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DeepReference User Guide
How to use every workspace function, step by step. The screenshots show the demo account "Maria Conti" 
(Translator Pro) working on a services agreement, English to Italian. The numbers on each screenshot 
match the steps above it.
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1. The workspace
After signing in you land on the workspace. It has four areas:

1. CAT workflow tools: Glossary, Terminology Database, Translation Memory and Revision Comparison.

2. Translate Text: paste text and translate it at once.

3. Translate Document: upload a DOCX, PDF, PPTX, XLSX or XLIFF file.

4. Recent documents: every job with its languages, status and an Open menu (editors, download).

Steps 1–4
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2. Glossaries
A glossary tells the model which translation to use for a term.

1. In the workspace, click Glossary.

Step 1

2. The Glossary tab opens with one row per glossary.

Step 2
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2.1 Open a glossary
1. Click the arrow at the left of the glossary row.

2. The terms of the glossary open below the row.

Steps 1–2

2.2 The buttons on a glossary row
1. On/off switch: makes this glossary the active one.

2. Pencil: rename the glossary.

3. Review duplicates: terms stored more than once.

4. Duplicate glossary: makes a full copy.

5. Export CSV: downloads the glossary.

6. Delete: removes the glossary.

Steps 1–6



5

2.3 Create a glossary
1. Click New Glossary.

2. Click Enter Manually. (Upload File creates the glossary from a CSV or XLSX file.)

Steps 1–2
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3. Type a name.

4. Choose the domain.

5. Choose the source language and the target language.

6. Type a description (optional).

7. Click Create Glossary.

Steps 3–7

8. The new, empty glossary appears in the list.

Step 8
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2.4 Add terms
1. Click the arrow of the glossary to open it.

2. Type the source term.

3. Type the target term.

4. Type a note (optional).

5. Press Enter or click +.

Steps 1–5
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6. The term is added as Approved and the term count goes up (here 4 terms).

Step 6

2.5 Edit a term and choose its usage
Usage tells the model how to treat a translation:

 Approved: the model must use this translation.
 Alternative: kept for your reference only; it is never sent to the model.
 Forbidden: the model is told not to use this translation, and QA flags it.

1. Click the pencil on the term's row.

Step 1



9

2. Change the wording if needed.

3. Choose the usage, for example Forbidden.

4. Click Save term.

Steps 2–4
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5. The usage is shown in the table (here Forbidden).

Step 5

2.6 Import terms into a glossary
1. Open the glossary and click its Import button.

Step 1
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2. Click Choose file and pick a CSV, XLSX or TBX file.

3. Check the languages.

4. Choose the domain.

5. Click Import.

Steps 2–5

6. The new terms are added (here 31 terms). Terms that already exist are not added twice.

Step 6
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2.7 Create a glossary from a file
1. Click Import at the top of the Glossary tab.

2. Click Choose file and pick the file.

3. Check the languages and the domain.

4. Type the glossary name.

5. Click Import.

Steps 1–5

2.8 Sections
Sections group the terms of one glossary, for example Payments.

1. Click + Section.

Step 1
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2. Type the section name and press Enter (or click the tick).

Step 2

3. The section appears next to All and No section. Click it to show only its terms.

Step 3

2.9 Bulk actions
1. Tick the terms you want (or the box in the header for the whole page).

2. The bar shows how many terms are selected.

Steps 1–2
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3. Choose the action, for example Put in a section.

4. Choose the destination (here Payments).

5. Click Apply.

Steps 3–5

6. The terms are now in the section.

Step 6
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2.10 Find and replace
1. Click Find and replace.

2. Type the text to find.

3. Type the replacement.

4. Choose where to search and which terms.

5. Click Preview.

6. Check the change, then click Replace.

Steps 1–6

2.11 Recent changes and term history
1. Click Recent changes.

2. Click Undo next to a change to reverse it.

Steps 1–2
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3. Click the clock icon on a term's row to see its history.

Step 3

4. The history lists every version of the term.

Step 4

2.12 Merge glossaries
1. Click Merge.

2. Choose the glossary to copy from.

3. Choose the glossary to merge into.

4. Click Merge.

Steps 1–4
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2.13 Review duplicates
1. Click Review duplicates on the glossary row.

Step 1

2. Click Find duplicates.

3. Click Keep this one on the translation you want to keep. Exact copies are removed; different 
translations are kept as alternatives.

Steps 2–3
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2.14 Duplicate a glossary
1. Click Duplicate glossary (the copy icon) on the row.

2. The copy appears in the list with "(copy)" in its name.

Steps 1–2

2.15 Use a glossary correctly
A glossary works best when every entry is short and unambiguous. Check these points before you translate:

 Language pair: the glossary must have the same source and target language as the document. An 
English → Italian glossary is not used for English → French.

