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About myselfAbout myself
 University degree in Applied LinguisticsUniversity degree in Applied Linguistics
 20 years of experience for Sony and 20 years of experience for Sony and 

Daimler in the documentation and quality Daimler in the documentation and quality 
departmentsdepartments

 Freelance technical writer and translatorFreelance technical writer and translator
 Teaching technical writing Teaching technical writing 
 Member of the VDE and VDI workgroups Member of the VDE and VDI workgroups 

for technical documentationfor technical documentation



Terminology Terminology –– Basic PrinciplesBasic Principles
 Terminology is the study of terms and their use.Terminology is the study of terms and their use.
 Terms are words and phrases which describe Terms are words and phrases which describe 

products, services or industry jargon.products, services or industry jargon.
 Most companies use an increasing number of Most companies use an increasing number of 

industryindustry-- or organizationor organization--specific words which need specific words which need 
to be accurately stored, shared and translated.to be accurately stored, shared and translated.

 Terms could be anything from a product name, Terms could be anything from a product name, 
marketing concepts, unique phrasings, trade marketing concepts, unique phrasings, trade 
marks, acronyms marks, acronyms to a marketing tag line.to a marketing tag line.
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Managing terminology results in Managing terminology results in 

 consistent source terms for your consistent source terms for your 
documentationdocumentation

 an  easier to understand documentationan  easier to understand documentation
 a good basis for translations a good basis for translations 
 a positive corporate brand image a positive corporate brand image --> the > the 

organization speaks with one voiceorganization speaks with one voice
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Why manage terminology?Why manage terminology?
 Reduces timeReduces time--toto--market by streamlining     market by streamlining     

development, writing, editing, marketing, review development, writing, editing, marketing, review 
and translation cyclesand translation cycles

 Consistency across work groups responsible for Consistency across work groups responsible for 
content creation is improved (Technical content creation is improved (Technical 
publications / Marketing / Development) publications / Marketing / Development) 

 Quality in Quality in source language and the translated source language and the translated 
content of texts and publications is improvedcontent of texts and publications is improved

 Improves workflow and processesImproves workflow and processes
 Reduces costs in origination and translation of Reduces costs in origination and translation of 

documentationdocumentation
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Financial Benefits of terminology managementFinancial Benefits of terminology management

% In total

Personnel 100 1000 employees

Users 20 200 employees

Personnel costs 40 €/hour

Term research 
without terminology 
software

10 min

Term research with 
terminology software 0,5 min

Number of checks per 
user and year

200 requests

Total time saving 6.333 hours

Total cost saving 253.333 €

Source 2006: D. Ferrari, Tekom Weimar
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Step 1Step 1
Process AnalysisProcess Analysis
Calculate benefit versus costs of running terminology managementCalculate benefit versus costs of running terminology management
Important factors to consider:Important factors to consider:

 How many people are involved in the process?How many people are involved in the process?
 How many documents are concerned?How many documents are concerned?
 Into how many languages are you translating?Into how many languages are you translating?
 Investment costs into software?Investment costs into software?
 How much time will each person involved need to build up data How much time will each person involved need to build up data 

base?base?
 What will happen to existing documentation? What will happen to existing documentation? 
 What would be your time line?What would be your time line?
 Training costs of staff?Training costs of staff?
 How would you guarantee the acceptance in your organization?How would you guarantee the acceptance in your organization?



Terminology – Basic Principles
Step 2Step 2
Define the rolesDefine the roles
 TerminologistTerminologist
 WritersWriters
 DevelopmentDevelopment
 Sales and MarketingSales and Marketing
 TranslatorsTranslators
 Language Champions in the marketsLanguage Champions in the markets
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Define workflow and rolesDefine workflow and roles

Develop-
ment
Propose

Technical
Writers
Propose

Marketing
Propose

Translators
Propose

Terminology 
circle

Product 
Manager 
Check

Language 
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Check

Terminologis
t
Coordinate 
and approve
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Step 3Step 3
Choose tools for Choose tools for 
 Term extraction Term extraction 
 Terminology Data BaseTerminology Data Base
 SDL MultiTerm Online: www. MultitermSDL MultiTerm Online: www. Multiterm--

online.comonline.com
 STAR: STAR: www.starwww.star--webterm.comwebterm.com
 Across: CrossTermAcross: CrossTerm
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Step 4Step 4
Term extractionTerm extraction

 Define Define „„termterm““ for your organization for your organization 
 Check your existing documents Check your existing documents 

automatically for potential termsautomatically for potential terms
 Filter and collect term candidatesFilter and collect term candidates
 Agree internally upon the corporate termsAgree internally upon the corporate terms
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Step 5Step 5
 Guide lines for term buildingGuide lines for term building
Concept-based or term-based approach? 
In a conceptIn a concept--based approach, all terms thatbased approach, all terms that
express the same concept (i.e. unit of knowledge, express the same concept (i.e. unit of knowledge, 

idea) are listed in the same entry. Itidea) are listed in the same entry. It’’s the s the 
concept based approach to terminology concept based approach to terminology 
management that enables you to actually management that enables you to actually 
manage the usage of terminology by identifying manage the usage of terminology by identifying 
desirable and undesirable terminology and desirable and undesirable terminology and 
marking terms accordingly, e.g. as either marking terms accordingly, e.g. as either 
‘‘preferredpreferred’’, , ‘‘admittedadmitted’’ or or ‘‘deprecateddeprecated’’//’’do not do not 
useuse’’..
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How much information should go into a How much information should go into a 

terminological entry?terminological entry?

