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What's New? 

Last Updated: February 2011 

New Topics 
The following topics were added: 

 n/a 

Updated Topics 
The following topics were updated: 

 n/a 
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Introduction 

This Style Guide went through major revision in February 2011 in order to remove outdated and unnecessary 
content. It contains information pertaining to all Microsoft products and services. 

About This Style Guide 
The purpose of this Style Guide is to provide everybody involved in the localization of Welsh Microsoft products 

with Microsoft-specific linguistic guidelines and standard conventions that differ from or are more prescriptive than 

those found in language reference materials. These conventions have been adopted after considering context 

based on various needs, but above all, they are easy to follow and applicable for all types of software to be 

localized. 

The Style Guide covers the areas of formatting, grammatical conventions, as well as language stylistic criteria. It 

also presents the reader with a general idea of the reasoning behind the conventions. The present Style Guide is 

a revision of our previous Style Guide version with the intention of making it more standardized, more structured, 

and easier to use as a reference. 

The guidelines and conventions presented in this Style Guide are intended to help you localize Microsoft products 

and materials. We welcome your feedback, questions and concerns regarding the Style Guide. You can send us 

your feedback via the Microsoft Language Portal feedback page. 

Scope of This Document 
This Style Guide is intended for the localization professional working on Microsoft products. It is not intended to 

be a comprehensive coverage of all localization practices, but to highlight areas where Microsoft has preference 

or deviates from standard practices for Welsh localization. 

Style Guide Conventions 
In this document, a plus sign (+) before a translation example means that this is the recommended correct 

translation. A minus sign (-) is used for incorrect translation examples. 

In Microsoft localization context, the word term is used in a slightly untraditional sense, meaning the same as e.g. 

a segment in Trados. The distinguishing feature of a term here is that it is translated as one unit; it may be a 

traditional term (as used in terminology), a phrase, a sentence, or a paragraph. 

References to interface elements really only refer to translatable texts associated with those interface elements. 

Example translations in this document are only intended to illustrate the point in question. They are not a source 

of approved terminology. Always check for approved translation in the Microsoft terminology database. 

http://www.microsoft.com/Language/en-US/Feedback.aspx/
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Sample Text 
Tŷ Discovery 

Harbwr Scott 

Bae Caerdydd 

Caerdydd 

CF10 4HA 

Ffón: 029 2092 2667 

 

Annwyl Mr Rhys, 

 

Diolch i chi am eich llythyr dyddiedig 15 Rhagfyr at y Dirprwy Brif Weinidog a'r Twrnai Cyffredinol. Gofynnwyd i mi 

ymateb ar ran y ddau. 

 

Mae Deddf Llywodraeth Cymru 2006 yn cynnwys darpariaethau sy'n caniatáu i Gynulliad Cenedlaethol Cymru 

gael cymhwysedd deddfwriaethol dros Faterion mewn meysydd polisi penodol a restrir yn Atodlen 5 y Ddeddf. 

Mae dwy ffordd o wneud hyn. Mae cymalau mewn Deddfau Seneddol yn gallu caniatáu i'r Cynulliad bennu 

manylion sut y dylai meysydd polisi penodol, fel y cânt eu diffinio mewn Deddf, gael eu datblygu yng Nghymru. 

Mae 'pwerau fframwaith' yn enw arall ar y rhain. Yn ogystal â phwerau fframwaith ym Mesurau'r DU, mae 

Gorchmynion Cymhwysedd Deddfwriaethol yn ffordd o fewnosod cymhwysedd deddfwriaethol yn y Meysydd a 

restrir yn Atodlen 5 Deddf Llywodraeth Cymru. Mae Aelodau Cynulliad, Pwyllgorau Cynulliad a Llywodraeth 

Cynulliad Cymru yn gallu cyflwyno Gorchmynion Cymhwysedd Deddfwriaethol drafft arfaethedig.  

 

Efallai eich bod yn gwybod bod y Llywodraeth wedi cyflawni ei hymrwymiad clòs i gyflwyno deddfwriaeth i gynnal 

refferendwm yng Nghymru, ar drosglwyddo pwerau deddfu pellach i'r Cynulliad Cenedlaethol. Caiff y refferendwm 

hwnnw ei gynnal ar 3 Mawrth ac, os ceir pleidlais 'Ie', bydd hynny'n rhoi cymhwysedd deddfwriaethol i'r Cynulliad 

ar yr holl feysydd yn Atodlen 7 Deddf Llywodraeth Cymru. Os ceir pleidlais 'Na', bydd y Cynulliad yn dal yn gallu 

cronni rhagor o gymhwysedd yn raddol, fel sy'n digwydd ar hyn o bryd.  

 

Os hoffech chi ragor o wybodaeth mae croeso i chi gysylltu â mi yn y cyfeiriad uchod, neu drwy ffonio'r swyddfa 

yn Llundain. Mae rhagor o wybodaeth am y refferendwm ar gael yn Gymraeg ar wefan y Comisiwn Etholiadol. 

Mae copïau o'r Atodlenni perthnasol ynghlwm wrth y llythyr hwn. 

 

Yn gywir 

 

David Harries 

Tîm Cyfansoddiad  
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Llythyr gan Swyddfa Cymru 

Crëwyd ar 26 Ionawr 2011 am 14:03. 

Recommended Reference Material 
Use the Welsh language and terminology as described and used in the following publications. 

Normative References 

These normative sources must be adhered to. Any deviation from them automatically fails a string in most cases. 

When more than one solution is allowed in these sources, look for the recommended one in other parts of the 

Style Guide. 

1. Gramadeg y Gymraeg. Peter Wynn Thomas. Gwasg Prifysgol Cymru, 1996. ISBN 0-7083-1345-0 

2. Orgraff yr Iaith Gymraeg. Rhan I a Rhan II. Gwasg Prifysgol Cymru, argraffiad 1987. 

3. Y Golygiadur, Llawlyfr i Awduron a Golygyddion. Rhiannon Ifans. 2006. ISBN 1-84512-026-4 

4. TermCymru. www.termcymru.cymru.gov.uk. The Welsh Assembly Government Translation Service 

terminology database. 

5. Geiriadur Prifysgol Cymru. Gwasg Prifysgol Cymru, 1950-2001. 

6. Y Termiadur. ACCAC, Fersiwn 2006. 

7. Termau Technoleg Gwybodaeth a'r We. Bwrdd yr Iaith Gymraeg, 2004 and the other terminology lists on 

the Welsh Language Board‘s National Database of Standardized Terms. 

8. Pecyn Rhyngwyneb Cymraeg Microsoft Windows XP ac Office 2003, Microsoft Windows Vista ac Office 

2007, Microsoft Windows 7 ac Office 2010, Microsoft Office SharePoint Server 2007 and Microsoft 

Language Portal http://www.microsoft.com/Language/en-US/Search.aspx. 

9. Pa Arddodiad? D. Geraint Lewis. 2007. ISBN 978 1 58902 764 6 

10. Adroddiad ar Safoni Termau Priffyrdd, Bwrdd yr Iaith Gymraeg, 1998. 

Informative References 

These sources are meant to provide supplementary information, background, comparison, etc. 

1. The Welsh Academy English-Welsh Dictionary, Gwasg Prifysgol Cymru, 1995. 

2. Cysgliad (CD ROM Cysill a Cysgeir), Canolfan Bedwyr, Prifysgol Cymru Bangor, 2004. 

3. Arddulliadur Gwasanaeth Cyfieithu Llywodraeth Cynulliad Cymru,2006. 

4. Canllawiau a Safonau Meddalwedd Dwyieithog, Bwrdd yr Iaith Gymraeg, 2006. 

5. Tudalennau gwe Hyfforddiant e-Gymraeg www.e-Gymraeg.org/hyfforddiant. 

6. Safle meddalwedd Cymraeg www.meddal.org. 

7. The European Computer Driving Licence (Welsh Version). 

http://www.termcymru.cymru.gov.uk/
http://www.bwrdd-yr-iaith.org.uk/cynnwys.php?pID=236&langID=2
http://www.microsoft.com/Language/en-US/Search.aspx
http://www.e-gymraeg.org/hyfforddiant
http://www.meddal.org/
http://hyfforddiantecdl.bangor.ac.uk/cymraeg/bookdetails.php
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Language Specific Conventions 

This part of the style guide contains information about standards specific to Welsh. 

Country/Region Standards 

Characters 

 

Country/region  Wales 

Lower-case characters a, b, c, ch, d, dd, e, f, ff, g, ng, h, i, l, ll, m, n, o, p, ph, r, rh, s, t, th, u, w, y  

Upper-case characters 
A, B, C, Ch, D, Dd, E, F, Ff, G, Ng, H, I, L, Ll, M, N, O, P, Ph, R, Rh, S, T, Th, U, 

W, Y  

Characters in caseless 

scripts 
n/a  

Extended Latin characters 
à, á, â, ä, è, é, ê, ë, í, ì, î, ï, ò, ñ, ó, ô, ÷, ö, ø, ù, ẃ, ẁ, ŵ, ẅ, ẇ, ý, ŷ, ÿ. 

À, Á, Â, Ä, È, É, Ê, Ë, Ð, Í, Î, Ï, Ó, Ñ, Ò, Ö, Ö, Ô, Õ, Ü, Ẃ, Ẁ, Ŵ, Ẅ, Ẇ, Ý, Ŷ, Ÿ. 

Note on alphabetical order 
Alphabetical order is not necessarily indicative of sorting order. See also the 

Welsh Language Board‘s Standards and Guidelines for Bilingual Computing. 

