
Groupshare projects in Studio (2015-2019) 

First Steps 
 

ONLINE PROJECT WORKFLOW: 

 

 

1. Connect to the Server (File/Setup/Serves…) 

Add the server (https://trados.leg.eu:8888), and login with your creditentials which you have 

received from the project manager in a separate email. 

 

https://trados.leg.eu:8888/


 
 

 

2. Open the project from Groupshare server 

 

To open a project from Groupshare server, select “Open Project” menu in the Groupshare 

sub-section on the ribbon: 

 

. 

 

 

 

Then you can select the Organization on the left-hand side and the project from the list. 



 

 

When you have selected the project from the server, you will have to create a local copy of it on your 

PC. You have to select an empty folder for this purpose: 



 

The project will now appear in your project list in Studio’s Projects view. 

 

 

 

 

3. Open the file 

When you double click the project, you are transferred to the Files view, where you can select the file 

you are assigned to translate or review. Make sure you have selected your target language from the 

Dropdown list on the left-hand side. 



 

 

In file assignment layout, you can see the phase in which the file is (Prepartion / Translation / Review 

/ Finalisation)  

 

By double clicking the file, you automatically perform „Get latest version” (which means download 

the SDLXLIFF file from the server) and Check-out functions. Check-out means you lock the file for 

editing, and no one can update the file on the server as long as you are working on it. 

Please note that once you’ve check out the file, you work on it locally, on your PC. If there is any 

problem with you internet connection, you can still work on the file. 

4. Check-in (=delivering the project) 

 

When you have completed the translation/review, and saved your local file, you have to 

check it in, in order to upload it back to the server. 

 



 

 

If you have any comment you’d like to communicate to the PM, you can add it in a text box at Check 

in. Also the phase is automatically set the following status (e.g. after Translation, the next phase is 

Review.) After you’ve checked the file in, a notification email is sent to the Project Manager (and to 

the Reviewer if s/he is already added to the project.) 

 

This is all you need to do to complete your project. Please DO NOT set the entire project to 

“Completed” status. 