•• ISO 12620 specifies almost 200 possible data ISO 12620 specifies almost 200 possible data 
categories for a terminological entrycategories for a terminological entry

•• ISO 12616 lists only three of those as mandatory, ISO 12616 lists only three of those as mandatory, 
i.e. term, source, and date. i.e. term, source, and date. 

 The most practical solution will probably be a data The most practical solution will probably be a data 
model that involves less than two dozen categories. model that involves less than two dozen categories. 

Include Term definition, if youInclude Term definition, if you use the terminology use the terminology 
database as a universal knowledge basis.database as a universal knowledge basis.
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 2.1 2.1 term typeterm type
 2.1.1 2.1.1 main entry termmain entry term 2.1.2 2.1.2 synonymsynonym 2.1.3 2.1.3 quasiquasi--synonymsynonym -- disallowed (reason A)disallowed (reason A): use a : use a transfer transfer 

comment (A.3.5)comment (A.3.5) 2.1.4 2.1.4 international scientific terminternational scientific term 2.1.5 2.1.5 common namecommon name 2.1.6 2.1.6 internationalisminternationalism
2.1.7 2.1.7 full formfull form 2.1.8 2.1.8 abbreviated form of termabbreviated form of term 2.1.8.1 2.1.8.1 abbreviationabbreviation -- disallowed (reason B)disallowed (reason B) 2.1.8.2 2.1.8.2 
short form of termshort form of term -- disallowed (reason B)disallowed (reason B) 2.1.8.3 2.1.8.3 initialisminitialism -- disallowed (reason B)disallowed (reason B) 2.1.8.4 2.1.8.4 
acronymacronym 2.1.8.5 2.1.8.5 clipped termclipped term -- disallowed (reason B)disallowed (reason B) 2.1.9 2.1.9 variantvariant 2.1.10 2.1.10 transliterated formtransliterated form
2.1.11 2.1.11 transcribed formtranscribed form 2.1.12 2.1.12 romanized formromanized form -- disalloweddisallowed since it is a specific form of since it is a specific form of 2.1.102.1.10
2.1.13 2.1.13 symbolsymbol 2.1.14 2.1.14 formulaformula 2.1.15 2.1.15 equationequation 2.1.16 2.1.16 logical expressionlogical expression 2.1.17 2.1.17 materials materials 
management categoriesmanagement categories 2.1.17.1 2.1.17.1 skusku 2.1.17.2 2.1.17.2 part numberpart number 2.1.18 2.1.18 phraseological unitphraseological unit -- disallowed disallowed 
(reason B)(reason B) use more specific datcats 2.1.18.1 use more specific datcats 2.1.18.1 collocationcollocation -- disallowed (reason B)disallowed (reason B). 2.1.18.2 . 2.1.18.2 set set 
phrasephrase -- disallowed (reason B)disallowed (reason B). 2.1.18.3 . 2.1.18.3 synonymous phrasesynonymous phrase -- disallowed (reason B)disallowed (reason B). 2.1.19 . 2.1.19 
standard textstandard text 2.2 2.2 grammargrammar 2.2.1 2.2.1 part of speechpart of speech 2.2.2 2.2.2 grammatical gendergrammatical gender 2.2.3 2.2.3 grammatical grammatical 
numbernumber 2.2.4 2.2.4 animacyanimacy 2.2.5 2.2.5 noun classnoun class -- disallowed (reason B) disallowed (reason B) -- use part of speech noun 2.2.6 use part of speech noun 2.2.6 
adjective classadjective class -- disallowed (reason B)disallowed (reason B) -- use part of speech adjective 2.3 use part of speech adjective 2.3 usageusage 2.3.1 2.3.1 usage noteusage note
2.3.2 2.3.2 geographical usagegeographical usage 2.3.3 2.3.3 registerregister 2.3.4 2.3.4 frequencyfrequency 2.3.5 2.3.5 temporal qualifiertemporal qualifier 2.3.6 2.3.6 time time 
restrictionrestriction 2.3.7 2.3.7 proprietary restrictionproprietary restriction 2.4 2.4 term formationterm formation 2.4.1 2.4.1 term provenanceterm provenance 2.4.2 2.4.2 
etymologyetymology 2.5 2.5 pronunciationpronunciation 2.6 2.6 syllabificationsyllabification 2.7 2.7 hyphenationhyphenation
2.8 2.8 morphologymorphology 2.8.1 2.8.1 morphological elementmorphological element 2.8.2 2.8.2 term elementterm element 2.9 2.9 term statusterm status 2.9.1 2.9.1 
normative authorizationnormative authorization 2.9.2 2.9.2 languagelanguage--planning qualifierplanning qualifier 2.9.3 2.9.3 administrative statusadministrative status -- disalloweddisallowed
2.9.4 2.9.4 process statusprocess status -- disalloweddisallowed 2.10 2.10 degree of synonymydegree of synonymy -- disalloweddisallowed: use a : use a transfer comment transfer comment 
(A.3.5)(A.3.5)
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Step 6Step 6
Fill the data base with all information. The creation, Fill the data base with all information. The creation, 

translation and maintenance of your terminology translation and maintenance of your terminology 
will be based on teamwork.will be based on teamwork.

Make sure that you have a quality control of the Make sure that you have a quality control of the 
terminology management.terminology management.

This could be a software like CLAT or Across or a This could be a software like CLAT or Across or a 
lectorate.lectorate.
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Possible stumbling blocksPossible stumbling blocks
 AcceptancyAcceptancy
 Costs and benefitsCosts and benefits
 HabitsHabits
 Quality controlQuality control
 Pick the right software for your needsPick the right software for your needs
Muchas gracias por su atenciMuchas gracias por su atencióónn


