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End to End Flow & Status/Version Flow  

The end to end process of a study being translated is as follows:  

1. The study is created in Signant’s Trial Studio software this includes: the text that needs translating, 
the position of the text, the size of the space it can be contained in, which languages it needs 
translating to, etc. 

2. The study is pushed into Translation Hub.  
3. The Signant team member signs into Translations Hub and assigns different Languages or Forms 

within that study to a Vendor (the translation company contracted to do these translations). 
4. The Signant team member adds any relevant documents to the study in Translations Hub. 
5. A Vendor user signs into Translations Hub, goes to the study and assigns forms to their Translators. 
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6. The Translator signs into Translations Hub and goes to the study and the language they have been 
assigned, they either download the CSV for offline translation or go to the translation page. 

7. The Translator then does the translations either in Translations Hub translations page or on the CSV, if 
they work offline on the CSV they then upload the CSV to the language and check the translations 
page to make sure their work is correct. 

8. Once the Translator has completed this they mark the language as ‘For Signant Review’. 
9. A Signant team pulls the translation from Translations Hub into Trial Studio, where they create a 

Localized Screen Report (how the translations would look in the actual app or site the end user would 
see them in). 

10. Signant team member uploads the Localized Screen Report and adds any comments or supporting 
documents to the study, they then mark it ‘For Vendor Review’. 

11. The Vendor or Translator signs into Translations Hub and actions any comments or requests, once 
they have updated their work and are confident it is correct they mark the language as ‘For Signant 
Approval’. 

12. A Signant team pulls the translation from Translations Hub into Trial Studio, where they create a new 
Localized Screen Report. 

13. Signant team member signs into Translations Hub and reviews the updates, if it is all OK they mark 
the languages as ‘Approved’, if not they mark it as ‘For Vendor Review’ after leaving comments and 
supporting documents. 

14. If the language has been approved the Vendor user then signs into Translations Hub and uploads a 
CoT (certificate of translation), this translation is now complete.  

End to End Flow and Status/Version Flow can be found on a PDF in the same location as this document. Please 
study these flows alongside this User Guide. 
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Helpdesk Details 
 

Please see the Blinx Service Management document for in depth detail, however a brief overview is given 
below.  

If you come across any problems whilst using the application please submit a help ticket to our Helpdesk team. 
To submit a ticket, it’s as easy as sending an email to: helpdesk@blinxsolutions.atlassian.net.  
If your organization would also like a help desk portal to be set up for key users, we can do that too. This will 
allow your users to view help desk ticket status and history.  
   
To ensure the fastest service possible, we ask the following information to be included in the help desk request 
if reporting a potential issue with the product.  
  

   URL: 
  

   Person Logged In: 
  

   Browser(s): 
  

   Actions to recreate bug: 
  

   Expected Results: 
  

   Actual Results: 
  

   Screen shot: 
  

   Other relevant info: 
  

 
Common issues: 

- Missing Languages on Trial Studio import 
o Add screenshots of the languages being sent and the country/language codes 
o Add which study is being sent.  

- Vendor Group needs updating. 
o Add which vendor group needs changing and which details 

 
Please submit a help ticket if you encounter any of the above issues. 
 
Other Avenues of support:  

- Signant users requiring a new user created or a user edited, please contact 
TranslationHub@Signanthealth.com  

- Vendor users requiring translator users being added to your vendor group please contact your vendor 
admin user team.  
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Initial Sign In  
 

When you have been entered into the system by an admin user you will receive an email to the email address 
given from no-reply@verificationemail.com (you may need to check your spam folder) which will include a 
temporary password and a log in link. Follow this link to be taken to the Translations Hub sign in page. There is 
a 5 day expiry on this temporary password, so please make sure to set up your account quickly. If for any 
reason you were unable to do that within the time frame, please submit a support ticket. 