Total number of characters 56 

Unicode codes 

The full set of diacritic characters used in Welsh and their Unicode character 

code is: 

A 0041 a 0061 

B 0042 b 0062 

C 0043 c 0063 

D 0044 d 0064 

E 0045 e 0065 

F 0046 f 0066 

G 0047 g 0067 

H 0048 h 0068 

I 0049 i 0069 

J 004A j 006A 

K 004B k 006B 

L 004C l 006C 
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Country/region  Wales 

M 004D m 006D 

N 004E n 006E 

O 004F o 006F 

P 0050 p 0070 

Q 0051 q 0071 

R 0052 r 0072 

S 0053 s 0073 

T 0054 t 0074 

U 0055 u 0075 

V 0056 v 0076 

W 0057 w 0077 

X 0058 x 0078 

Y 0059 y 0079 

Z 005A z 007A 

Circumflex Acute Grave Dieresis 

Â 0194 Á 0193 À 0192 Ä 0196 

Ê 0202 É 0201 È 0200 Ë 0203 

Î 0206 Í 0205 Ð 0204 Ï 0207 

Ò 0212 Ñ 0211 Ó 0210 Ö 0214 

Õ 0219 Ô 0218 Ö 0217 Ü 0220 

Ŵ 0372 Ẃ 7810 Ẁ 7808 Ẅ 7812 

Ŷ 0374 Ý 0221 Ẇ 7922 Ÿ 0376 

â 0226 á 0225 à 0224 ä 0228 

ê 0234 é 0233 è 0232 ë 0235 

î 0238 ì 0237 í 0236 ï 0239 

ó 0244 ñ 0243 ò 0242 ô 0246 

ø 0251 ö 0250 ÷ 0249 ù 0252 

ŵ 0373 ẃ 7811 ẁ 7809 ẅ 7813 

 ŷ 0375  ý  0253  ẇ  7923  ÿ 0255 

Notes 

The letter j, whilst not traditionally used in the Welsh alphabet, is recognized by 

Peter Wynn Thomas in his Gramadeg y Gymraeg and the Welsh Academy 

Dictionary but is used in words such as ―jam‖ and ―job‖. 
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Date 

 

Country/region Wales 

Calendar/Era Julian 

First Day of the Week Monday  

First Week of the Year The week in January with the year's first Thursday in it 

Separator / 

Default Short Date 

Format 
dd/MM/yy  

Example 17/03/11 

Default Long Date Format d MMMM yyyy 

Example 17 Mawrth 2011 

Additional Short Date 

Format 1 
dd MMM yy 

Example 17 Maw 11 

Additional Short Date 

Format 2 
n/a  

Example n/a  

Additional Long Date 

Format 1 
n/a  

Example n/a  

Additional Long Date 

Format 2 
n/a  

Example n/a  

Leading Zero in Day Field 

for Short Date Format 
Yes 

Leading Zero in Month 

Field for Short Date 

Format 

Yes 

No. of digits for year for 

Short Day Format 
2 

Leading Zero in Day Field No 
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Country/region Wales 

for Long Date Format 

Leading Zero in Month 

Field for Long Date 

Format 

n/a 

Number of digits for year 

for Long Day Format 
4 

Date Format for 

Correspondence 
d MMMM yyyy  

Example 17 Mawrth 2011 

Notes n/a 

Abbreviations in Format 

Codes 

d is for day, number of d's indicates the format (d = digits without leading zero, dd = 

digits with leading zero, ddd = the abbreviated day name, dddd = full day name) 

M is for month, number of M's gives number of digits. (M = digits without leading 

zero, MM = digits with leading zero, MMM = the abbreviated name, MMMM = full 

name) 

y is for year, number of y's gives number of digits (yy = two digits, yyyy = four digits)  

Time 

Country/region Wales  

24 hour format Yes 

Standard time format HH:mm:ss  

Standard time format 

example 
03:24:12 

Time separator colon : 

Time separator examples 03:24:12 

Hours leading zero Yes 

Hours leading zero example 03:24:12 

String for AM designator AM 

String for PM designator PM 

Notes n/a 
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Days 
 

Country/region: Wales  
 

Day Normal Form Abbreviation 

Monday Dydd Llun Llun 

Tuesday Dydd Mawrth Maw 

Wednesday Dydd Mercher Mer 

Thursday Dydd Iau Iau 

Friday Dydd Gwener Gwe 

Saturday Dydd Sadwrn Sad 

Sunday Dydd Sul Sul 

 

First Day of Week: Dydd Llun  

Is first letter capitalized?: Yes 

Notes: If the first letter of the day must be used only the first letter of the second word should be used: Ll M M I G 

S S or Ll Ma Me Ia Gw Sa Su rather than D D D D D D D. 

The Welsh ordinal for first always comes after the noun in Welsh. All the other ordinals precede the noun as 

shown in the table below. 

English Welsh Literal translation 

First Tuesday Dydd Mawrth Cyntaf Tuesday First  

Second Tuesday Ail Ddydd Mawrth Second Tuesday 

Third Tuesday Trydydd Dydd Mawrth Third Tuesday 

Months 
 

Country/region: Wales 
 

Month Full Form Abbreviated Form Long Date Form 

January Ionawr Ion n/a 

February Chwefror Chwef n/a 

March Mawrth Maw n/a 

April Ebrill Ebr n/a 

May Mai Mai n/a 
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Month Full Form Abbreviated Form Long Date Form 

June Mehefin Meh n/a 

July Gorffennaf Gorff n/a 

August Awst Awst n/a 

September Medi Med n/a 

October Hydref Hyd n/a 

November Tachwedd Tach n/a 

December Rhagfyr Rhag n/a 

 

Is first letter capitalized?: Yes 

Notes: n/a 

Numbers 

There are two methods of numbering in Welsh, the traditional method and the decimal method. The decimal 

method should be followed in Microsoft products. No hyphen should be used. The table below contains the 

masculine and feminine forms which should be used. 

 

Number Welsh 

1 un 

2 dau (m) dwy (f) 

3 tri (m) tair (f) 

4 pedwar (m) pedair (f) 

5 pump 

6 chwech 

7 saith 

8 wyth 

9 naw 

10 deg 

11 un deg un 

12 un deg dau (m) un deg dwy (f) 

13 un deg tri (m) un deg tair (f) 
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Number Welsh 

14 un deg pedwar (m) un deg pedair (f) 

15 un deg pump 

16 un deg chwech 

17 un deg saith 

18 un deg wyth 

19 un deg naw 

20 dau ddeg 

21 dau ddeg un 

22 dau ddeg dau (m) dau ddeg dwy (f) 

23 dau ddeg tri (m) dau ddeg tair (f) 

24 dau ddeg pedwar (m) dau ddeg pedair (f) 

25 dau ddeg pump 

26 dau ddeg chwech 

27 dau ddeg saith 

28 dau ddeg wyth 

29 dau ddeg naw 

30 tri deg 

31 tri deg un 

32 dri deg dau (m) tri deg dwy (f) 

33 tri deg tri (m) tri deg tair (f) 

34 tri deg pedwar (m) tri deg pedair (f) 

35 tri deg pump 

36 tri deg chwech 

37 tri deg saith 

38 tri deg wyth 

39 tri deg naw 

40 pedwar deg 

41 pedwar deg un 
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Number Welsh 

42 pedwar deg dau (m) pedwar deg dwy (f) 

43 pedwar deg tri (m) pedwar deg tair (f) 

44 pedwar deg pedwar (m) pedwar deg pedair (f) 

45 pedwar deg pump 

46 pedwar deg chwech 

47 pedwar deg saith 

48 pedwar deg wyth 

49 pedwar deg naw 

50 pum deg 

51 pum deg un 

52 pum deg dau (m) pum deg dwy (f) 

53 pum deg tri (m) pum deg tair (f) 

54 pum deg pedwar (m) pum deg pedair (f) 

55 pum deg pump 

56 pum deg chwech 

57 pum deg saith 

58 pum deg wyth 

59 pum deg naw 

60 chwe deg 

61 chwe deg un 

62 chwe deg dau (m) chwe deg dwy (f) 

63 chwe deg tri (m) chwe deg tair (f) 

64 chwe deg pedwar (m) chwe deg pedair (f) 

65 chwe deg pump 

66 chwe deg chwech 

67 chwe deg saith 

68 chwe deg wyth 

69 chwe deg naw 
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Number Welsh 

70 saith deg 

71 saith deg un 

72 saith deg dau (m) saith deg dwy (f) 

73 saith deg tri (m) saith deg tair (f) 

74 saith deg pedwar (m) saith deg pedair (f) 

75 saith deg pump 

76 saith deg chwech 

77 saith deg saith 

78 saith deg wyth 

79 saith deg naw 

80 wyth deg 

81 wyth deg un 

82 wyth deg dau (m) wyth deg dwy (f) 

83 wyth deg tri (m) wyth deg tair (f) 

84 wyth deg pedwar (m) wyth deg pedair (f) 

85 wyth deg pump 

86 wyth deg chwech 

87 wyth deg saith 

88 wyth deg wyth 

89 wyth deg naw 

90 naw deg 

91 naw deg un 

92 naw deg dau (m) naw deg dwy (f) 

93 naw deg tri (m) naw deg tair (f) 

94 naw deg pedwar (m) naw deg pedair (f) 

95 naw deg pump 

96 naw deg chwech 

97 naw deg saith 
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Number Welsh 

98 naw deg wyth 

99 naw deg naw 

100 cant 

Phone Numbers 
 

Country/

region 

International 

Dialing 

Code 

Area 

Codes 

Used? 

Number of 

Digits – Area 

Codes 

Separator Number of 

Digits – 

Domestic 

Digit 

Groupings – 

Domestic 

Wales  

 

+44 

 

Yes 

 

5; 6 

 

Space 

 

11; 12 

 

(#####) ######; 

(### ###) 

###### 

Country/

region 

Number of 

Digits – 

Local 

Digit 

Groupings 

– Local 

Number of 

Digits – Mobile 

Digit 

Groupings – 

Mobile 

Number of 

Digits – 

International 

Digit 

Groupings – 

International 

Wales  

 

6 or 8, 

depending 

on area  

 

###### for 

6 figure 

numbers, 

and #### 

#### for 8 

figure 

numbers  

11 

 

## ### ### 

###; 

##########

# 

 

12 +44 #### 

######; +44 # 

### ###### 

 

 

Notes: n/a 

Addresses 
 

Country/region: Wales  

Disclaimer: Please note that the information in this entry should under no circumstances be used in examples as 

fictitious information. 

