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INTRODUCTION
The purpose of this document is to provide a brief step-by-step guide about the Obake website and how to
take advantage of the tools provided.
In the following sections you will understand how to:
- Register yourself or your company on Obake
- Enter your personal details
- Define your references and the services you provide
- Download and perform a test
- Manage your documentation

SECTION 1 – SIGN UP AND LOG IN TO OBAKE
Log in page
When you first try to access the Obake website, you are automatically redirected to the log in page.
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Through the log in page you can perform four different actions:
1. Learn what Obake is and the purpose of the website
2. Register yourself or your company on Obake
3. Log in to the website if you already have your credentials
4. Recover your credentials if you forgot them

Register on Obake
Registration is a simple and secure procedure that allows you to create your personal profile quickly, by
entering only basic information.

In order to sign up you have to provide:
- your company name or personal name;
- a valid email address;
- a password
Before submitting your data, you must agree to the privacy policy.
Optionally you can also provide your VAT Number (only for European users) and specify if you have already
been an Omnia Group supplier before. If you are a Business Partner of Omnia Group, this information will
help the system to recognize your existing profile.
After having submitted your details, there are two possibilities:
1. If you’ve never been an Omnia Group supplier before, the system replies with this message:

An email containing your access code and a link to activate your profile is sent automatically to the
address you entered..

After having clicked on the link contained in the email, you will be able to log in to the Obake
website using your credentials.
2. If your profile already exists as a supplier in Omnia database, or there are one or more Business
Partners who match your profile, the system replies with this message:

Your registration process is now in stand-by. The Obake staff will check your profile in order to find
the Business Partner who corresponds to your identity. After that, you will receive an email
containing your access code and a link to activate your profile. After having clicked on the link
contained in the email, you will be able to log in to Obake website using your credentials.
IMPORTANT: You will not be able to log in to Obake until you activate your profile using the link contained
in the activation email.

Log in to Obake
After having activated your profile you will be able to log in to Obake using your credentials.
Enter your Access Code and your Password in the boxes provided and click “Sign in” button

Recover lost credentials
If you forgot your access code and/or your password, you can easily recover them by clicking on the “Forgot
your credentials?” link under the Password box, and following the instructions.
As you can see in the next picture, the system asks you to enter the email address of your Obake profile.

If the email address is correct, an email will be sent automatically containing your access code and, if you
need it, a link to reset and change your password.

SECTION 2 – FILL IN YOUR PROFILE
Home page
Here you can see your personal Obake home page as it appears when you log in to the website:
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Using the links you can quickly access the main sections of the website
1. Profile details
2. References and provided services
3. Qualification
4. Documentation management
You can also navigate through the different pages by using the top menu, which is always visible at the top
of every page:

Profile details – Master data
The first thing you are expected to do when you log in to Obake for the first time is to enter your personal
details. By clicking the “Edit profile” button on the home page, you will be redirected to the “Personal
information” page.

On this page you are expected to provide some personal information, like for example if you are a
freelancer or a member of a company, your gender and date of birth, your address and telephone number.
The system also gives you the opportunity to indicate your generic availability (e. g., working hours,
working days, etc…) as well as a specific interval in which for some reason you will not be available (e.g.,

vacation, business trip, etc…). This particular information iscrucial in helping us to plan project
assignments..
IMPORTANT: except for name, none of the information we ask for is mandatory, but the more information
you provide, the higher the chance for you to be contacted by Omnia Group staff!

Profile details – Tools and rates
By clicking on the “Details” button on the top menu, you will get access to the section where you are asked
to give some more information about your activity.
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In this section you can give information about:
1. The CAT Tools you use
2. The subjects, i.e. the areas of knowledge, in which you perform your translations
3. Your rates
4. The carriers you use to deliver your products
This information is vital for Omnia to characterize your profile and your job. Leaving these pages blank will
considerably lower the opportunity for us to place work with you..