 

Create a Password in the ‘New Password’ field that follows the below guidelines: 

Minimum length 8 characters 

Requires Numbers 

Requires Special Character 

Require Upper Case Character 

Require Lower Case Character  
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Locked Studies 
 

When a study is being ingested (either initially or a subsequent ingest), the study will show as being locked in 
Translations Hub. This means that no changes can be made to the translations within the context view page, 
however all pages should still be viewable. Depending on the size of the study being ingested this could be 
locked for a couple minutes, after which time if you refresh your screen the locked message should disappear. 

 

 

 

File Management 
 

During use of Translations Hub there are times when you may be required to upload or download files. 
Translations Hub Release 1 has the capacity to share and store files on a per study basis, this means that files 
that are accessed through the ‘View Files’ button are associated with all languages in the study and not 
necessarily the language that is currently being worked on. To help mitigate the risks of downloading and using 
the wrong files please see our below tips for good file naming and management techniques. 

1. Create a folder (in a cloud storage location you have access to or your local machine) to store all 
Translations Hub downloads with a subfolder for each study, and another sub folder for each 
language within the study that you are working on.  

 
2. When creating files to upload to translations hub it is recommended to use the following naming 

convention:  
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Study name_language and country codes_file description_date_version_initials of user  
 
e.g. a-1383-0033-web-v1-p3_frca_notes_03_Jan_2022_v1_GH.  
 

This will help yourself and other users know which files to use. 

3. When downloading files make sure to save them in the correct folder location. 
4. When downloading a CSV for offline work save it to the correct location, it is also recommended to 

have an auto save setting on your excel during your offline work.  

Below are the steps to turn on Auto-save in Excel: 

Click the File tab 

 

Click on Options 

 

In the Excel Options dialog box, click on the Save option on the left. 

 

Check the option – ‘Save AutoRecover information every’ checkbox. By default, the value is 10 minutes, but 
you can choose a lower or higher value if you want. 
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Check the Option – “AutoSave OneDrive and SharePoint Online files by default in Excel’. This option works for 
Office 365 only and saves your work in real-time (every few seconds). 

 

Click Ok 

5. When uploading a CSV to Translations Hub you should save this file in your folder as a specific version 
so that you can easily track the changes you have made between uploads/versions.  
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How to Export Table Details 
 

From many screens, you will have the option to export the tables. To do this, click the button named “Export 
Table” located at the top right of the screen.  

 

Once selected a modal titled “Export Table” will be presented.  

 

Enter the filename you wish to save the Export as. Click the filetype dropdown and select the filetype you wish 
to download the information as (Excel xlsx, CSV or PDF). If you select PDF you will see a Portrait/Landscape 
option appear, click the option you prefer.  

 

Once you have selected your option click the ‘Export’ option and you will see the file automatically download 
in your browser. The details in the exported file will persist with the selections made in app when 
downloading a pdf, so any sorting, filters and hidden columns will remain in the file downloaded. 
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Vendor User 
Translator Management  

As a Signant User, selecting ‘Translator Management’ in the side navigation menu will take you to the 
Translator Management page.  

 

Translator Management Table Details 
The table will include the follow information for each user: 

- Created Date 
- Last Updated 
- Name 
- Enabled 
- Account Status  
- Email 
- Email Verified  
- Actions  

 

Within this page you will be able to search for an individual user, by using the search function and sort 
columns by clicking the column headers. You can also change the order of the columns by clicking a header 
and dragging it into a new position. Clicking the hamburger will allow you to filter within the column, hide 
columns and change the width of columns.  
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How to Create a New Translator User 
 

From the Translator Management Screen, click the button named “Add a User” located at the top right of the 
screen. Once selected a modal titled “Add New User” will be presented. 

 

 

Enter the email address of the user you would like to add into the system.  

If at any point you decide to abort the transaction click the cross in the top right corner of the modal or the 
‘Cancel’ button. 

Click the ‘Save’ button. The user will receive an email notifying them they have been added and requesting 
them to follow a link to complete sign up. This link is only valid for 5 days, after this time it will be disabled, 
and the account will have to be recreated. Please submit a support ticket to re-enable the user. 