Address Format:  

1. [Title/Honorific] FirstName LastName 

2. [CompanyName] 

3. Address1 

4. Postal Town 

5. PostalCode 

6. [Country] 
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Example Address:  

Mrs Nia Pyrs 

Cymen 

19 Twll yn y Wal 

Caernarfon 

LL55 1RF 

Cymru 

Local Postal Code Format: ZZXX XZZ (Z = Letter, X = Number) 

Notes: n/a 

Currency 
 

Country/region Wales 

Currency Name Pound Sterling 

Currency Symbol £ 

Currency Symbol Position Symbol appears before amount 

Positive Currency Format £2.50 

Negative Sign Symbol - 

Negative Currency Format -£2.50 

Decimal Symbol . 

Number of Digits after Decimal 2 

Digit Grouping Symbol , 

Number of Digits in Digit 

Grouping 
3 

Positive Currency Example £654,345.99 

Negative Currency Example -£654,345.99 

ISO Currency Code GBP 

Currency Subunit Name ceiniog 

Currency Subunit Symbol c 

Currency Subunit Example £2.50c 
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Digit Groups 
 

Country/region: Wales  

Decimal Separator: . 

Decimal Separator Description: Full stop 

Decimal Separator Example: 3.14 

£19.99 

Thousand Separator: , 

Thousand Separator Description: comma 

Thousand Separator Example: 12,300 

Notes: n/a 

Measurement Units 
 

Metric System Commonly Used?: Yes  

Temperature: Celsius  
 

Category English Translation Abbreviation 

Linear Measure Kilometer Cilomedr km 

Meter Medr m 

Decimeter Desimedr dm 

Centimeter Centimedr cm 

Millimeter Milimedr mm 

Capacity Hectoliter Hectolitr hl 

Liter Litr l 

Deciliter Desilitr dl 

Centiliter Centilitr cl 

Milliliter Mililitr ml 

Mass Ton Tunnell T 

Kilogram Cilogram kg 

Pound Pwys lb 

Gram Gram g 
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Category English Translation Abbreviation 

Decigram Desigram dg 

Centigram Centigram cg 

Milligram Miligram mg 

English Units of 

Measurement 

Inch Modfedd in 

Feet Troedfedd ft 

Mile Milltir mi 

Gallon Galwyn gal 

 

Notes: n/a 

Percentages 
 

The symbol (%) and the text (y cant) can be used. The symbol should be used in tables and graphic material. 

There should be no space between the number and the percentage sign. 

Sorting 
 

Sorting rules 

1. Capital letters and lowercase letters are equal. No distinction is made between them. 
2. Non-alphabetical characters (i.e. symbols like @ ! #) sort before the letters of the alphabet. 
3. Digits sort after the letters of the alphabet. 
4. Accented characters are equal with non-accented characters; so é and e are equal. 
5. When displaying a Welsh user interface and/or working with Welsh language data the sort 

order shall be based upon a superset of the English and Welsh alphabets: 

a, b, c, ch, d, dd, e, f, ff, g, ng, h, i, j, k, l, ll, m, n, o, p, ph, q, r, rh, s, t, th, u, v, w, x, y, z 

Character 

sorting order 

a (97); b (98); c (99); ch (99, 104); d (100); dd (100, 100); e (101); f (102); ff (102, 102); g (103); 

ng (110, 103); h (104); i (105); l (108); ll (108, 108); m (109); n (110); o (111); p (112); ph (112, 

104); r (114); rh (114, 104); s (115); t (116); th (116, 104); u (117); w (119); y (121); A (65); B 

(66); C (67); Ch (67,104); D (68); Dd (68, 100); E (69); F (70); Ff (70, 102); G (71); Ng (78, 

103); H (72); I (73); L (76); Ll (76, 108); M (77); N (78); O (79); P (80); Ph (80, 104); R (82); Rh 

(82, 104); S (83); T (84); Th (84, 104); U (85); W (87); Y (89); à (224); á (225); â (226); ä (228); 

è (232); é (233); ê (234); ë (235); í (236); ì (237); î (238); ï (239); ò (242); ñ (243); ó (244); ô 

(246); ÷ (249); ö (250); ø (251); ù (252); ẃ (7811); ẁ (7809); ŵ (373); ẅ (7813); ẇ (7923); ý 

(253); ŷ (375); ÿ (255, 46); À (192); Á (193); Â (194); Ä (196); È (200); É (201); Ê (202); Ë 

(203); Ð (204); Í (205); Î (206); Ï (207); Ó (210); Ñ (211); Ò (212); Ö (214); Ö (217); Ô (218); Õ 

(219); Ü (220); Ẃ (7810); Ẁ (7808); Ŵ (372); Ẅ (7812); Ẇ (7922); Ý (221); Ŷ (374); Ÿ (376) 

Examples of 

sorted words 

@ 

Aaron 

andere 



 

 
21 

ändere 

cote 

cóté 

coté 

cóte 

čučēt 

Czech 

chaque 

chemin 

hiša 

irdisch 

lie 

lire 

lävi 

lõug 

Lôwen 

lòza 

Lùbeck 

luč 

luck 

lye 

llama 

Männer 

màšta 

mîr 

môchten 

myndig 

piða 

pint 

pylon 

sämtlich 

šàran 

savoir 

Šerbūra 

Sietla 

ślub 

subtle 

symbol 

väga 

verkehrt 

vox 

waffle 

wood 



 

 
22 

yen 

yuan 

yucca 

ţal 

ţena 

Ţenēva 

zoo 

Zùrich 

Zviedrija 

zysk 

zzlj 

zzlz 

zznj 

zznz 

 

Geopolitical Concerns 
Part of the cultural adaptation of the US-product to a specific market is the resolving of geopolitical issues. While 

the US-product should have been designed and developed with neutrality and a global audience in mind, the 

localized product should respond to the particular situation that applies within the target country/region. 
 

Sensitive issues or issues that might potentially be offensive to the users in the target country/region may occur in 

any of the following: 

 Maps 

 Flags 

 Country/region, city and language names 

 Art and graphics 

 Cultural content, such as encyclopedia content and other text where historical or political references may 

occur 

Some of these issues are relatively easy to verify and resolve: the objective should be for the localizer to always 

have the most current information available. Maps and other graphic representations of countries/regions and 

regions should be checked for accuracy and existing political restrictions. Country/region, city and language 

names change on a regular basis and need to be checked, even if previously approved. 

A thorough understanding of the culture of the target market is required for checking the appropriateness of 

cultural content, clip art and other visual representations of religious symbols, body and hand gestures. 

 

Guideline 
 

As country/region and city names can change, please use the most up-to-date Welsh list for every release of your 

product.  
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Grammar, Syntax & Orthographic Conventions 
This section includes information on how to apply the general rules of the Welsh language to Microsoft products 

and documentation. 

Adjectives 
 

In Welsh, adjectives should be handled in the following manner. Many Welsh adjectives have a masculine form 

(bachgen cryf), a feminine form (merch gref) and a plural form (ceffylau cryfion). The plural and feminine forms 

should only be used if that form is very familiar. 

 

A soft mutation occurs in an adjective when it follows a singular feminine noun. 

 

  
 
 It is also favourable to use a verb-noun rather than an adjective as shown in the examples below: 
 

English example Welsh example 

Control Panel 
(+) Panel Rheoli 
(-) Panel Reolaethol 

Recovery System 
(+) System Adfer 
(-) System Adferol 

 

Possessive adjectives 

Please refer to the section on pronouns. 

Articles 

General considerations 

There are three forms of the article in Welsh (yr, y and ‘r) which should generally be used in the translation to 
make a noun specific. 
 

 
 
In phrases containing ―this‖ where the object referred to is obvious the Welsh translation of ―this‖ may be omitted. 
However, the translator should consider whether this might lead to any ambiguity. If so, the determiner should be 
used. 

English example Welsh example 

Delete this file 
(+) Dileu'r ffeil 

(-) Dileu'r ffeil hon 
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Unlocalized Feature Names 
 

Microsoft product names and non-translated feature names are used without definite or indefinite articles in the 

English language. We treat them in the same way in Welsh. 

 

 

 

 

 

 

 

 

 

 

Localized Feature Names 
 

Translated feature names are not preceded by articles. 

Example: 

 

 

 

Articles for English Borrowed Terms 
 

Please refer to the section on pronouns. 

Capitalization 

The practice used in the English language should be followed regarding capitalization in Welsh. However many 

more nouns and verbs are capitalized in the English source string than would normally be expected. You should 

not try to mimic the capitalization in the source strings, but use your knowledge of the spelling conventions of 

Welsh to decide which words in a string to capitalize and which to leave lower-case. Over-capitalization is 

awkward and leads to inconsistencies in the UI. 

 

Should an English noun be capitalized in the source string and be translated by two words in the target language, 

be consistent in capitalizing either both words, and neither word, or capitalize one word and not the other. Be 

consistent in the application of spelling rules. 
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Electronic terminology is not usually capitalized in Welsh: 

 

English example Welsh example 

E-mail (+) e-bost 

E-mail (verb) (+) e-bostio 

Website (+) gwefan 

web (+) y we 

 

However – y Rhyngrwyd and y We Fyd-eang. 

In English headings, all nouns, pronouns, adjectives, verbs, adverbs, and subordinate conjunctions (such as 

―that,‖ ―until,‖ and ―which‖) are capitalized. Please do not apply the same principle to Welsh headings. Instead, 

follow the normal Welsh capitalization rules. The same rule applies to software strings. 

 

English example Welsh example 

Switching Between Windows (+) Newid rhwng Windows 

(-) Newid Rhwng Windows 

Compounds 
 

Generally, compounds should be understandable and clear to the user. Overly long or complex compounds 

should be avoided. Keep in mind that unintuitive compounds are ultimately an intelligibility and usability issue. 

 

Nouns, adjectives, pronouns, verb-nouns and prepositions may be compounded in the Welsh language to create 

single words. There are no restrictions on the length of the compounds created. The second part of the compound 

is mutated as shown in the table below. 

