 

i. <Paste from Source> is used when the original text can be used verbatim 

in the translation or when the original text will need only a little changing 

in the translation. 

1. Click on the box in front of the segment you wish to paste from 

source. 

2. Place your cursor over the <Tools> button so that the drop-down 

menu appears and select <Paste from Source>. 

 

3. The source content will be placed in the target cell. Edit the 

content in the target cell, if necessary. 
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ii. While the system automatically prepopulates target cells with 100% 

matches, there may be content in translation memory that is close to your 

original. This content can provide an approximate match, which is also 

called a fuzzy match. The <Pretranslate> tool will give you access to these 

fuzzy matches. 

1. <Pretranslate> works with the whole document rather than just one 

cell.  Pretranslate only populates empty cells, so you can <Paste 

from Source> before pretranslating, if that is likely to be helpful 

for you on a particular project. 

2. Just move your cursor over the <Tools> button so that the drop-

down menu appears and select <Pretranslate>. 

 

3. Fuzzy matches will appear with a gold bar to the left of the target 

cell. Moving the cursor over a target cell will cause a text box to 

appear indicating the percentage match, weighing the original text 

in translation memory against the source text for the particular cell. 

Dots indicate a “repaired match.” This usually means that numerals 

have been replaced in the match based on the new source content. 
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4. You can click on the translation memory icon to the right of the 

segment to see not only various available options, but the 

differences between the stored original and the current source 

content. Every little difference, including formatting (e.g., italics, 

bolding, length of a dash, etc.) will influence the match percentage 

score. A fuzzy match may work perfectly for your translation or it 

may need editing. Even a 100% match may need editing. 

5. You can then edit the new target content to match the current 

source content. 

 

iii. Occasionally you should hit the <Save> button at the top of the <Browser 

Workbench>. We suggest saving after every five or six segments. In your 
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<Personal Preferences> you can set the interval for the system to save 

automatically. (This will be discussed later.) 

1. Any segments you have changed (including a simple space or a 

change that you undo) will have a green bar to the left of the target 

segment after saving. All other segments will maintain their 

colored bars. 

2. Even a fuzzy match MAY be an accurate translation needing no 

changes. If you want the bar to change, type a space in the cell and 

delete it. After saving, the cell will be green. This is one way to be 

sure you have checked the cell. 

 

iv. When your translation is completed, you can either use the <Save> button, 

which will save your work, but will not move your work to translation 

memory, or you can use the <Save and Update TM> button. This will 

make your work available to you for future projects. It will also make your 

work available to other site-based translators in MCPS to leverage in their 

work. This is a good way to collaborate and increase consistency in 

terminology and style among MCPS translators and across sites and 

documents. Site-based translators can read the central MCPS translation 

memory, which is controlled by the Language Assistance Services Unit. 

They can read and write to a shared translation memory just for Site-based 

translators. 

v. Just above the first source segment and just below the title of the task, 

there is a drop-down menu. This is a filter to limit the segments one is 

viewing at any one time. The most useful options are: 
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1. <All Segments>, which allows one to view every segment in the 

document; 

2. <All except ICE and 100%>, which allows one to view all empty 

target cells and any cell that has a manual translation (green) or a 

fuzzy match (gold); 

3. <All non-translated>, which allows one to view all empty target 

cells; and 

 

4. <All matching text>, which provides a search engine so that one 

can find every cell that has a certain word or string of words. This 

helps find repeated segments and to assure consistency in how one 

expresses a particular term. 
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vi. The <Viewer> button in upper right-hand corner of the <Browser 

Workbench> allows you to see the original source document at any time. 

It also allows you to see what you have saved in the target document, but 

only what you have saved. You can also view both the source document 

and what you have saved of the target document side-by-side. 

1. Click on the <Viewer> button. 

 

2. If the <Viewer> does not open to the document you wanted, 

choose the appropriate tab to view the desired document or 

documents. 
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Postprocessing Documents from the MCPS TMS 

From Text to Publication 

The actual postprocessing of translated documents is done in the original word-processing 

program (e.g., MS Word). There are a couple of ways of obtaining the saved file from TMS to do 

your postprocessing. 

1. You can use the <More Options> menu on the <Task List for Project:…> page. 

a. Click the box in front of the desired document on the <Task List for Project:…> 

page. The <More Options> drop-down menu will appear. 

 

b. From the <More Options> drop-down menu, 

select the <Asset Options> option. A side 

menu will pop up. Choose <Download>. 

This will open a dialog box allowing you to 

choose whether you want the <Source 

assets>, the <Target assets>, or the <Source 

assets under target names>. You will usually 

just want the source assets. 

                     



24 TMS Language Translation Tool 

c. Follow the steps in the dialog box to save the files on your computer or server and 

to extract the files. The files are downloaded as a zip folder. You will have to dig 

through several folders to get to your actual folder after it is zipped. The file will 

have the same name as the original, but will be in a folder labeled by the language. 

 

d. You can now edit the document in the appropriate program to be sure it is well 

formatted for final publication. 

2. For the next two download options, you need to be sure that you have a <Save As…> 

button on your toolbar IN MICROSOFT WORD. 

 

a. From your toolbar, choose the <Tools> drop-down menu. Select <Customize…> 
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b. The <Customize> dialog box will open. Be sure that you are on the  

<Commands> tab. Be sure the <File> category is highlighted. 

      

c. Locate the <Save As…> command. Left-click the <Save As…> command. You 

should see a button icon at the end of your cursor. Drag that button to a 

convenient place on your standard toolbar (the toolbar that has the icons for 

opening and saving files and for printing, etc.). Release the mouse button to drop 

the <Save As…> button into place. 

