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1 About this Document

1.1 Version

Version: 1.6, 2006-01-20
Author: Klaus Hofeditz and Frank Bergmann
Status: Preliminary

1.2 Scope

This manual describes how to use the functionality of the ]project-translation[ Freelance Extension.

1.3 Audience

The manual is written for users and project managers. We assume that you have basic computer skills.

2 About the Translation Freelance Extension

The ]project-translation[ Freelance Extension allows “Project Manages” and “Freelance Managers” to manage the life cycle of a freelancer and to automate the generation of financial documents for freelancers. The extension consists of three main components:

· [image: image21.png]


Freelance Recruiting Pipeline:
Allows you to manage the recruiting process of freelancers. The database stores information about applications, translation tests and translation test results.

· Freelance Skill Database:
Allows you to manage the profile of each freelancer. The Skill Database records information about the freelancer's source languages, target languages, specialization areas, available computer systems etc. This information is available "at your fingertip" when you staff your project.

· Freelance Invoice Generation:
Allows you to generate purchase orders and invoices for freelancers from information in the translation workflow.

Key benefits of the Freelance Extension include:

· Improved Project Staffing Decisions:
The integrated “freelance file” allows PMs and Freelance Managers to see all information about a freelancer in one page. This saves time and allows for better decisions when staffing a project.

· PM and Freelance Manager Efficiency Gains:
PMs and Freelance Managers don’t need to “ask around” for the opinion about a particular freelancer. PMs and Freelance Managers have a single place where to look for information about a freelancer.

· Shared Supplier Database Across Offices:
The Freelance Extension provides a particular benefit for company with more then one translation office. The module allows different offices to maintain a single provider database. It provides a unified view to all transaction that the provider had with your company.

· Management of Knowledge About Freelancers:
Information about successful or less successful collaboration with a freelancer is not lost when a PM or a Freelance Manager leaves the company.
 

3 The Freelance Database

The following sections will guide you through he process of creating and modifying the information for a freelancer. 

3.1 Creating a Freelance User

The first step to creating a new freelancer is to setup the user using the standard ]po[“ New User” dialog. Please go to the “Users” tab in the main menu and choose “New User”. This leads you to the “new user dialogue” where you can add the data the new freelancer. Please choose the “Group Membership” as “Freelancers” as the only membership. Freelancers have very little access rights in ]project-open[, allowing you to give them access to your system.
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Figure 2: Creating a new freelance user. 
No specific freelance information has been entered yet.

3.2 Modifying Freelancer’s Basic Data

After creating the freelancer user please choose the Users / Freelancers menu and click on “Free Lancer”. You will see a freelancer file similar to the one below.
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Figure 3: A sample freelancer’s file: All information about the freelancer is available in one page.

Most of the “components” (the gray and blue boxes) on this page are part of the main 
]project-translation[ product. However, there are two exceptions:

· The “Freelance Information” Component:
This component contains the freelancer’s recruiting status and some information about the bank connection etc.

· The “Skills” Component:
This component allows you to define the skill profile of a freelancer, similar to the profile in an online job market such as “Monster.com”. The ]project-translation[ Freelance Extension defines a number of “skill types” that have proven useful in a translation agency:

· TM Tools:
Translation Memory Tools such as “Trados 5.0”, “IBM Translation Workbench” etc. 

· LOC Tools:
Localization Tools such as “Passolo” or “Catalyst”

· …

You can customize the skills in this component to the needs of your company. Please see the PO-Configuration-Guide for details on customizing categories.

3.3 Modifying “Freelance Information”

The “Freelance Information” component contains information about the global freelance recruiting process and some general information about the freelancer such as the bank connection etc. 

These fields are readable by the freelancer but can’t be modified.
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Figure 4: A freelancer's "Basic Information"

The fields in this page are intended to the following meaning:

· Recruiting Source:
”How did we get in contact with this person?”

· Recruiting Status:
One of “Test Send”, “Test Received” and “Test Evaluated”.

· Recruiting Test Type:
Describes the type of test that the freelancer has received (there may be different tests for different types of freelancers).

· Recruiting Test Result:
One of “A – Test Approved”, “B – Not the best” and “C – Test completely false”

Again, you can customize the values of these fields to the needs of your company (i.e. add new recruiting status etc.). Please see the PO-Configuration-Guide for details on customizing categories.

3.4 Reporting on Recruiting Information

The “Recruiting Status” and “Recruiting Test Result” fields of the freelance “Basic Information” component area available as filters at the upper part of the freelance list page at Users / Freelancers. The values for the selected freelancers are available in the last two columns of the list.
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Figure 5: The “Freelance List Page”: 
Drop-down boxes allow you to look for freelancers with a particular status

3.5 Modifying Freelance “Skills”

3.5.1 The Skill Component

The freelance “Skills” component defines several “Skill Types” that consist of a number of “Skills”. 
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Figure 6: The freelancer claims that he is capable of translating from the “Source Languages” French (fr) and English (en) into the “Target Language” of German/Germany (de_DE). The English source language skill is confirmed.

The example above shows an example configuration of a real-world case with several Skill Types (Source Language, Target Language…) and several Skills per Skill Type (such as English or “Trados 5.0 Freelance”). Each Skill can be valuated as “high”, “medium” and “low”.