Services and references
After having given some basic details about your activity, Obake asks you to provide some advanced
information. Entering the “Services” section, by clicking the button on the home page or using the link on
the top menu, you will allow you access to a step-by-step procedure in which you can specify and detail
accurately the services you or your company provides. At the end of this procedure you will be given the
option to detail your past experience and references. As in the other sections, this information is not
mandatory, but the more detail you provide, the higher your profile will appear.
After having completed the procedure, the “Services” page will present the list of the services you chose,
with the opportunity to edit the details or remove them by clicking on the image buttons. An example of
the page is shown in the next picture

Thisw example shows a screenshot of the “Translations” service page, with the list of detailed information
you can provide:

SECTION 3 – QUALIFICATION
Qualification. Why?
The purpose of the “Qualification” section is to give candidates the opportunity to prove the quality of their
work by downloading and performing translation tests and choosingdifferent language combinations.
The time taken to perform a test, as well as the quality of the translation are both important parameters
used by Omnia staff to evaluate a user’s activity.
Obtaining qualification is the fastest and most secure way to develop a profile in line with Omnia Group
requirements.

Functionalities
You can get access to the “Qualification” section from the home page or by clicking the link on the top
menu.
The main page of this section is designed to show you the different functionalities provided to you.
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Through this page you can easily navigate to:
1. Open a new test
2. Manage the tests you performed

Open a new test
By clicking on “New vendor test” button you will be redirected to the page where you will be able to
download a new test.
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To start a new test first choose a language and a category (1), then click on the button “Search”.
The “Source language” is the language in which the test is presented. The list of source languages is
compiled according to the languages you listed in your “Rates” page.
After having clicked on the button, if one or more tests are present in the archive, they will be shown in the
grid below (2).
To start a new test just click on the Test name. A popup window will be shown:

Here you have to choose the target language, that is, the language in which you want to translate the test.
Clicking on the green button you will start the test at the specified date and time. A message will be shown
to notify the correct outcome of the operation and communicate the test unique number assigned to you:

IMPORTANT: starting a new test is an operation that cannot be undone, therefore be sure you have all the
resources you need to perform the test before you start it. As we said before, the time taken to perform a
test is an important parameter of evaluation.

Manage your tests
At any time you can take a look at your ongoing and closed tests, just by clicking on “Your tests” button and
going to the corresponding page. This is how it looks:

On this page you can see the list of both opened and closed test sessions.
Clicking on the “Download” link in the grid you can download the test file any time you need it, without
open a new session.
To upload your translation and submit it to Omnia evaluators, just click on the “Submit” link. After the
translation has been submitted, the test session still remains opened, and passes into the “Ongoing
evaluation” status; after that all you have to do is wait for the evaluators to examine your test.
A test session becomes “Closed” when it has been evaluated, and the corresponding outcome (“Passed” or
“Failed”) has been assigned. The evaluation of a test is represented by a number between 0 and 100 where
0 represent the worst evaluation possible and 100 means perfection.

SECTION 4 – DOCUMENTATION MANAGEMENT
Functionalities
By clicking on the “Documents” link on the home page or in the top menu you will get access to the
Documents section. The functionalities of this section are available only for Omnia Business Partners.
Following i a screenshot of the main page
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From this page you can:
1. Take a look of your open projects
2. Perform invoice confirmation
3. Take a look of your old invoices
4. Download and submit terms and conditions for the selected services

Open projects
On this page you can see a summary of your assigned or delivered projects.

You can filter the documents by the related company and type. Project types are “Assigned” or “Delivered”.
In the grid below you can click on the “+” button to expand a row and see more details, or just click on the
PDF icon aside the project reference to download the corresponding PDF document if available.

Invoice confirmation
Through this functionality you have the possibility to check your personal invoices, that is, the invoices that
Omnia expects you to deliver.
When you receive an email that notifies you that your invoice is ready to be checked, login into Obake and
open this page to take a look at it.

Click on the “Details” link to download an Excel version of the invoice. Using the link in the “Action” field
you will be able to confirm or reject the invoice, and Omnia staff will be notified immediately about your
choice. You will not be able to undo this operation.

Invoice history
Obake gives you the opportunity any time you want to take a look at your historic invoices.

You can look for specific invoices filtering the documents by Doc number, range of dates, type (invoice or
credit memo), status (paid or not yet paid), payment date or related company.
Click on the “+” button to expand a row and get more details about the selected invoice.

Terms and conditions
The last page of Documents section is the one dedicated to terms and conditions. This is the only page of
this section which can be accessed also by users who are not still Omnia Business Partners.

Omnia publishes in this area the terms and conditions all users must subscribe to before starting to work
for Omnia, each related to a specific service and company.
Click on the “Download” link to get the copy of the document and use the “Submit” link to upload your
signed copy.