 

English example Welsh example 

Hibernate (+) Trwmgysgu 

Invert (+) gwrthdroi 

metadata (+) metaddata 

shuffle (+) hapdrefnu 

AutoCorrect (+) Awtogywiro 
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Generally a hyphen is needed in a compound when the second element is a one syllable word. It is usually not 

needed when the second element contains more than one syllable. 

 

Hyphen No hyphen 

di-waith Diweithdra 

Cyd-fynd Cydadolygiad 

Gor-ddweud gorweithio 

 

Common exceptions: 

ad- + words beginning with t – ad-drefnu 

cyd- (meaning fellow/joint) – cyd-bwyllgor 

A hyphen should be used after the following the adjectives ail-, arch-, blaen-, cam-, lled-, ól-, pen-, prif- (and 

uwch- and is- when they are referring to an organisation or a job). 

 

Common exceptions: 

Prifysgol, Prifddinas (one word) 

Prif (meaning chief) – Prif Weinydd (two words) 

 

A hyphen should always follow the prefix e-: 

e-bost 

e-bostio 

e-lywodraeth 

 

Generally, compounds should be understandable and clear to the user. Overly long or complex compounds 

should be avoided by verbally expressing the relationship among the various compound components. Keep in 

mind that unintuitive compounds are ultimately an intelligibility and usability issue. 

 

English example Welsh example 

Internet Accounts (+) Cyfrifon Rhyngrwyd 

Logon script processing (+) Prosesu sgript Mewngofnodi 

Workgroup Administrator (+) Gweinyddwr Gwaith Grŵp 

Internet News Server Name (+) Enw Gweinydd Newyddion Rhyngrwyd 
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Compounds with Product or Component Names 

The compounds below contain both, product and component names. The product names are marked in red. 

Product names are usually trademarked and, therefore, must remain unchanged. Additions to a product or 

component name are added with a hyphen or, if that is not appropriate, you need to create a periphrastic 

construction. In Welsh the component name should come before the product name. 

 

English example Welsh example 

Windows password (+) Cyfrinair Windows 

Microsoft Word document (+) Dogfen Microsoft Word 

Microsoft SQL Server Database (+) Cronfa Ddata Microsoft SQL Server 

Microsoft BackOffice product family (+) Teulu cynnyrch Microsoft BackOffice 

ActiveX Control (+) Rheolydd ActiveX 

 

Note: These are considered product names and are always used without a hyphen or article in any language: 

 Microsoft Office System 

 Microsoft Windows Server System 

 Windows Mobile 

 

Compounds with Acronyms, Abbreviations or Numerals 

 

The compounds below contain either an abbreviation or a numeral followed by a component name. The 

abbreviation or numeral is marked in red in the English example. The Welsh example below show how such 

constructions should be translated. Such terms should be translated save for abbreviations which should always 

be left in English. 

 

English example Welsh example 

CD-ROM drive (+) gyriant CD-ROM 

2-D gridlines  (+) llinellau grid 2-D 

24 bit color value (+) gwerth lliw 24 did 

3.5 Floppy  (+) Disg Hyblyg 3.5 

51/4-inch Floppy  (+) Disg Hyblyg 51/4-modfedd 

35mm slides (+) Sleidiau 35mm 

 

When an abbreviation is in the plural form, it is recommended to use the ending –s rather than –au in Welsh. 
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English example Welsh example 

CD-ROMs 
(+) CD-ROMs 

(-) CD-ROMau 

DVDs  
(+) DVDs 

(-) DVDau 

 

Gender 
 

As Welsh distinguishes gender on nouns and pronouns, a US-English source text has to be paraphrased or 

restructured to avoid any overt mentioning of gender on the noun. The term ―person‖ should be avoided in Welsh 

and replaced with ―sawl‖, ―rhywun‖ or ―unigolyn‖. 

 

Avoid writing sentences that refer to a single person whose gender is unknown. You can often avoid this situation 

by rewriting the sentence to make the subject plural. In cases where a reference to a single person is impossible 

to avoid, do not use ―he or she,‖ ―him or her,‖ or ―his or hers.‖ The language in Microsoft products should sound 

natural, as if part of a spoken conversation. Also, generally avoid the use of slashes to combine both genders 

(although sometimes exceptions are made - see table below). 

 

Use the following strategies to avoid the use of overtly gender-based expressions: 

Linguistic method  Example Context 

Use a Neutral noun unigolyn, swyddog, sawl, rhywun 
Concept descriptions, 

explanations  

Combine both genders by means of 

a slash 
ef/hi 

Only in exceptional cases such as 

License Terms, sometimes in 

tables (headers or column/row 

titles, for example) 
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If gender bias cannot be avoided, the instructions given in the Welsh Academy Dictionary 1995 should be 
considered: 
 
―…gender is a grammatical classification, not an indicator of sex; it is misleading and unfortunate that the labels 
‗masculine‘ and feminine‘ have to be used, according to tradition. There is no reasons why nouns ending in –wr, -
ydd should not refer equally to a woman as to a man.‖ 

 

Genitive 
Use of the Genitive 
Some noun phrases in Welsh may be interpreted as being either adjectival or genitive. Following a feminine noun, 
an adjective takes a soft mutation, whereas a genitive does not mutate, e.g. merch wen (adjectival) but merch 
Gwen (genitive). The translator needs to differentiate between the adjectival and the genitive and use the soft 
mutation only where the adjectival sense is unambiguous e.g. neges rydd (adjectival), but neges rhybudd 
(genitive). 

  

 

Modifiers 
 

Mutations 
Change in the first letter of a word is a peculiarity of Welsh and other Celtic languages. This follows certain 
grammar rules and may cause problems in translation where certain phrasing may generate a mutation to follow. 
Where possible, the Welsh text in menus etc should be rephrased to do away with the need for grammatical 
mutations in any following portion. 
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With bulleted lists, only the fist bullet point should be mutated if necessary. If letters or numbers are used, the 
letter or the number should be considered as part of the text and therefore the first bullet point should not be 
mutated. 
 

English Translation 

Clicking this will enable you to either 

 shut your computer down 

 allow the user to log off 

(+) Wrth glicio hwn gallwch naill ai 

 gau eich cyfrifiadur 

 caniatáu i‘r defnyddiwr adael 

Clicking this will enable you to either 

a) shut your computer down 
b) allow the user to log off 

(+) Wrth glicio hwn gallwch naill ai 

a) cau eich cyfrifiadur 
b) caniatáu i‘r defnyddiwr adael 

Clicking this will enable you to either 

1. shut your computer down 
2. allow the user to log off 

(+) Wrth glicio hwn gallwch naill ai 

1. cau eich cyfrifiadur 
2. caniatáu i‘r defnyddiwr adael 

 
Y Golygiadur, Llawlyfr i awduron a golygyddion is recommended as an easy to use reference text to confirm any 
mutations required to text. 

Nouns 

General considerations 

Welsh nouns can be masculine, feminine or plural. 

The singular form should always follow a number. 

 

Loan words usually follow the syntactic and morphological rules of the target language as shown in the examples 

contained in the table below. 

 

English example Welsh example 

Delete the format. (+) Dileu‘r fformat hwn. 

Format this word. (+) Fformatio‘r gair hwn. 

Invalid formats. (+) Fformatau annilys. 

Please format this file. (+) Fformatiwch y ffeil hon. 
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Inflection 
 

Welsh nouns are either feminine (llyfrgell) or masculine (llun). The next section deals with the plural forms 

(llyfrgelloedd, lluniau). 

 
 

Plural Formation 
 

Microsoft terminology lists should include the plural form for the most common terms. The examples below show 

how English loanwords inflect for number in Welsh. Usually the ending –aid, -oedd, -au or –s are added to plural 

forms of the English loan words. 

 

English example Welsh example 

Clients (+) Cleientiaid 

Blogs (+) Blogiau 

Engines (+) Injans 

Formats (+) Fformatiau 

Diagrams (+) Diagramau 

Prepositions 
 

Pay attention to the correct use of the preposition in translations. Influenced by the English language, many 

translators omit them or change the word order. 

Prepositional phrases in English need to be translated according to their context; anglicisms should be avoided. 

Pay attention to the correct use of the preposition in the translations. Influenced by the English language, many 

translators omit them or change the word order. When translating the English preposition ―to‖ in the context of 

sending e-mails, use the preposition ―at‖ rather than ―i‖ which denotes a place, not a person. However, when ―to‖ 

is used in the context of page numbers, the correct form is ―I‖. Use â/ag after peidio. There is no need to use the 

preposition ―ar‖ (―on‖) after the command cliciwch (click). 

 

The table below contains frequently used verbs and the prepositions that follow them. Please use this table as a 

reference. Also refer to Pa Arddodiad? by D. Geraint Lewis which contains a comprehensive list of prepositions 

which should be used with Welsh verbs. 
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US Expression Welsh Expression Comment 

migrate to (+) mudo i  

Migrate from (+) mudo o  

import to (+) mewngludo i  

import from (+) mewngludo o  

export to (+) allgludo i  

export from (+) allgludo o  

update to (+) diweddaru i  

upgrade to (+) uwchraddio i  

change to (+) newid i  

click on (+) clicio  

connect to (+) cysylltu â  

welcome to ... (+) Croeso! Dyma  

do not (+) peidio â  

From 3 to 6 days 
(+) rhwng 3 a 6 diwrnod 

(-) o 3 i 6 diwrnod 

 

 

The examples below contain frequently occurring noun phrases that are preceded by a preposition. Please use 

this table as a reference. 

 

US Expression Welsh Expression Comment 

in the toolbar (+) yn y bar offer  

on the tab (+) ar y tab  

on the menu (+) yn y ddewislen  

on the net (+) ar y Rhyngrwyd 
ar y fewnrwyd (if referring to an 

intranet) 

on the Internet (+) ar y Rhyngrwyd  

on the Web (+) ar y we  

on a web site (+) ar wefan  

on a web page (+) ar dudalen we  
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Pronouns 
 

The frequent use of possessives is a feature of English language. However in Welsh, possessive adjectives 

should be avoided, following the omission from phrases such as ―My Computer‖ and ―My Documents‖. In 

Windows XP, this was replaced by ―Personol‖ (Personal) – Dogfennau Personol (Personal Documents). In 

Windows Vista, it was omitted completely ―Dogfennau‖ (Documents). 

