
Translation User Guide 

GETTING STARTED 

Your login and password were sent to you via an automated email notification from 

myl@mylGlobal.com. If you haven’t received it, please contact us at service@mylGlobal.com. 

HOW TO SUBMIT A FILE TO MYL FOR TRANSLATION 

Step 1: Log in to https://www.mylglobal.com
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Step 2: Select Document Translation and hit Submit. 

Step 3: Complete the Translation Job Submission Form

i. Select the source and target languages.

ii. Select the turnaround time that you require.

iii. Upload the source file.

iv. Insert your preferred return email address(es).
v. Complete your Translation Brief (see below): You have the option to import your previous

brief, if this is also applicable to this job. Fill out the following sections with your

requirements for the job.

vi. Attach Reference Materials, if you have any that you feel would help to assist the translator

and then select Submit.





Step 4: You have successfully uploaded your file!

i. After pressing Submit, you will see a summary of your sent job.

ii. Take note of the estimated time that you will receive your translated file back and the Job

Number (should you have any questions about the job and need to reference it later).



Support: Contact Your Linguist  

Here you may ask your translator questions directly (or you may receive a question from your translator):

i. Select the Job Number that your question is related to.

ii. Type in your question in the Comments section.

iii. Attach the Reference File that pertains to your query (if applicable).

iv. Hit Submit.

v. You will receive the response from your translator by email.

vi. If you would like to respond to your translator, please login and go to Contact Your Linguist

again. *Please do NOT respond to the automated email by clicking Reply.



My Dashboard 

Select Dashboard on the right-hand side, to see the other features available to you. 

FEATURE 1: My Jobs 

You can see a real-time snapshot of your pending jobs in the work queue. All translated files can be 

found under the Completed Job(s) section, searchable by the month that you submitted them. You may 

also download the original and translated versions of these completed jobs.  



FEATURE 2: My Language 

Select the language preference that you would prefer your portal to be displayed in. 

FEATURE 3: Account Status 

View a detailed overview of your account, which is searchable by month. 

FEATURE 4: My Resources 

My Style Guide- download your Company Style Guide (if available) here.

Make a Complaint- provide us with some feedback.



FEATURE 5: Online Glossary 

Add new preferential words to your existing Glossary for your translator, and download your 

Glossary file to view here.

FEATURE 6: Instant Quote 

Check the cost of a job before submitting it here. Select the language pair, currency and word count and 

then press Submit. 