Please note, a Translator User you create will be added to the same Vendor group as you, they will only be 
able to see forms assigned to them and only vendor users from your vendor group will be able to assign them 
forms.  
 

How to Disable a Translator User 
 

On the ellipses in the ‘Actions’ column click the ‘Disable User’ button. This will stop the user being able to sign 
in.  
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Vendor Studies Page 

As a Vendor User, selecting ‘Vendor Studies’ in the side navigation menu will take you to the Vendor Studies 
page.  
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Vendor Studies Table Details 
 

The table will include the follow information for each study: 

• Date Created 
• Sponsor Name 
• Study Name 
• Study Code 
• To Do 
• In Progress 
• In Review  
• Update 
• % Completed 
• Overall Status 
• Actions 

 

Within this page you will be able to search for a study, by using the search function and sort columns by 
clicking the column headers. You can also change the order of the columns by clicking a header and dragging it 
into a new position. Clicking the hamburger menu will allow you to filter within the column, hide columns and 
change the width of columns. The Columns & Filters tabs on the right hand side of the table serve the same 
functions.  

Vendor Languages Page 
 

From the Vendor Studies Screen, search for the Study you would like to view using the search function to enter 
the Study Name. Once located click the ‘View’ button pinned to the right of the table, this will take you to the 
Vendor Languages Page. 
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Languages Table Details 
The table will include the follow information for each study: 

• Status 
• Created Date 
• Language 
• IRB Date 
• Version A 
• First Review Date 
• Version B 
• Second Review Date 
• Version 1 Created Date 
• COT Receipt Date 
• QRG Receipt Date 
• SUM Receipt Date 
• Priority 
• Version 
• Actions 

 

Within this page you will be able to search for a language, by using the search function and sort columns by 
clicking the column headers. You can also change the order of the columns by clicking a header and dragging it 
into a new position. Clicking the hamburger will allow you to filter within the column, hide columns and 



 

15 
 

15 

change the width of columns. The Columns & Filters tabs on the right hand side of the table serve the same 
functions.  

Language Table Descriptions 
 

Column Options Description 
Status New, Draft, For Localization Review, For 

Vendor Review, For Localization Approval, 
Approved 

Status 

Created Date n/a Date Language was created in 
system 

Language Flag, Language, Country The language & country of the 
required translation 

IRB Date n/a Date IRB Received 
Version A n/a Date Version A Created 
First Review Date n/a Date of First Review 
Version B n/a Date Version B Created 
Second Review Date n/a Date of Second Review 
Version 1 Created 
Date 

n/a Date Version 1 Created 

COT Receipt Date n/a Date COT Received  
QRG Receipt Date n/a Date QRG Received 
SUM Receipt Date n/a Date SM Received 
Priority 1 - 5 Priority of translation 
Version TfT, A, B, C, 1, 1A, 1B, 1C, 2 . . .  Which version of translation 

currently? 
Actions Assign, . . .  Assign – takes you to the 

assigning page to assign the 
language or forms to a Translator 
 
… - This will change depending on 
the status of the translation, from 
here you can download the 
Master English CSV, Upload 
Translation CSVs & send 
translations for further review or 
approval. 

 

View Files 
This is an area where you can view and manage all uploaded files for the study. Click the ‘View Files’ button 
and a modal will appear showing all uploaded files in date order.  



 

16 
 

16 

 

To download and view a file click the eye icon and your file will be downloaded.  

Vendor Assign Page 
 

From the Vendor Languages page clicking the ‘Assign’ button in the actions columns takes you to the Vendor 
Assign Page. 