 

 

English example Welsh example Explanation 

File already exists 

The file already exists 

This file already exists 

(+) Mae‘r ffeil eisoes yn bodoli 

In complete sentences, use 

determiners consistently even if 

the US string does not. 

Not enough memory to complete this 

operation. 
(+) Does dim digon o gof i wneud hyn. 

No need to use a demonstrative 

construction, unless it is important 

in context. 

Windows Vista cannot start your 

system. If the problem persists, 

contact your network administrator. 

(+) All Windows Vista ddim dechrau‘r 

system. Os bydd y broblem yn 

parhau, holwch weinyddwr y 

rhwydwaith. 

Avoid using possessive marker 

―your‖ unless ownership is 

important in context. 

Care should be taken using pronouns and the following common errors avoided: 

English example Welsh example 

Files you have saved (+) ffeiliau rydych wedi‘u cadw 

(-) ffeiliau rydych wedi cadw 

I was shocked (+) roeddwn wedi fy syfrdanu 

(-) roeddwn wedi‘m syfrdanu 

As noted in the instructions (+) fel y nodwyd yn y cyfarwyddiadau 

(-) fel a nodwyd yn y cyfarwyddiadau 

Terms agreed in setup (+) telerau y cytunir arnynt yn y broses gosod 

(-) telerau a gytunir arnynt yn y broses gosod 
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English example Welsh example 

Any comments you have (+) Unrhyw sylwadau a fydd gennych 

(-) Unrhyw sylwadau y bydd gennych 

Punctuation 

Please follow the following basic rules for the use of punctuation marks in Welsh. If your language uses a 

character set that is based on the Latin alphabet, make sure to include a space after commas and periods. Only 

one space should follow punctuation marks. 

 

In general, open punctuation practices should be followed. The main principles of this style are to use as little as 

possible of unnecessary punctuation. No semicolon should be placed at the end of bullet points. The address 

should not be punctuated in letters, nor the ―Annwyl (Dear)… ‖ greeting, nor ―Yn gywir (Yours sincerely)…‖. 

 
Apostrophe 

 

Where one word ends in a vowel and the following word begins with a vowel, where it is grammatically correct to 

do so, an apostrophe should be used to join both words, thus omitting one vowel. The definite article ―y‖ should be 

replaced with ―r‖ following a vowel. This follows the conventions of the Welsh language and also serves to make 

phrases more concise. 

 

US Expression Welsh Expression 

Colour of  
(+) Lliw‘r 

(-) Lliw y 

Has been 
(+) Wedi‘i 

(-) Wedi ei 

File name 
(+) Enw‘r ffeil 

(-) Enw y ffeil 

 

Comma 
 

Used to split sentences into smaller meaningful units, separate elements in a list, split a greeting from what 
follows and to note boundaries of additional information. 
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Colon 
 

A colon represents the longest pause possible within a sentence. 

Use colons to introduce a list of items. 

Use a colon to introduce a quote. 

 

 

A long line should not follow a colon (:–)  

Dashes and Hyphens 
 

Three different dash characters are used in English: 

Hyphen 

The hyphen is used to divide words between syllables, to link parts of a compound word, and to connect the parts 

of an inverted or imperative verb form.  

 

 

Y Golygiadur by Rhiannon Ifans deals with this issue in detail. 

 

En Dash 

The en dash is used as a minus sign, usually with spaces before and after.  

 

The en dash is also used in number ranges, such as those specifying page numbers. No spaces are used around 

the en dash in this case.  

3-6 
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Em Dash 

The em dash should only be used to emphasize an isolated element or introduce an element that is not essential 

to the meaning conveyed by the sentence. 

 

Gosodwch y rhaglen—y byddwch wedi‘i llwytho i lawr—ar y cyfrifiadur. 

 

Ellipses (Suspension Points) 
 

Ellipses are used when a part of a quotation is omitted. They can also appear at the end of strings. 

 

 

 
 

Keep in mind the following when using ellipses/suspension points: 

A space should be inserted before and after the ellipses. When the omitted part of the quotation is at the end of 

the sentence, no period should be placed to denote the end of the sentence. 

Period 
 

Use a period in all complete sentences, ie sentences with a conjugated verb. Do not use a period in a string of the 

software without a conjugated verb. See the examples below. 

 

English example Welsh example 

Select item (in a dialog above a drop-down list) (+) Dewiswch eitem. 

Select item (a checkbox in a dialog) (+) Dewis eitem 

 

Insert only one space after a period. Do not use periods in abbreviations. 

 

English text Welsh translation 

eg (+) ee 

(-) e.e. 

ie (+) hy 

(-) h.y. 
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Quotation Marks 
 

Both single (‗ ‘) and double (― ‖) quotation marks are used in Welsh. The translator should follow the quotations 

marks used in the source language. 

 

 

 

In US source strings, you may find software references surrounded by English quotation marks. The translator 

should follow the quotations marks used in the source language. 

 

Parentheses 
 

In Welsh, there is no space between the parentheses and the text inside them.  

 

Roedd y diwrnod hwn [17 Mawrth 2011]. 

Singular & Plural 
 

Please refer to the section on plural nouns. 

Split Infinitive 
 

This section does not apply to the Welsh language. 

Subjunctive 
 

The subjunctive should be avoided. The present tense should be used instead. 

 

US Expression Welsh Expression Comment 

When the computer shuts down 
(+) pan fydd y cyfrifiadur yn cau 

(-) pan fo‘r cyfrifiadur yn cau 
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Symbols & Non-Breaking Spaces 
 

Symbols and non-breaking spaces should be dealt with in the same way as the English source text. The 

exception to this is the ampersand (&) symbol. The ampersand symbol should not be used in the Welsh 

language. 

 

Use non-breaking spaces in the following instances: 

 Between pennod or atodiad and its number or letter. 

 As a thousand separator. 

 Between a unit of measure or currency and the number that goes with it. 

 Between any items that should not be divided onto separate lines. 

 

Syntax 
 

Welsh words and idioms should be used. English idioms should not be translated literally. 

 

Syntax and register differ between Welsh and English in the following ways: 

 

 

 

The usual order of words in Welsh is verb – subject - order. 

Verbs may be inflected according to tense. 

 

Anglicisms often sneak into sentence structure and word usage. Please edit your documents with this concern in 

mind. The following examples illustrate ―direct translations‖ with syntactic and lexical mistakes that you should try 

to avoid in your own translations. 

 

English example Anglicism in target language Correct example 

Person (-) Person (+) Unigolyn 
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English example Anglicism in target language Correct example 

Complete this form (-) Cwblhewch y ffurflen (+) Llenwch y ffurflen 

For further information please 

contact ... 
(-) I gael gwybodaeth bellach, 

cysylltwch â ... 
(+) I gael rhagor o wybodaeth, 

cysylltwch â ... 

the number of programs (-) y nifer o raglenni (+) nifer y rhaglenni 

Sign (-) arwyddo (+) llofnodi 

 

When reference is made to England and Wales or English and Welsh the words should be swapped in Welsh in 

order for Wales/Welsh to come before England/English. 

 

English example Welsh translation 

England and Wales (+) Cymru a Lloegr 

(-) Lloegr a Chymru 

English and Welsh (+) Cymraeg a Saesneg 

(-) Saesneg a Chymraeg 

 

Bilingual terms 

The string which appears on an e-mail message such as From and Sent should be bilingual. This is to ensure that 
non-Welsh Speakers would understand who sent the message, when and what is expected of them. Strings such 
as ―sent for review‖ should also be bilingual. The Welsh should appear first. In short, where the recipient‘s 
language preference cannot be automatically established, all system text should be bilingual. 
 

English example Welsh translation 

From: 
(+) Oddi wrth/From: 

Sent: (+) Anfonwyd/Sent: 

Copy: (+) Copi/Copy: 

Sent for review (+) Anfonwyd i‘w adolygu/Sent for Review 

Your files are attached and are ready to be sent (+) Mae‘ch ffeiliau wedi‘u hatodi ac yn barod i‘w 
hanfon/Your files are attached and are ready to be 
sent 

FW: (+) YML/FW: 

RE: (+) ATB/RE: 

Sent on behalf of: (+) Anfonwyd ar ran: /Sent on behalf of: 

 

In procedural text, which tells the user to perform certain actions in a certain number of steps, the order in which 

interface terms are to appear in the translation is usually top to bottom (for example, ―menu,‖ ―command,‖ ―dialog 

box,‖ ―dialog box controls‖). This order reflects the sequence in which the action needs to be performed, and it 

should be maintained unless there are technical reasons preventing it. 
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This convention is less important in normal body text, which is usually written in a more personal tone and less 

formal style, thus requiring the translator to be more creative. 

 

English example Welsh translation 

On the View menu, click Filter (+) Yn y ddewislen Gweld, cliciwch Hidlo 

On the Tools menu, click Internet Options, and click 

the Security tab 

(+) Yn y ddewislen Offer, cliciwch Dewisiadau‘r 

Rhyngrwyd a chlicio‘r tab Diogelwch 

Descriptors 

Use the descriptor (―menu,‖ ―button,‖ ―command,‖ and so on) only if the original text uses it or if it is needed for 

clarifying the position of a term in the interface 

 

Sentences of the type “To do this and that, click on ...” 

You may come across procedural instructions of the type ―To do this and that, click on ... ‖. You should rearrange 

such sentences to first mention the action the user needs to do and then the purpose. The reason for putting the 

action first is that the action usually matters most to the user. However, sometimes it is important to stress the 

purpose of an action before describing it. In this case, you can start the sentence with the purpose, followed by 

the action. 

