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Login

Log into your 
DeepTranslate account.
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sample.demo@deeptranslate.hk



2) Translate

When you sign in or click 
[Translate]  on the top menu 
bar, you will be on the 
Translate page. 

3 – Customise your settings. 
Details on the next page

2 – Select language for translation

1 – Select whether to translate 
Document or Text



2a) Translation 
Settings

On the Translation Settings 
panel (on the left), you may 
choose your:
1. Target Language

Select your preferred target language 
style according to readership

2. Domain
For Finance – HKEX domain, you 
can enter a stock code (optional) and 
tick Announcement (if applicable)

3. My Styles
Enhance accuracy and consistency
by enabling TMs (Translation 
Memory) and Glossaries. More 
details on “2d) Enable TM / Glossary” 
(P.8)

4. Format
Select your preferred format for date 
and number. 

Click      to 
expand options
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Enter a stock code (optional)

Enable TMs and Glossaries if available
(More details on P.8)

Tick for translating announcements



2b) Document 
Translate

After setting the Translation 
Settings, you may translate 
your document on the 
Document Translate page.

2 – Name this translation job (Optional)

1 – Upload a document to translate

3 – Click to translate



2c) Text 
Translate

After setting the Translation 
Settings, you may translate 
your text on the Text 
Translate page.

Max: 5000 words. 

1 – Enter the source text

2 – Click to translate 3 – View the translation



2d) Enable TM / 
Glossary
The use of Translation 
Memories (TMs) and Glossaries 
can improve accuracy and 
consistency. 
See P.11-15 for how to create 
TMs and Glossaries.

1 – Click the                  button 
to add TMs/glossaries 

3 – Drag and move to arrange 
the priority. The top entry has 

the highest priority.

2 – Select TMs/Glossaries



3) My Documents 
– download your 
translation

Your translation and Quality 
Check results can be 
downloaded on the My 
Documents page.

Click         to download the original

Click         to download the translation 

and Quality Check results. 



4) Quality Check
Functions on the Quality 
Check page helps ensure the 
quality of your translation.

Note: For Glossary Check, a 
glossary must be selected 
as well.

1 – Select which tool to use

2 – Upload the source 
and target files

3 – Click to submit

4 – Download the result under 
My Documents



5a) Create 
Glossaries
Glossaries helps ensure 
accuracy and consistency. 

Create a glossary that you 
can later enable for 
translation or select for 
Glossary Check (under 
Quality Check).

3 – Upload your glossary 
in .xlsx format

1 – Select the GLOSSARY tab

2 – Add a glossary



5a) Create 
Glossaries 
(continued)
This is an example of a 
glossary (in .xlsx format). 
Enter Chinese on the left 
and English on the right. 
Do not include headings. 
Glossary is case 
sensitive for English to 
Chinese translations 
(except single word 
glossary entries, e.g. “US” 
and “UK”). 



5a) Create 
Glossaries
(continued)
After uploading the Excel 
file:
1. View and check your 

glossary. In case of any 
mistake, please close 
the pop-up window, 
correct the mistakes in 
Excel and re-upload.

2. Make sure Chinese is 
on the left and English 
is on the right. Click     
to swap if necessary. 

3. Click the icon to 
save.

2 - Make sure Chinese is on the 
left and English is on the right. 

Click to swap if necessary. 3



5b) Create TMs
Create Translation Memory 
(TM) using vetted translation 
pair to help ensure accuracy 
and consistency for future 
translation.

1 – Select the TM tab

2 – Create a TM

3 - Upload the source 
file and target file

4 – Select languages

5 – Name the TM 5 – Click to submit



1. After clicking               , 
the TM entry may take a 
few minutes to process 
(depending on the file 
size). Click the entry to 
review the alignment. 

2. A window will pop up. 
Click                  to view 
alignments that require 
manual confirmation. 
(Optional)

3. Click        to accept. 
Click        to edit.

4. Edit the alignment and 
click              . Remember 
to accept again.

5b) Create TMs
(continued)
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6) Other 
Settings
Click the User Icon at the top 
right corner. 

1. Select 
to go to Account Settings

2. Select 
to view usage statistics

3. Select 
to update highlight setting

4. Select
to create and manage 
users

5. Click                 after using
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6a) My Account 
(Account Settings)

On the Account Settings 
page, there are two tabs -

and    . 

The tab allows you 
to manage your login.

Select the Security 
tab to manage your 

login.



6a) My Account 
(Account Settings)
(continued)

Manage your account under 
the     tab on the 
left. 

Sample Demo

10000

sample.demo@deeptranslate.hk

Sample Demo Company Your role is displayed here. Different roles have 
access to different functions. User Maintenance 

can only be accessed by an admin.

Total monthly credit 
of your account

Select the 
INFORMATION tab to 

manage your 
account.

Click to modify the name of your account 
or enable/disable email notifications



6b) Usage 
Statistics

On the Usage Statistics 
page, you can view your 
usage summary and 
download usage reports in 
PDF/XLSX file format.

View your monthly 
usage summary

Download monthly 
usage report in 

PDF/XLSX file format.

Export usage statistics 
in XLSX file format.

Swap between bar chart 
and breakdown table



6c) Company 
Settings

(Highlight Settings)

On the Highlight Setting 
page, you may customise the 
settings listed.

Sentences in a translated 
document are highlighted in 
three different colours to 
reflect how much they 
matches with translation 
memory – the higher the 
level, the lower the risk of 
mistakes, vice versa. It can 
help speed up your vetting 
process by concentrating on 
the risky parts.

Enable/disable highlighting 
Save your changes

Customise your thresholds for highlighting



6d) User 
Maintenance
(for Administrators only)

On the User Maintenance 
page, you will see users’ 
details and status. 
You can also create a new 
user. See next page for 
details. 

Users’ 
emails 
are 
shown 
here

Users’ 
names 
are 
shown 
here

Users’ 
dates 
of 
joining 
are 
shown 
here

“Enabled users” are ready to access the service.
“Unverified users” shall verify through emails.
“Disabled users” are users who have been deleted.

Create User
(see next page)

: resend verification email

: delete user

: reset password

Enabled

Unverified

Disabled



6d) User 
Maintenance
(continued)
(for Administrators only)

Administrators can create 
new users on the User 
Maintenance page. 

Users’ 
emails 
are 
shown 
here

Users’ 
names 
are 
shown 
here

Users’ 
dates 
of 
joining 
are 
shown 
here

1 – Create user

2 – Enter the details 

3 – Submit

4 – A verification email will be sent to the user. Follow the 
instructions to receive another email with a password. 



Contact Us

For any other issues, feel 
free to contact us directly by 
phone or email. You may 
also leave us a message on 
the Contact page. We will 
get back to you to provide 
assistance.