 One approved translation per term. Keep other valid wording as Alternative (it is never sent to the 
model) and wording to avoid as Forbidden.

 Enter the term, not a sentence: a word or short phrase as it appears in the source, with the target in its 
basic form. The model fits it into the sentence (plural, case); check those forms in review.

 Names, product codes and brands that must not change: enter the same text on both sides, for 
example ACME-X1 → ACME-X1.

 Select the glossary where you translate: in the text translator, or in the glossary step of document 
translation (Use existing glossary).

 Only the terms that appear in your text are sent with it, so one complete glossary per client and 
language pair is fine.

 After translation, the quality checks flag every segment where an approved term is missing. Review 
those segments in the editor.
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3. Terminology extraction (Terminology Database tab)
Extraction finds the key terms of a document and proposes translations. You approve the good ones into a 
glossary. Use the source file only, or add your existing translation so the targets come from it.

3.1 Extract from the source file only
1. Open the Terminology Database tab.

2. Choose the source file (DOCX or PDF).

3. Leave Translated file empty.

4. Choose the source language, the target language and the domain.

5. Click Extract terms.

Steps 1–5
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6. The extracted terms are listed under Pending, grouped by document.

Step 6
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3.2 Extract with a translated file
1. Choose the source file.

2. Choose the translated file (your existing translation of the same document).

3. Choose the languages and the domain.

4. Click Extract terms.

Steps 1–4

5. The targets come from your own translation.

Step 5

3.3 Review the extracted terms
1. Click the eye on a term's row.

Step 1
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2. Every sentence with the term is shown, highlighted in the source and in the translation.

Step 2
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3. Click the pencil to correct a proposed translation.

4. Click the tick under the box to save it.

5. Click the tick on the row to approve the term into the glossary.

6. Click the cross to reject a wrong term.

Steps 3–6

7. The approved term moves into the glossary chosen at the top of the document group.

8. Approve all pending in this document approves every remaining term at once.

Steps 7–8
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3.4 Dismissed and All
1. Click Dismissed to see the rejected terms.

2. Restore a term, or delete it.

Steps 1–2

3. Click All to see pending, approved and dismissed terms together.

Step 3

3.5 Meaning groups
Meaning groups link expressions that mean the same thing (synonyms, inflected forms). Grouping keeps 
every candidate; it does not change glossary entries or the model.

1. Tick the terms that belong together.

2. Click Meaning groups.

Steps 1–2
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3. Create a group, or add the terms to an existing group.

Step 3

3.6 Which domain to choose
The domain lets extraction read each term in the meaning of your field: "discovery" in a court case is not 
"discovery" in research. Choose the domain that matches the document:

 Legal: contracts and agreements, court documents, legislation, compliance documentation, intellectual 
property filings, and insurance documents (policies, claim files, underwriting notes).

 Financial: annual reports, financial statements, audit material, banking documents, risk disclosures.
 Medical: clinical reports, patient forms, research summaries, discharge notes, medical device 

instructions, consent documents, and pharmaceutical material (labels, clinical trial material, safety 
updates, regulatory submissions).

 Technical: software and API documentation, technical specifications, architecture documents, security 
policies, hardware manuals, and telecommunications documents (network specifications, installation 
guides, SLA documents).

 Manufacturing: SOPs, work instructions, quality manuals, product specifications, safety sheets, supplier 
documents.

 Automotive: service manuals, warranty documents, parts catalogs, diagnostic procedures, owner 
manuals.

 Energy: technical reports, grid documents, renewable energy studies, safety procedures, environmental 
reports.

 Government: policy papers, public notices, administrative letters, procurement documents, permits.
 Marketing: campaign copy, product pages, landing pages, social posts, email content, brand guidelines.
 General: anything else, or a document that mixes several fields.

The domain is used only for terminology extraction. It does not change how a document is translated: the 
tone and the glossary do that.
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4. Translation memory (Translation Memory tab)
The translation memory (TM) stores approved sentence pairs. When a new document contains the same 
sentence, the TM fills it in (100% match) at no word cost; similar sentences are offered as suggestions in the 
editor.

1. Open the Translation Memory tab.

2. Search the segments.

3. Filter by domain and language pair.

Steps 1–3

4.1 Import a TMX file
1. Click Import.

Step 1



27

2. Click Choose file and pick a TMX, SDLTM, MQXLZ or bilingual XLIFF file.

3. Leave the languages on From file, or pick them if the file has none.

4. Choose a domain (here Legal).

5. Click Import.

Steps 2–5

6. The imported segments are listed (here 15 segments, filtered to Legal).

Step 6
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4.2 View, edit and delete segments
1. Click the arrow at the end of a row to open the segment.