 

English example Welsh translation 

To open the shortcut menu, click View Source (+) Cliciwch Gweld y Ffynhonnell i agor y ddewislen 

llwybr byr 

To end the install, click Cancel (+) Cliciwch Canslo i orffen gosod 

In procedural text, which tells the user to perform certain actions in a certain number of steps, the order in which 

interface terms are to appear in the translation is usually top to bottom (for example, ―menu,‖ ―command,‖ ―dialog 

box,‖ ―dialog box controls‖). This order reflects the sequence in which the action needs to be performed, and it 

should be maintained unless there are technical reasons preventing it. 

 

This convention is less important in normal body text, which is usually written in a more personal tone and less 

formal style, thus requiring the translator to be more creative. 

 

English example Welsh example 

On the View menu, click Filter (+) Yn y ddewislen Gweld, cliciwch Hidlo 

On the Tools menu, click Internet Options, and click 

the Security tab 

(+) Yn y ddewislen Offer, cliciwch Dewisiadau‘r 

Rhyngrwyd a chlicio‘r tab Diogelwch 
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Verbs 
 

Sometimes an English verb can be used as loan word in the target language. Such loan words usually follow the 

syntactic and morphological rules of the target language. These words are phonologized. 

 

English example Welsh examples Welsh examples Welsh examples 

dump (+) dymp (+) dympio (+) dympiwch 

blog (+) blog (+) blogio (+) blogiwch 

format (+) fformat (+) fformatio (+) fformatiwch 

 

Ancillary verbs are often used in the English language. These verbs may be omitted from the Welsh translation. 

English example Welsh translation 

To make use of (+) defnyddio 

(-) gwneud defnydd o 

To pay a visit (+) ymweld â 

(-) talu ymweliad â 

To give consideration (+) ystyried 

(-) rhoi ystyriaeth i 

To make a decision (+) penderfynu 

(-) gwneud penderfyniad 

 

Be consistent in how you translate verbs in error messages. If it is grammatical to omit the predicate ―be‖ in your 

language, you can omit it in error messages, but you should be consistent in your usage across all error 

messages. Be concise without changing the meaning of the source string. 

 

English example Welsh example Explanation 

The document is too large. 

Document too large. 
(+) Mae‘r ddogfen yn rhy fawr. 

Be consistent in your usage of the 

verb ―to be‖ 

Access was denied. 

Access denied. 
(+) Dim mynediad. 

In complete sentences, use verbs 

and the same tense as in the 

source string. 

The file '%s' is an unknown graphics 

format. 

(+) Mae‘r ffeil ‗%s‘ yn fformat graffeg 

anhysbys. 

Rephrase ―is‖ with ―have‖ if 

necessary to produce an 

appropriate translation. 

The application may attempt to (+) Gall y rhaglen geisio trosi‘r may + Verb can be rephrased as 
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English example Welsh example Explanation 

convert the graphic.  graffigyn. Verb + possibly 

A problem occurred while trying to 

connect to the network share '%1!s!'. 

(+) Problem wrth geisio cysylltu â‘r 

rhan rhwydwaith ‗%!s!‘. 

Shorten and rephrase if 

necessary to ―A problem occurred 

while connecting to the network 

share '%1!s!' 

The following error occurred: '%1!s!' 

(error #%2!lx!)  

(+) Dyma‘r gwall: ‗%1!s!‘ (gwall 

#%2!lx!)  

Shorten this construction where 

possible, e.g. Error: '%1!s!' (error 

#%2!lx!).  

An unknown error has occurred./ No 

error occurred. 
(+) Gwall anhysbys./ Dim gwall. 

Shorten this construction where 

possible, e.g. Unknown error. / No 

error 

 

Care should be taken in deciding whether to use ―gallu‖ (able) or ―cael‖ (allow) in error messages. Is the program 

telling the user they are not able to perform a task or telling them they are not allowed to perform a task? Usually 

the latter is inferred. 

 

English example Welsh translation 

You cannot save this file. (+) Chewch chi ddim cadw‘r ffeil. 

(-) Allwch chi ddim cadw‘r ffeil. 

You can open this folder. (+) Cewch agor y ffolder. 

(-) Gallwch agor y ffolder. 

You will not be able to open this folder. (+) Chewch chi ddim agor y ffolder. 

(-) Allwch chi ddim agor y ffolder. 

 

Care must be taken with tense 

 

English example Welsh translation 

The program saved (past) (+) Cadwodd y rhaglen 

The program has saved (perfect) (+) Mae‘r rhaglen wedi cadw 

The program had saved (pluperfect) (+) Roedd y rhaglen wedi cadw 
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Word Order 
 

The usual order of words in Welsh is verb – subject - order. 

 

 

Style and Tone Considerations 
This section focuses on higher-level considerations for audience, style, tone, and voice. 

Audience 
 

Courtesies 

In Welsh it is considered excessive to use ―Please‖ in written requests. ―Please‖ may be omitted in translation of 

Microsoft products. 

 

English Translation 

Please wait a moment (+) Arhoswch funud 

(-) Arhoswch funud os gwelwch yn dda 

(-) Plîs arhoswch funud 
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Style 

 

The style of the Welsh translation should aim for the language register described in Gramadeg yr Iaith Gymraeg 

as 'cywair safonol rhyddfrydol ' (liberal standard). This lies between the formal conservative register and a 

colloquial informal register. Any word forms which are dialect specific should be avoided. 

Tone 
 

The tone of the Welsh translation should aim for the language register described in Gramadeg yr Iaith Gymraeg 

as 'cywair safonol rhyddfrydol ' (liberal standard). This lies between the formal conservative register and a 

colloquial informal register. Any word forms which are dialect specific should be avoided. 

 

The 12 rules of Cymraeg Clir (Plain Welsh) should be adhered to: 

1. Use simple, concise, everyday language. 

2. Address your readers directly. 

3. Use the natural words, phrases and structure of the Welsh language. 

4. Use short sentences. (no more than 25 words per sentence). 

5. Keep to the principle: ―one sentence – one idea‖. 

6. Use active verbs to make your written work more lively and direct :  

Dechreuodd y cyngor 50 o brosiectau rather than Dechreuwyd 50 o brosiectau gan y cyngor 

7. Tell the reader clearly who is doing something when you use verbs: ―we‖, ―you‖, ―they‖. 

8. Use verbs rather than nouns. 

9. Use informal verbs and pronouns. 

Try to avoid ―official‖ language that is full of jargon and technical terms (and explain any unfamiliar terms). 

11. Divide long sentences into shorter points or bullet points. 
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12. Use punctuation to help the reader understand. 

 

Verb forms 
The following verb forms should be used: 
 
Rydw i / Dydw i ddim 
Mae ef / Dydy ef ddim 
Mae hi / Dydy hi ddim 
Rydych chi / Dydych chi ddim 
Rydyn ni / Dydyn ni ddim 
Maen nhw / Dydyn nhw ddim 
 
No apostrophe should be placed before the ―dyw/dydy‖ etc. A pronoun should be included following the verb as 
shown in the examples below: 
 

English example Welsh translation 

This is what you should do (+) Dyma beth ddylech chi ei wneud 
(-) Dyma beth ddylech ei wneud 

Do you want to shut down? (+) Ydych chi am gau lawr? 
(-) Ydych am gau lawr? 

 
The verb is often mutated also – beth allech ei wneud, beth ddylech ei wneud. 

Voice 
 

For unambiguous commands, the personal imperative form may be used. However, where there is ambiguity, and 

where space is at a premium, the verb noun form may be used. 

Use the polite 2nd person (the –wch forms) to address the user. 

 

Example: 

 

English Translation 

You are now connected to the Internet. (+) Rydych nawr wedi‘ch cysylltu â‘r Rhyngrwyd 

(-) Rwyt ti nawr wedi dy gysylltu â‘r Rhyngrwyd 

Type your name (+) Teipiwch eich enw 

(-) Teipia dy enw 

Are you sure you want to exit Setup? 
(+) Ydych chi'n siŵr eich bod am adael y broses gosod? 

(-) Wyt ti‘n siŵr dy fod am adael y broses gosod? 

 

The impersonal may be used in the past tense (the –wyd forms). However, they are less familiar in the present 

tense in Welsh (the –ir forms). In the present sense, the verb noun form may be used. If strings must be 

truncated, the impersonal may be used in the present tense in Welsh. 
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English Translation 

The message has been sent (+) Anfonwyd y neges 

(-) Mae‘r neges wedi‘i hanfon 

The message is being sent (+) Mae‘r neges wrthi‘n cael ei hanfon 

(?) Anfonir y neges 

 

Yes and No 
The translation of Yes and No in Welsh depends on the question. Therefore there is no one single word that may 
be used to translate these words in every context. Care must be taken that the answer to Yes and No correspond 
to the question. Where possible, ―Iawn‖ (OK) may be used instead of the various translations of ―Yes‖. In the 
negative, the short form ―Na‖ is usually acceptable. 
 

English Translation 

Yes (+) Iawn 

OK (+) Iawn 

No (+) Na 

 
The exception to this rule is when asked if you are sure you wish to do something. In such cases ―Ydw‖ should be 
used. 
 
Active / Passive sentences 
It‘s recommended to use active/direct sentences, where the subject of the sentence is performing the act. In a 
passive sentence, something happens to the subject of the sentence and this type can be more confusing for the 
user. 
 

Active Passive 

(+) Mae‘r cyfrifiadur yn cau. (?) Cafodd y cyfrifiadur ei gau. 

(+) Cadwodd y rhaglen y ffeil (?) Cafodd y rhaglen ei chadw gan y ffeil. 
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Localization Guidelines 

This section contains guidelines for localization into Welsh. 

General Considerations 
Materials should be localized in a clear manner. Ensuring the user understands the text is paramount. The text 

should read as it was composed in Welsh rather than it being a translation. 

Usually, graphics need not be changed in a Welsh localized product unless there is text included in the graphic. 

