Searching for untranslated reviews - step by step
instructions

Step 1: Finding untranslated reviews (in a specific time period)

1. Sign into Archie

2. Go to the Advanced Search and make sure you have selected the Documents search.

3. In the first search row, select ‘Review has Translation’ and ‘No’ from the list of options, and then your language project (Persian in the example
below).

4. If you would like to narrow your search down to a specific time period, you can select ‘Version First Published between’ in the second row and
then select the dates of your choice.

5. In the third row, select ‘Version Stage’, ‘Is’, and ‘Full Review'.

6. In the fourth row, select ‘Version Status’, ‘Is’, and ‘Active’.

7. Then click on the Search button to get your results.
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*If you follow steps 1 to 7, and then click ‘Save’ instead of ‘Search’, this search will be saved, and next time you come to look for untranslated reviews you
can re-run the search using these parameters. Your saved searches will appear in the Advanced search tab at the bottom. Click on the + to see your
saved searches.

Step 2: Exporting untranslated reviews (in a specific time period) as a list

1. After running your above search, select all translations from the bottom of the screen in the Results tab.
2. Then click on ‘Tools’ and select ‘Export and Labels’ from the drop-down menu.
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3. The Export Wizard opens in a pop-up. Select the file format you want to export, for example, an Excel file, from the options. Then click ‘Next'.
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4. Depending on what information you want to export, you can now select as many data fields as you like from the ‘Available fields’ box on the left. To do
this, click on one of the fields in the left box to select it, and then click ‘Add’. The field will then appear in the ‘Selected fields’ box on the right.

Please note that the list of fields is long, and mostly related to the English Reviews, so you might have to scroll down a bit to find some of the fields you are
interested in.

5. When you have finished selecting the fields you want, click on the “Export” button, and the file will be downloaded to your computer.
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