2. Click Edit to change it, or Delete to remove it.

Steps 1–2

3. To delete several segments, tick them and click Delete selected.

Step 3

4.3 Duplicates and alternatives
1. Click Review TM library.

Step 1
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2. Click Duplicates and alternatives.

3. Click Find duplicates.

Steps 2–3

Each card is one source sentence stored more than once. Click Keep this one on the translation you want: 
exact copies are removed, different translations are kept as alternatives.

4.4 Build a TM from an old translation (Align bilingual text)
1. In Review TM library, click Align bilingual text.

Step 1
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2. Choose the original and the translated Word file, then click Load document paragraphs (or paste the 
paragraphs, one per line).

3. Check the languages.

4. Click Suggest alignment.

5. Tick each correct pair.

Steps 2–5
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6. Leave weak pairs unticked: low scores (here 0.55) are usually wrong.

7. Click Add reviewed pairs to memory.

Steps 6–7

4.5 Export
1. Click Export TMX. The memory (or the current filter) downloads as a TMX file for other CAT tools.

Step 1
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5. Text translation, tones and glossary
1. In the workspace, click Open text translator.

Step 1

2. Choose the tone. The menu describes each tone.

Step 2
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3. Choose a glossary (optional).

4. Keep Use Translation Memory ticked.

5. Choose the source language and the target language.

6. Paste the text.

7. Click Translate.

8. The translation appears on the right. Click Copy to take it.

Steps 3–8

9. Change the tone (here Informal) and click Translate again. The glossary terms stay the same.

Step 9

Ten tones are available: Standard, Formal, Informal, Professional, Diplomatic, Simplified, Technical, Casual, 
Persuasive and Concise.
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5.1 Which tone to choose
The tone sets the voice of the translation, never its content. Choose it for the reader:

 Standard: the default, neutral voice. Right for most documents.
 Formal: contracts, court filings, official letters, policy documents.
 Professional: business correspondence, reports, proposals, customer notices.
 Diplomatic: customer support replies, complaints, sensitive messages.
 Technical: manuals, specifications, software documentation.
 Simplified: patient information, guidance for citizens, readers who are not native speakers.
 Persuasive: campaign copy, product pages, landing pages.
 Concise: internal documentation, summaries, interface text.
 Informal: newsletters, blog posts and messages to a familiar audience.
 Casual: social posts and chat messages.

The same tones are offered in the first step of document translation. In the editors you can retranslate a 
single segment with another tone to compare.
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6. Document translation
1. In the workspace, click Upload a document (or drop the file there).

Step 1
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2. Choose the tone.

3. Choose the source language, or Detect language.

4. Choose the target language. Type in the search box to find it.

Steps 2–4
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5. Choose how to translate: Translate with AI (whole document, review afterwards) or Open in the 
translation editor (translate yourself, AI on request).

6. Click Continue.

Steps 5–6
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7. Choose the glossary option, for example Use existing glossary.

8. Tick the glossary to use.

9. Click Continue.

Steps 7–9
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10. Keep Use Translation Memory ticked (or import a TMX for this job).

11. Click Continue.

Steps 10–11
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12. Check the summary.

13. Click Start translation. (You can also save these settings as a preset.)

Steps 12–13
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14. When it is ready, click Download DOCX, or open the Translation Editor or the Document Editor.

Step 14
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7. Translation Editor (segment by segment)
Open it from the finished job, or from Recent documents → Open → Translation Editor. Each segment 
shows its origin: AI (machine translation), Draft (edited, not approved), 100% TM, or Approved. The editor 
has four areas:

1. Project tools.

2. Status counters and navigation.

3. Segments: the source and its translation.

4. Side panel: unit, quality checks, re-translate, resources and memory.

Steps 1–4
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7.1 Edit and approve
1. Click a translation to edit it.

2. Click Approve (Ctrl+Enter). The segment is confirmed and saved to your TM.

3. Or click Draft (Ctrl+Shift+S) to keep it unapproved.

4. Approved segments turn green.

5. Next untranslated and Next issue jump through the document.

Steps 1–5
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7.2 Side panel
1. Segment resources → Glossary lists the glossary terms of the segment.

Step 1

2. Segment resources → Translation memory lists the TM matches.

Step 2
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3. Quality checks lists the issues of the segment, for example a glossary term not used.

Step 3

4. Open Translation settings to change the tone, context and glossary of one segment.

5. Click Re-translate.

6. Export (top right) downloads the document: Original format or Plain text.

Steps 4–6
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7.3 Project tools
1. Click Editor resources.

2. Tick the memories and glossaries that feed the suggestions for this document.

3. Click Save resources.

Steps 1–3
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4. Click Replace a term to change how one term is translated in the whole document.