Abbreviations 

Common Abbreviations 
 

You might need to abbreviate some words in the UI (mainly buttons or options names) due to lack of space. This 

can be done in the following ways: 

The following table lists common Welsh expressions and their associated, acceptable abbreviations. The full 

Welsh translation should be used whenever possible. No periods should be used in abbreviations. Extended 

characters are not used in their abbreviated form. 

 

Welsh example Acceptable abbreviation 

er enghraifft 
(+) ee 

(-) e.e. 

hynny yw 
(+) hy 

(-) h.y. 

ac yn y blaen 
(+) ayb 

(-) a.y.b. 

dalier sylw 
(+) ds 

(-) d.s. 

ól nodyn 

(+) on 

(-) o.n. 

(-) ón 

 

Additional guidelines: 

 Use a non-breaking space (CTRL+SHIFT+SPACEBAR) in any abbreviation. 
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 If non-breaking spaces cannot be used (in Help files, for example) it is also acceptable to write these 
abbreviations without a space to avoid having one letter move to the beginning of the next line. 

Measurement Abbreviations 

In addition to common measurements such as km, m, cm, mm, and so on, the abbreviations in the following table 

are used in the product user interface and in technical documentation. If possible, the full term should be used in 

Welsh in order as it would be easier to understand. 

 

Measurement 
English 

abbreviation 

Welsh 

abbreviation 
Comment/Example 

Gigabyte GB GB  

Gigabit GBit GDid  

Kilobyte KB KB  

Kilobit KBit KDid  

Megabyte MB MB  

Megabit MBit MDid  

Terabyte TB TB  

Terabit TBit TDid  

Bits per second Bit/s Did/s 
Use same type for similar 

measurements, e.g. frames per 

second => F/s  

Megabits per second MBit/s or Mbps MDid/s  

Kilobits per second KBit/s or Kbps KDid/s  

Bytes per second B/s B/s   

Megabytes per second MB/s MB/s   

Kilobytes per second KB/s KB/s   

Point Pt. Pt. No plural form 

Inch ― ― 
― is acceptable in Packaging and 

tables, but not in body text.  

Megahertz MHz MHz   

Hertz Hz Hz  

Don‘t abbreviate any other words into Welsh. 
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International symbols and abbreviations 

 

Sometimes there is confusion as to what constitutes an abbreviation and what is an international symbol. 

Abbreviations in Welsh may be shortened versions of full Welsh words. Common Welsh abbreviations are listed 

in the Core/common style guide. However, international symbols may be mistaken for abbreviations and an effort 

may be made to translate them into Welsh. This is incorrect, and they should not, under any circumstances be 

translated. 

International symbol Incorrect Welsh 

abbreviation 

Correct usage in Welsh Note 

s e s The international symbol 

for ‘second’ is ‘s’. The 

Welsh term for this is 

‘eiliad’. This should not 

be abbreviated as ‘e’ as 

‘s’ stands as an 

international symbol in all 

languages. 

B/s B/e B/s  

© (h) © The copyright symbol is 

an international one and 

should not be localized. 

However if the full term 

‘copyright’ is used, then 

the Welsh equivalent 

‘hawlfraint’ should be 

used in Welsh text. 

Accessibility 
 

Localizers should follow the instructions in the StyleGuide to ensure the localized text is accessible. Microsoft 

provides people with disabilities (single-handed or with hearing or motion disabilities) with more accessible 

products and services. These may not be available in Wales. Please check with your Microsoft contact and 

remove these references from Welsh text if necessary. 
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Acronyms 

Acronyms are words made up of the initial letters of major parts of a compound term. Some well-known examples 

are WYSIWYG (What You See Is What You Get), OLE (Object Linking and Embedding), or RAM (Random 

Access Memory).  

 

Caution: Do not include a generic term after an acronym or abbreviation if one of the letters in the acronym 

stands for that term. Even though this might occur in the US-English version, it should be ―corrected‖ in the 

localized version. The following examples show the redundancy in red for Welsh terms. 

 (-) Galwad RPC 

 (-) Iaith HTML 

 (-) Protocol TCP/IP 

 (-) Rhif PIN 

 

Localized Acronyms 
 

The only acronym which should be localized in Welsh are DU (UK) and UDA (USA) 

 

Unlocalized Acronyms 
 

All acronyms should remain in English. The following list contains examples of acronyms and abbreviations that 

are considered commonly understood; these acronyms and abbreviations should not be localized or spelled out in 

full in English: 
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 ANSI (American National Standards Institute) 

 ISO (International Standards Organization) 

 ISDN 

 DOS 

 DSL 

 CD 

 DVD 

Applications, Products, and Features 
 

Application/product names are often trademarked or may be trademarked in the future and are therefore rarely 

translated. Occasionally, feature names are trademarked, too (e.g. IntelliSense™). Before translating any 

application, product, or feature name, please verify that it is in fact translatable and not protected in any way.  

 

The general rule is that product names are not translated if they include the word Microsoft and/or are 

trademarked (for example, Microsoft Draw or Microsoft Graph). The Microsoft PM and/or Subsidiary should 

always be contacted for final approval before you translate a product or component name. 

 

The terms ―Microsoft,‖ ―Windows,‖ and ―Office‖ must always remain unlocalized; however, these terms may be 

transliterated if you receive approval for the appropriate Microsoft PM and Subsidiary. Refer to the section of this 

Style Guide that discusses trademarks for the complete list of product and component names that must remain in 

English. Ensure that you apply the chosen product terminology consistently throughout your translation of a set of 

content or an interface. 

 

Microsoft product names are usually trademarked and remain unlocalized. Product names and non-translated 

feature names are considered proper nouns and are used without definite or indefinite articles in English. For 

instance, attaching a genitive ―s‖ to trademarked product names is not feasible as it could be interpreted as a 

modification of such names. Additions to a product or component name are either added with a hyphen or a 

periphrastic construction needs to be used. For example, instead of expressing a possessive relationship by using 

the genitive marker ―s‖ in English, a periphrastic construction should be used: 

 

 (-) Microsoft‘s products 

 Microsoft products 

 Products by Microsoft 

 

Product names and non-translated feature names should also be treated as proper nouns in Welsh. 

 

English Translation 

Windows Mail shares your Internet Connection 

settings with Internet Explorer 

(+) Mae Windows Mail yn rhannu gosodiadau eich 

Cysylltiad â‘r Rhyngrwyd ag Internet Explorer  
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English Translation 

Website addresses will be sent to Microsoft (+) Bydd cyfeiriadau gwe yn cael eu hanfon i Microsoft 

 

By contrast, translated feature names are used with a definite or indefinite article as they are not treated as proper 

names. 

 

English Translation 

Hide the Task Manager when it is minimized (+) Cuddio‘r Rheolwr Tasgau pan fydd wedi‘i leihau 

Check for updates in your installed Media Player's 

language 

(+) Chwilio am ddiweddariadau yn iaith y Chwaraewr 

Cyfryngau a osodwyd 

 

Copyright protection is granted to any original work of authorship fixed in any tangible medium of expression from 

which it can be perceived, reproduced, or communicated. 

 

The following translations must be used: 

 

English Translation 

Copyright (+) Hawlfraint 

All rights reserved (+) Cedwir pob hawl 

Microsoft Corporation (+) Microsoft Corporation 

 

Frequent Errors 
 

English Translation 

You don‘t have permission to delete this file. (-) Does gennych chi ddim caniatâd i ddileu‘r ffeil hon 

(+) Does gennych chi ddim hawl i ddileu‘r ffeil hon. 

You are not an administrator (-) Nid ydych yn weinyddwr 

(+) Dydych chi ddim yn weinyddwr 

Log In (-) Cyflwyno‘ch hun 

(+) Mewngofnodi 

Are you sure you want to... (-) A ydych yn siŵr eich bod am... 
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English Translation 

(+) Ydych chi‘n siŵr eich bod am... 

About Messenger (-) Ynglŷn â Messenger 

(+) Manylion Messenger 

... cannot accept ... (-) Ni all ... dderbyn ... 

(+) Does dim modd i ... dderbyn ... 

An error occured with... (-) Bu gwall gyda... 

(-) Roedd gwall gyda... 

(+) Gwall gyda... 

Glossaries 
 

The Microsoft Language Portal - http://www.microsoft.com/Language/en-US/Default.aspx 

Fictitious Information 
 

Fictitious content is legally sensitive material and as such cannot be handled as a pure terminology or localization 

issue. Below is some basic information and contact points when dealing with fictitious content: 

Vendors and Localizers are not allowed to create their own fictitious names. You must either use the source names 

or use the list of legally approved names.  

 

Please contact your product team representative for further information on how to deal with fictitious companies, 

names, addresses, email addresses, phone numbers, etc. in your product. For technical products, you may also 

check with the product team representative whether localized fictitious content is required or not (e.g. Visual 

Studio). 

Recurring Patterns 
 

English Translation 

Are you sure you want to... Ydych chi‘n siŵr eich bod am... 

You can‘t... Chewch chi ddim... 

We cannot... Does dim modd... 

...is not available Dydy ... ddim ar gael 

File not found Heb ganfod y ffeil 

Click here to begin Cliciwch yma i ddechrau 

http://www.microsoft.com/Language/en-US/Default.aspx
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Standardized Translations 
 

There are a number of standardized translations mentioned in all sections of this Style Guide. In order to find 

them more easily, the most relevant topics and sections are compiled here for you reference. 

Recurring Patterns 

Unlocalized Items 
 

Trademarked names and the name Microsoft Corporation shouldn‘t be localized. A list of Microsoft trademarks is 

available for your reference at the following location: http://www.microsoft.com/trademarks/t-mark/names.htm. 
 

Word Comment 

Macro Macro 

Help Help 

Normal Normal 

Symbol Symbol 

blog blog 

map map 

diagram diagram 

tab tab 

label label 

cell cell 

panel panel 

bar bar 

system system 

Using the Word Microsoft 
 

In English, it is prohibited to use MS as an abbreviation for Microsoft. The same rule applies to the Welsh 

language. 

http://www.microsoft.com/trademarks/t-mark/names.htm
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Software Considerations 
This section refers to all menus, menu items, commands, buttons, check boxes, etc., which should be consistently 

translated in the localized product. 