 

 

On this page you can assign specific forms to Translators with the dropdowns in the ‘Assigned Translator’ 
column. Simply select the vendor you wish for each form and they will receive a notification that they have 
been assigned work to do.  
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Within this page you will be able to search for a form, by using the search function and sort columns by clicking 
the column headers. You can also change the order of the columns by clicking a header and dragging it into a 
new position. Clicking the hamburger will allow you to filter within the column, hide columns and change the 
width of columns. The Columns & Filters tabs on the right hand side of the table serve the same functions.  

Once you have finished assigning forms you can view them in the Translations page by clicking the ‘View’ 
button. This will take you to the Translation page where you will be able to see the current state of the 
Translation. 

Translation Page 
Clicking the ‘View’ button in the ‘Actions’ column on the Assign Page takes you to the Translations page.  
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Translating or Reviewing in App 
 

  

As a vendor user your role on the Translation page is mostly one of monitoring the work of Translators 
assigned to your vendor group. Starting on the first page, you should read the Master and Target boxes and 
make sure that you are fine with the translations that have been entered and the size that they take up. You 
can sign in and check the state of the translations as well as the comments between the translator and the 
Signant localization team member.  

 

If the translated text takes up too much space and would overlap the edges of the required area the box will 
turn red and you will see a warning on screen.  
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You can click the expansion icons on screen to fully expand either the English or the Target and this can be 
minimized by clicking the icon again.  

 

Sometimes the target will appear in Right to Left mode (RTL), for certain target languages. In this case you will 
see RTL highlighted as per the below image and the screen flipped to display text boxes on the right hand side, 
with a right alignment. The target language in the edit field will similarly display from the right to left.  
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At the bottom of certain pages you will find a section labelled ‘Miscellaneous Words’, these are strings that 
have come from Signant’s Trial Studio software without a page reference. These strings are the same across 
each page in a form so if you see them translated once you don’t need to review their translation again. It is 
recommended to review these strings on the final page in a form as this will give you the best contextual 
understanding of how these strings fit into the form as a whole. To access this section click the expand icon on 
the right hand side. 

  

Once expanded, check each string in the Target section against the English in the edit section.  

 

Sometimes you will see ‘toggle buttons’ below the Target and Master section. Tick the tick box to activate 
them. 
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This is the case when there are some conditional text boxes, buttons etc. on the page and they won’t always 
be visible. The visibility of the box might depend on the user logged on or any previous answer they might 
have provided.  

 Hovering your mouse over a toggle will cause one of the boxes for translation in the Master and Target 
sections to be outlined in orange. This helps you to understand which sections you are toggling on and off. 

 

 

To fully check all translations on this page make sure to toggle each condition, individually and check the boxes 
that appear in the Target area. Conditions that are grey will be hidden.  
 
Screen Instances can also appear on newer studies, these screen instances are grouped toggle buttons and 
allow user to easily jump from one screen instances to another without the need to enable and disabled toggle 
buttons. 
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There is also a special form type called ‘Global Texts’ which can be found in the bottom of the forms navigation 
menu. These strings to translate will be used in many places in the app. Review the translations that are 
directly on the right hand side of the master English text.  

 

Workarounds and Processes  
Overlapping boxes: Sometimes when on a Web study you will see the text boxes overlapping as shown in the 
image below. This can be reviewed or translated by clicking the lower box and translating in the edit area on 
the right hand of the screen. Alternatively you can delete any text in the target bow save , this will effectively 
hide the top box and make the lower box visible. Once the lower box is translated you can click the upper box 
in the master section and enter your translation in the edit field. 

 

Conditions Components: These buttons exist at the bottom of the page and would be shown to the end user 
based on actions they had previously completed within the app.  
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- Questions: Display in a table at the top of the Master and Target sections translation is required, 
these need to be toggled on and off one at a time but do not relate to other parts of the screen. 
When you have translated/reviewed them, these can be toggled off.  

- Labels: These are editable fields where the translation is required. As some of the labels will appear 
on top of each other and cannot be seen at the same time it is recommended to have your Master 
Screen report open to help with the context.  

- Images: These do not need translation and can be toggled off once you have taken note of what they 
are.  