5. Type the term in the source, the current translation and the new translation.

6. Click Show changes. Nothing changes until you confirm; approved and locked segments are never 
changed.

Steps 4–6

7. Click Project history to see every saved version. Restoring an older one saves it as a draft.

Step 7
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8. Click Share project.

9. Type the reviewer's email and choose the access (review and edit, or view and download).

10. Click Share project.

Steps 8–10

11. Click F&R to find and replace inside the translations.

12. Bilingual review (CSV) downloads a two-column file for an external reviewer.

Steps 11–12

Only one person edits a project at a time. If it is open elsewhere you see "Someone else is editing this 
project" and can still read it; click Start editing when the other session has finished.



49

8. Document Editor (page view)
The Document Editor shows the translated document as a page, with its layout and tables, so you can 
review in context.

1. Open Recent documents → Open → Document Editor. The translated page opens.

Step 1
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2. Click a text block on the page.

3. Edit the translation on the right.

4. Click Approve (or Save as Draft).

Steps 2–4



51

5. Click Source to see the original page; Translated switches back.

6. Flagged shows the blocks with QA issues.

Steps 5–6

7. The source page is shown.

Step 7
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8. Click Export and choose Original format or Plain text.

Step 8



53

9. Revision comparison
Use it when the client sends a new version of a document. Same language compares two versions and 
shows what changed; nothing is translated. With translation updates a document you already translated 
here: only the changed sentences are re-translated, every unchanged sentence keeps its approved 
translation.

9.1 Same language
1. Open Revision Comparison and click Continue under Same language.

Step 1

2. Choose the old version under V1 · Original.

3. Choose the new version under V2 · Revised.

4. Click Compare Documents.

Steps 2–4
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5. The summary shows how many changes were found.

6. Download Word with tracked changes, the revised document or a summary CSV.

Steps 5–6
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7. Every change is shown side by side: removed words in red, added words in green.

Step 7

9.2 With translation (update an existing translation)
1. Open Revision Comparison and click Continue under With translation.

Step 1
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2. Choose the original document you translated here.

Step 2

3. Choose the revised DOCX.

4. Click Compare with original.

Steps 3–4

5. Click Yes, translate the changes. (No, keep the old translation marks the changed sentences as out of 
date; nothing is sent to the model or charged.)

Step 5
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6. The changed sentences are translated (here 7 / 7).

Step 6

7. Check each new translation. Re-translate, Again, Formal, Concise or Simpler redo one segment.

8. Click Apply revision.

Steps 7–8

9. Click Open in Editor to review and approve the new translations.

Step 9
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10. Settings and Custom List

10.1 Settings
1. Open the Settings tab.

2. To save everything as a client or project preset, type a name and click Save current as preset.

3. Set the translation defaults: source and target language, extraction domain and tone.

Steps 1–3
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4. Translation Memory: on/off, minimum match (default 75%), fill exact matches, save approved units, 
auto-propagate repeats.

5. Glossary: case-sensitive and morphology matching.

6. Terminology & extraction: auto-extract after translation; approval Always review or Auto-approve.

7. QA checks: choose which checks run.

Steps 4–7

Click Save settings at the bottom of the page to keep your changes.

10.2 Custom List
Custom List holds your forbidden terms: words that must never appear in a translation. QA flags them in 
every document.
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1. Open the Custom List tab.

2. Type a forbidden term (or paste several separated by commas).

3. Click Add (or press Enter).

Steps 1–3


	Contents
	1. The workspace
	2. Glossaries
	2.1 Open a glossary
	2.2 The buttons on a glossary row
	2.3 Create a glossary
	2.4 Add terms
	2.5 Edit a term and choose its usage
	2.6 Import terms into a glossary
	2.7 Create a glossary from a file
	2.8 Sections
	2.9 Bulk actions
	2.10 Find and replace
	2.11 Recent changes and term history
	2.12 Merge glossaries
	2.13 Review duplicates
	2.14 Duplicate a glossary
	2.15 Use a glossary correctly

	3. Terminology extraction (Terminology Database tab)
	3.1 Extract from the source file only
	3.2 Extract with a translated file
	3.3 Review the extracted terms
	3.4 Dismissed and All
	3.5 Meaning groups
	3.6 Which domain to choose

	4. Translation memory (Translation Memory tab)
	4.1 Import a TMX file
	4.2 View, edit and delete segments
	4.3 Duplicates and alternatives
	4.4 Build a TM from an old translation (Align bilingual text)
	4.5 Export

	5. Text translation, tones and glossary
	5.1 Which tone to choose

	6. Document translation
	7. Translation Editor (segment by segment)
	7.1 Edit and approve
	7.2 Side panel
	7.3 Project tools

	8. Document Editor (page view)
	9. Revision comparison
	9.1 Same language
	9.2 With translation (update an existing translation)

	10. Settings and Custom List
	10.1 Settings
	10.2 Custom List