3.5.2 Confirmed and Unconfirmed Skills

You may already have noted the “ticks” ([image: image6.png]


) behind some of the skills in the figure above. These ticks indicate that a “claimed” skill has been “confirmed”. The idea behind “claimed” and “confirmed” skills is a separation of work between a freelancer and the “Freelance Manager” at your company: The freelancer can edit his skills himself and add new ones. However, only members of your company (the “Freelance Managers”) can “confirm” a skill. The following screen shows an example:

[image: image7.png]%) Dani

Ble Edt Vew Go Bookmarks Toos el

Damnfast

=lalx]|

3 users online

Project/Open &t wm

Loaout
Home Forum (TFA Projects Companies
Daniel Damnfast Project/Open

x
en High =] [Figh -
fr High =] [Unconfimed =] T

Update Del
O

—Please select— v] _Add

Camments? Contact

o1





Figure 7: Skills Edit Screen: English has been confirmed, while French is still pending

You can see that the “en” (English) “Source Language” skill has been confirmed as “high”, while the “fr” (French) has skill has not yet been confirmed.

3.6 Selecting Freelancers During Project Staffing

The ]project-translation[Freelance Extension allows you to use the freelance skill database during the staffing phase of your project: Please go to of a project, set the source and target language of the project to “en” and “de_DE” and select the “Add member” link in the “Project Members” component (see below).
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Figure 8: Adding a new user to a project

After clicking on “Add member” you will see the usual “Add Member” dialog. This dialog now contains a third “Freelance” option in the lower part. This option lists all freelancers that comply with the source and target language of your project. (The “Freelance” list will be empty if there is no freelancer matching this condition.)
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Figure 9: An "Add Member" dialog showing the list of freelancers who are matching the project's language combination.

4 Freelance Invoice Generation

The Freelance Invoice Generation provides a “Wizard” similar to the “Translation Purchase Order Wizard” (please see the “]po[-Finance-User-Guide”). The wizard allows you to generate Purchase Orders and Provider Invoices from project assignment information already present in the “Translation Workflow” (please see the “]po[-Trans-Workflow-User-Guide”).

4.1 Workflow Base Data 

The “Freelance Invoice Wizard” assumes that you have setup a project and assigned several tasks to freelancers. The figure below shows the setup of a project that we are going to use as an example in this chapter.
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Figure 10: A sample project with translation task assignments

4.2 Creating a Purchase Order

Please go to the “Finance” tab of the sample project and select the “New Purchase Order from Translation Tasks” or “New Provider Invoice from Translation Tasks” link (both are working in the same way). Also, you can use the same link from the “Finance” main menu. 

As a result you will see the “Task Select” page of the “Freelance Invoicing Wizard” which lets you select different tasks to be sent to the freelancer:
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Figure 11: The “Task Select” page allows you to select the tasks to be included in a Purchase Order

Please not the selected “Freelance Angelique Picard” and “Freelance Ester Arenas” links. These are the “companies” (i.e. legal entities) associated with the “persons” Angelique Picard and Ester Arenas”. We are going to explain the difference more in detail further below.

Clicking on one of the “Submit” buttons will lead you to the next “Proposal” screen.
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Figure 12: The “Proposal” screen shows a Purchase Order proposal generated by the wizard.

This “Proposal” screen shows you the purchase order as generated using the system defaults. This page joins information from several sources and takes specific assumptions:

· The total word count of the .doc files is calculated based on the provider’s Trados matrix. You can edit the Trados matrix in the provider company page.

· The editing time (0.369 Hour in the “Emerging Market Bond Fund.doc” line) is calculated using an average performance of 1000 editing words per hour. This performance is defined as a system “Parameter”. Please see the “PO-Configuration-Guide” on how to change such parameters.

· The hourly price for the freelancer is taken from the provider’s price list (Freelance Angelique Picard). Please see the “PO-Finance-User-Guide” for details on the price list mechanism.

You can now modify both the “Units” and the “Rate” fields and create the final document by pressing the “Create Purchase Order” button.

4.3 “Freelancers” and “Provider Companies”

One issue of the “Invoicing Wizard” is the association between a freelancer (a person) and a provider (a company) because freelancers may potentially belong to more then one company at different moments of time. Also, there are cases where several freelancers have founded a small company together with a single billing address.

The “Invoicing Wizard” deals with these issues by offering you all provider companies that contain the freelancer “person” as a member.
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Figure 13: Angelique Picard is a member of more then one provider company

The figure above shows the situation if Angelique is a member of more then one company (let’s assume that she has set up a company together with her friend Karen Aspero).

Finally, there is the case that the freelancer “Person” is not member of any company yet.
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Figure 14: The “Task Select” page if Angelique Picard is not yet member of a company

The figure above shows this case. In this case the wizard offers you to “Create a new company for this freelancer”. 
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Figure 15: A proposal for a new freelance company for Angelique Picard

Clicking on this link will show you the figure above, which allows you to create a new “Provider Company” for the freelance.

After creating the freelance provider you probably want to edit the new company to define the provider’s price list (please see the “]project-open[ -Finance-User-Guide”) and to set the provider’s Trados matrix.

5 Administration of Freelance Skills

Freelance skills can be customized using the “categories” maintenance page as explained in detail in the PO-Configuration-Guide. 
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Figure 16: Freelance Skill Categories Maintenance

The figure above shows the “Intranet Skill Types” category. This category defines the main types of skills of a freelancer. One “skill box” appears in the “Freelance Skill Component” (see above). The “Description” field of these skills defines the category for the values in each of the skill types. For example, “Intranet TM Tool” is the category for the “TM Tools” skill type. Please select “Intranet TM Tool” if you want to add skills to this skill type.

Please make sure that the “Description” and the name of the skill types coincide.
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