- Buttons: As some of the buttons will appear on top of each other and cannot be seen at the same 
time it is recommended to have your Master Screen report open to help with the context.  

- Messages: Display in a table at the top of the Master and Target sections translation is required, 
these need to be toggled on and off one at a time but do not relate to other parts of the screen. 
When you have translated/reviewed them, these can be toggled off.  

- Evaluations: These are editable fields where the translation is required. The evaluations will appear 
on top of each other therefore you will need to toggle one and then the other. Make sure the tickbox 
is ticked to view.  

- Number Spinners: These do not need translation and can be toggled off once you have taken note of 
what they are.  

Searching for a string: When you view the localized screen report at the same time as the in context view page 
in Translations Hub you may notice some strings or text boxes that appear on the screen report but not in 
Translations Hub. If this is the case, and the string is not a part of the conditional components there are three 
options to investigate:  

- Miscellaneous Words: This section contains strings that belong to the form, you can expand this and 
use a search function (CTRL & F) to look for words in the string. 

- Global Text: This is a form that contains strings shared over multiple forms, if you have access to this 
form then use a search function (CTRL & F) to look for words in the string. Global text strings will be 
the p.T values shown in the bottom of pages on screen reports such as those highlighted in the image 
below.  

 
- On Trial Studio: If you are a Signant user with access to the Trial Studio software, check the origin of 

this text string, if this has come from Trial Manager software, not Trial Studio, then it is not expected 
to appear in Translations Hub.  

If you only have access to one or some of the above options and you cannot find the string please leave a 
comment for the localization requestor to continue the investigation. If you are the requestor and have 
checked all the above options that and have not found the string then something could be wrong. Please send 
a ticket with your findings, the string in question and what you have checked to the helpdesk. We do not 
anticipate that this will be the case, the ingestion process has been thoroughly tested and all strings have 
been accounted for in the above 3 options.  

Braces/Curled Brackets: When you come across a translation that contains these curled brackets/braces, this 
means that there is some optional content that will be inserted to the end user based on certain conditions. 



 

24 
 

24 

These conditions will not be available to the translator or via Translations Hub however an example of what 
could be contained will be included in the Master and Localized screen reports. The correct process is to 
include them in the translations at the relevant points. Please see the example below.  

 

Blank Screens: Sometimes you will come across a blank page in Translations Hub where a page within a form 
(usually the first page) will have no content. This is due to what should be contained on this page being created 
in Trial Manager and therefore not being sent to Translations Hub. In this case this page may have content on 
the screen report.  

Commenting and Collaboration 
 

Whilst translating you may come across a situation where you require more clarity from the translator or from 
the client. In this situation you can use the in app commenting system. Simply click into the field on the right 
hand side marked ‘Comments’ and type your query or advice. Click the ‘Save’ button and the translator & 
Signant Requestor will receive an email notification letting them know there is a new comment for them to 
review.  
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You can also respond to other comments directly by clicking on a comment and selecting the ‘reply’ button at 
the bottom.  

If you do not see the comments section, simply click the ‘Cancel’ button in the text editor. 

 

Progress & Marking as Complete 
 

When the translator has started making changes to a translation in app the status in the side navigation menu 
will show as ‘In Progress’. You can open the side navigation menu by clicking the right chevron icon on the top 
left of the page.  
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When all the changes have been finished on a page by the translator they will click the ‘Completed’ toggle in 
the top right hand corner of the page, this will change the page status to ‘Completed’ in the side nav menu and 
will update the completion percentage of the form.  
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You can navigate to different forms and pages from within this side navigation menu, and look for the next 
incomplete form. This is useful in being able to pinpoint which forms have not been finished so that you can 
investigate them.  

A Signant user reviewing these pages will click the toggle on any pages they think are not correct to highlight 
to the Translator which pages to review. As a vendor user monitoring the process it would be useful to focus 
on these pages not marked as complete, especially after the initial review by Signant.  

 