      

3. If you have a <Save As…> button on your standard tool bar, you have two extra options 

for downloading files 

from TMS. 

a. From the <Task 

List for 

Project:…> page, 

click on the 

<Asset> you wish 

to download. The 

<Viewer> will 

open. Be sure you 

are on the tab for 

the file you need. 
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b. Right-click on the <Viewer>toolbar. A drop-down menu will appear listing 

available MS Word toolbars. Select <Standard>. 

 

c. The standard MS Word toolbar will appear. You can click on the <Save As…> 

button and save the file to your computer or server. The default file name will be 

“viewer,” so be sure to change the name to something appropriate. 

d. You can now edit the document in the appropriate program to be sure it is well 

formatted for final publication. 

e. The same process, using the MS Word toolbar and the <Save As…> button can 

be done from the <Browser Workbench> by clicking on the <Viewer> link in the 

upper right-hand corner. 
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Completing and Canceling Projects in TMS 

 

1. Once the document is confirmed as ready to publish, you can complete the task.  

a. On the <Task List for Project:…> page, click the box to the left of the task you 

wish to complete. Then click the <Complete> button. 

 

b. The <Complete Task(s)> dialog box will open. Click the <OK> button. You can 

select more than one task to complete at a time, as long as all tasks are on the 

same step and in the same locale (i.e., the same language). 

c. Completing the <Translate> step will take you to the <Confirm Translated 

Document> step. This is a fail-safe so that if you find that you need to change 

something after completing the translation, you can. You can still use the 

<Edit/Translate…> button and all of the translation tools to modify your 

document. We suggest completing the <Translate> step when you are finished 

with the translation and then completing the <Confirmed Translated Document> 

when you know the postprocessed document is in its final form and ready to go 

out to the public. 

d. When all tasks are completed, the project will be completed. Once a project is 

completed, it will no longer appear in your project list if the <View> is set at 

<projects assigned to me>; however, you can still see it if you change the <View> 

to <projects for clients I am a member of>. 

2. If for some reason you need to cancel a task or a project before it is completed, you can 

do so, but only from the <Task List for Project:…> page. 

a. Select the task or tasks to be canceled by clicking the box to the left of each. If all 

tasks in a project are to be canceled, you can click the box at the top of the 

column of boxes. 
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b. Move your cursor over the <More Options> button and select <Cancel Tasks>. A 

dialog box will appear asking you if you want to cancel the selected tasks.  

c. Once all tasks in a project are canceled, the project is canceled. 

d. Once all tasks in a project are either canceled or completed, the project is 

completed. 
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Personal Preferences in the MCPS TMS 

 

 

1. Select the <Tools> tab from one of the primary windows of TMS. The <Tools> button in 

the <Browser Workbench> has a different function. The two are not available in the same 

windows. The <Tools> tab will take you to the <Tools> page. 

 

2. Click on the <Personal Preferences> link. This will take you to the <Personal 

Preferences> page, where you will be able to manage various functions of TMS as best 

suits you. 
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a. You will not be likely to need email notifications, so we would suggest 

deselecting both boxes in the <Sending Email> section. 

b. You are not likely to need to make any changes in the <User Interface> section. 

c. In the <Translation Memory> section, we recommend that you leave <Update 

translation memory by default when importing:> unchecked. 

d. In the <Translation Memory> section, we recommend that you try the <Minimum 

score for matches in the Browser Workbench:> at 60% and adjust it over time 

based on experience. You may find that you know with certain documents that, 

before you upload them, you want to move the score up or down for what you 

expect to be the best leverage for the particular project. Feel free to experiment 

with this. You are not likely to need to worry about <Minimum score for matches 

when exporting:>. 
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Other Tools in the MCPS TMS 

 

On the <Tools> page there are two other links: <Term Databases> and <Translation Memories>. 

You have limited permissions with each of these tools. In both tools you can search for 

established terms or for the way a word or phrase has been translated in the past by yourself or 

others. 

1. To search the <Term Database>, you must first select the relevant database. For your 

purposes it will always be <MCPS_Default_TD…>. 

a. You must then select the language for your search from the <Search In…> drop-

down menu. 

 

b. In the <Search For…> text box, type the term you want to find or and asterisk (*) 

for a wild-card search. A wild-card search will allow you to browse the Term 

Database. 

c. You search will produce a list of results. You will see all relevant terms in all 

languages. 

 

d. If you want to propose terms for the Term 

Database, you would click on the <Propose 

Entry> button. 

e. The <Term Database – Propose New Entry 

dialog box will open. You can then make your 

proposal to add a new term or to disapprove a 

term you think is inappropriate. You should 

explain your proposal in the <Proposal 

Comment:> test field. The change will not take 

place until your proposal has been reviewed and 

approved. 
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2. You can search the <Translation Memories> in a similar fashion. 

a. The translation memory to which you can write is <MCPS Site-Based Spanish 

TM>. 

b. You can search and read any translation memory. 

c. When searching in a translation memory you must select between <Source> or 

<Target> in the <Search In:> drop-down menu. On the next line you define what 

language is your desired <Source> (for us, always English) and your desired 

<Target> (e.g., Spanish). 

 

d. If you find something you want to use, you can copy and paste from this page. 
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Questions and Support for MCPS TMS Language Translation Tool 

 

This training covers basic concepts and tools. If you have any questions or need technical 

support you can communicate with: 

 

 María Elena Escobar, LASU Publications Manager 

 Maria_E_Escobar@mcpsmd.org 

  

 

 Sandra Rodriguez, LASU Administrative Secretary 

 Sandra_Rodriguez@mcpsmd.org 

  


