CTS gDoc Quick Start Guide
(Based on the quick guide of the French and Arabic Translation Sections)
1. When the Programming Officer (PO) sends an assignment, the recipient translator or reviser is notified by the Alerts and Messages in gDoc and email in registered email box. 
2. Upon receiving the email, please OPEN gDoc in Google Chrome or Firefox. The notification appears in the lower frame (Alerts and Messages).
3. Click on the job number in blue. The tab "Assignment" opens and it contains the document information.
4. Under "Assignment Detail", click on "Start" on the right.  DA or PO is then notified that you have started working on the job assigned.

5. Top right, in the series of tabs, click on “FileDesk”, “Inbox” opens. Then click on the Word icon：

· For Chrome users, the document should appear at the bottom left corner on your browser. Click open and save it to your desired location on your computer.
· For Firefox users, a new window should pop up. Choose “SAVE” (NOT “OPEN”). Save the document to your desired location on your computer.
6. Follow the steps below to upload your completed document in gDoc:
· Go back to the “Assignment” tab of your assigned job.

· Click on "FileDesk". Top right, click on “Upload New File”.
· Click on "Browse", and retrieve the document from your drive.
· Expand “Category” menu, and select the appropriate information that applies to your job (translation, revision…).

· Expand “Language” menu, choose Chinese.
· Click on "Upload this file". A confirmation message appears. Go back to "Assignment" tab. Drag the slider "Work finished" to 100% and click on "End", DA or PO is notified.
·  Or Click on "Upload this file and End Assignment". A confirmation message also appears.
7. CAUTION
· Always click on START and END (that appears when you move the slider to 100%). If you do not, DA or PO will not be able to transfer your work to the typing pool, even if you have uploaded it.
· Click on START and END for every aspect of your work. For example, in case the credit includes both translation and revision only, click on END for "Translation" and then for "Revision only", otherwise the word count will not be accurate. In "Assignment and Tracking" tab, make sure that both a "Start Date" and an "End Date" appear for each line.
· Clear your "Alerts and Messages” periodically.
