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Less Expensive 
Best Practices for Producing Translations (1)
Recent software innovations make it easier and less expensive to produce translations in the most common newcomer languages.   This newsletter outlines the best practices for producing translations and posting them on the internet.
Use Microsoft Word as the common platform.   All of the most common newcomer languages can be produced in recent versions of Word when using Windows 2000 or XP.   Until recently, producing translations required several steps.   The translation was typed in a language specific word processing program, then the text was formatted with a complex publishing program such as Quark or Page Maker.   Now, translations can be done in one step, directly into Word.
Design and format your document before you send the text for translation.   Because the translator will be working in Word, she/he can type the translation directly into your original English document.       
Format the document using the English text.   Insert the tables, headers, columns and text and picture boxes before you send the file to the translator.  As the translator adds the translation, the text will follow the format of the English original.
You may have to adjust your format slight for translators who work with right to left text (Farsi, Pashtu, Arabic and Urdu…).

Use Unicode compatible fonts.   Not all fonts convert to PDF’s and can be posted on the internet.   Choose a font that will embed.   An embeddable font attaches to a document and automatically engages when the file is opened.  If a font is not embeddable, the text will appear as nonsense.
Microsoft has a tool that will determine if your font is embeddable.   It is called the “font properties extension” and can be downloaded from: http://www.microsoft.com/typography/free.htm   Once you have installed the extension in your computer, right click on a font, go to properties / embedding and look for “installable embedding allowed”.
Embed the file when you save.    Even if you have chosen a Unicode font, you must embed it when you save the file.    Go to tools / options / save / embed true type fonts.
Convert your files to PDF’s.     The most common way to post a document on the internet is to convert it to a PDF file (portable document format).   PDF’s are particularly useful for posting translations because they make pictures or images of the translated text.   The program for opening a PDF is called Acrobat Reader and is a standard feature on most computers.   It can be downloaded for free.   The program for making a PDF is called Adobe Acrobat.   The full version costs about $425 but the upgrade costs about $145.   
What are the limitations of this system?   Word does not lend itself to complicated page layout and design.   Documents with sophisticated designs require sophisticated publishing programs such as Quark and Pagemaker.
Why is this system less expensive?   

Traditional translations cost between 40 to 50¢ a word.  Up to one quarter of the cost is for formatting the text in publishing programs such as Quark or Pagemaker.
What languages are supported by Word?

Word supports 80 languages.   Eighteen of the nineteen translations of the Newcomers Guide to Elementary School in Ontario were produced in Word.   They are Arabic, Bengali, Croatian, Chinese Simplified, Chinese Traditional, Farsi, French, Gujarati, Hindi, Korean, Pashtu, Pilipino, Punjabi, Russian, Serbian, Somali, Spanish and Tamil. Word even has on screen keyboards and spell check features for most languages.
For more information on multilingual features and instructions see: http://support.microsoft.com/default.aspx?scid=kb;EN-US;212400 , and http://support.microsoft.com/default.aspx?scid=kb;[LN];Q311015 
In a future newsletter:   

· how to set up an on-screen keyboard when you are typing in a language other than English

· how to set up spell check and other proofing tools 

· using translated text in Power Point and other programs
Traditional Process





prepare translated text


 


insert and format text according to the final design





New Process





type translated text directly into formatted document
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An Example of this system





If a translator was translating this newsletter.   The translator would:


open the file


print a copy to read as he or she works


choose an appropriate font


backspace on the English and add the translated text.  No formatting is required, 


it is already set.