 

Refer to http://msdn.microsoft.com/library/aa511258.aspx for a detailed explanation of the Windows user interface 

guidelines (English). 

User Interface 

 

A tool tip is a short description of the icon or function over which the user hovers with the cursor. Tool tips are 

typically shown in a software interface for a short amount of time. 

 

Tool tips should be short and concise, but helpful to the users. In very many cases, they have exactly the same 

linguistic form as menus, commands, or buttons, and use an impersonal style without a period. In other cases 

they serve as short explanations and address the user directly (see, for example, the extended tool tips in Office 

http://msdn.microsoft.com/library/aa511258.aspx
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2007). You should translate tool tip text using a consistent and usability-centered approach, and you should 

ensure that consistency is maintained; avoid using multiple different translations for the same tool tip. 

 

English example Welsh example 

Insert Microsoft Excel Worksheet (+) Mewnosod Dalen Waith Microsoft Excel 

Click here to begin (+) Cliciwch yma i ddechrau 

No feeds detected on this page (Alt+J)\nFeeds provide 

updated website content 

(+) Heb ganfod dim crynodebau ar y dudalen 

hon(Alt+J)\nMae crynodebau yn rhoi cynnwys 

gwefannau wedi‘i ddiweddaru 

 

InfoTips are similar to tool tips because they appear briefly and explain a specific part of an interface. InfoTips 

contain short sentences or sentence fragments that describe what an item does or how it can be used. 

 

For items that describe what the user can do with the item (one that users can manipulate upon opening), use 

periphrastic form of the verb. This is the most common type of InfoTip. 

 

Example: 

English example Welsh example 

Insert Microsoft Excel Worksheet (+) Mewnosod Dalen Waith Microsoft Excel 

Analyze items with a spreadsheet application (+) Mae‘n dadansoddi eitemau gyda rhaglen taenlenni 

Open your e-mail program (+) Mae‘n agor eich rhaglen e-bost 

 

For items that have an automatic action (one that requires no user manipulation) upon opening, use verb-nouns. 

 

Example: 

English example Welsh example 

Opens the calendar (+) Agor y calendr 

Undertake basic numeric tasks (+) Cyflawni tasgau rhifyddeg sylfaenol 

 

Welcome Screens 

There is no guideline for translating Welcome screens within wizards. Complete phrases are just as fine as 

―Welcome‖ only. However, the names of Welcome screens should be localized according to one consistent 

pattern within one product. As the ―Dewin‖ (Wizard) is treated more as an assistant who is assisting the user 
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rather than a program, the Welsh translation should state Croeso! Dyma‘r Dewin Cysylltu (Welcome! This is the 

Connection Wizard). 

Source Target 

Welcome to the Connection Wizard 
(+) Croeso! Dyma‘r Dewin Cysylltu 

(-) Croeso i‘r Dewin Cysylltu 

Undertake basic numeric tasks (+) Cyflawni tasgau rhifyddeg sylfaenol 

Messages 
 

Messages are sometimes phrased differently in US-English software interfaces even though they have the same 

meaning. Try to avoid phrasing the same message differently in the Welsh version of the software you are 

localizing. Use one standard translation as in the following example: 

 

Source Target 

Press F1 to get Help (+) Pwyswch F1 am help 

If you want Help press F1 

To get Help press F1 

Not enough memory (+) Does dim digon o gof 

Insufficient memory 

There is not enough memory 

Save changes to %1? (+) Ydych chi am gadw‘r newidiadau i %1? 

Do you want to save changes to %1? 

Status Messages 

What is a Status Bar Message? 
 

A status bar message is an informational message about the active document or a selected command as well as 

about any active or selected interface item. Messages are shown in the status bar at the bottom of the window 

when the user has chosen a menu, a command or any other item, or has started a function. The status bar 

messages refer to actions being performed or already complete (for example in Outlook below). 
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Welsh Style in Status bar Messages 

 

A status bar message is information about the active document, a selected command, or any active selected 

interface item. The messages are shown in the status bar at the bottom of the window when the user has chosen 

a menu, a command or any other item, or has started a function. Some status bar messages refer to actions 

being performed or already completed (for example in Microsoft Internet Explorer). Refer to Figure 1 for a visual 

example of a dialog box. 

 

 

Figure 1. Example of a typical status bar and status bar message. 

Messages reporting that a process is executing usually use a verb in the ―-ing‖ form plus three dots after the text. 

In Welsh you should choose a verb tense and/or aspect that expresses the ongoing nature of the action. 

 

Difficulties can arise if this convention is not kept in the US text and the status or progress message is not 

immediately recognizable as such (although sometimes the Resource ID will tell). The standard syntax should be 

applied to status bar messages wherever possible. 
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Examples: 

 

English example Welsh example 

Scanning files... (+) Wrthi‘n sganio ffeiliau… 

Opening message… (+) Wrthi‘n agor y neges… 

 

In English, the status bar messages have different forms dependent on the information they must convey. In 

Welsh, menu and commands status bar messages should follow the format below. 
 

Name Welsh Name Category 
English Status Bar 

message 

Welsh Status Bar 

message 

Edit 
Golygu 

menu Contains editing commands 
Mae‘n cynnwys 

gorchmynion golygu 

Copy to 

Folder... 

Copïo i Ffolder… 
menu 

Copies the selected items to 

a new location 

Mae‘n copïo‘r eitemau 

dan sylw i leoliad newydd 

New 
Newydd 

command Creates a new document 
Mae‘n creu dogfen 

newydd 

   Make object visible? Dangos gwrthrych? 

   Word is converting the 

document. Press Esc to 

stop. 

Mae Word wrthi‘n trosi‘r 

ddogfen. Pwyswch Esc i 

stopio. 

   Datasheet View Gweld Dalen Ddata 

   Done Dyna ni! 

 

The importance of standardization 

In the US product you can often find messages that are phrased differently even though they have the same 

meaning. Try to avoid this in the localized Welsh version. Use one standard translation as in the examples below: 
 

English term Correct Welsh translation 

Press F1 to get Help (+) Pwyswch F1 am help 

If you want Help press F1 

To get Help press F1 

Not enough memory (+) Does dim digon o gof 

Insufficient memory 
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English term Correct Welsh translation 

There is not enough memory 

Save changes to %1? (+) Ydych chi am gadw‘r newidiadau i %1? 

Do you want to save changes to %1? 

Error Messages 

What Is An Error Message? 

Here is an example: 

 
 

Error messages are messages sent by the system or a program, informing the user that there is an error that 

must be corrected in order for the program to keep running. For example, the messages can prompt the user to 

take an action or inform the user of an error that requires rebooting the computer. 

 

Welsh Style in Error Messages 
 

It is important to use consistent terminology and language style in the localized error messages, and not just 

translate as they appear in the US product. It‘s important error messages should not be patronizing. They should 

assist the user and try to help them avoid such errors in the future.  

 

Standard Phrases in Error Messages 

When translating standard phrases, standardize. Note that sometimes the US uses different forms to express the 

same thing. 
 

English Translation Example Comment 

Cannot … 

Could not … 

(+) Does dim modd… 

(+) Doedd dim modd… 
  

Failed to … 

Failure of … 

(+) Wedi methu… 
    

Cannot find … 

Could not find … 

(+) Heb ganfod… 
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English Translation Example Comment 

Unable to find … 

Unable to locate … 

Not enough memory 

Insufficient memory 

There is not enough memory 

There is not enough memory 

available 

(+) Dim digon o gof ar 

gael 

    

... is not available 

... is unavailable 

(+) Dim … ar gael 
    

 

 

Many error messages alert the user to the fact that an action could not be completed or that an item could not be 

found. Be consistent in how you convey such messages in Welsh. 

 

English example Welsh example  

File not found. 

File was not found. 

The file was not found. 

(+) Heb ganfod y ffeil. 
Use one basic syntax for all negative 

sentences. 

Not enough memory. (+) Dim digon o gof. not enough = insufficient 

Wrong file type. (+) Math anghywir o ffeil. wrong = incorrect 

Incorrect MS-DOS version. (+) Fersiwn MS-Dos anghywir.  

Invalid file type. (+) Math annilys o ffeil. Invalid =illegal 

An illegal setting name has been 

entered. 
(+) Mae enw‘r gosodiad yn annilys.  

%1 has a bad format. (+) Mae fformat %1 yn annilys. 
Use ―invalid‖ instead of ―bad‖, unless 

the meaning is physically broken. 

Object doesn't support current 

locale setting. 

(+) All y gwrthrych ddim delio â‘r 

gosodiad locale presennol. 

Use standard word order (i.e., be 

aware where the negative maker is 

placed in sentence) 

 

When constructing a negative sentence the negative word ―Nid/Ni‖ may be omitted. 
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English example Welsh example 

Object doesn't support current locale setting. (+) All y gwrthrych ddim delio â‘r gosodiad locale 

presennol. 

(-) Ni all y gwrthrych ddelio â‘r gosodiad locale 

presennol. 

You cannot copy the file. (+) Chewch chi ddim copïo‘r ffeil 

(-) Ni chewch chi gopïo‘r ffeil 

 

―Na‖ is the negative form of ―a‖ (before a consonant) 

―Nac‖ is the negative form of ―ac‖ (before a vowel) 

―Na‖ is the negative form of ―â‖ (before a consonant) 

―Nag‖ is the negative form of ―ag‖ (before a vowel) 

 

Error Messages Containing Placeholders 

When localizing error messages containing placeholders, try to find out what will replace the placeholder. This is 

necessary for the sentence to be grammatically correct when the placeholder is replaced with a word or phrase. 

Note that the letters used in placeholders convey a specific meaning, see examples below: 

%d, %ld, %u, and %lu means <number> 

%c means <letter> 

%s means <string> 

 

Examples of error messages containing placeholders: 

"Checking Web %1!d! of %2!d!" means "Checking Web <number> of <number>". 

"INI file "%1!-.200s!" section" means "INI file "<string>" section". 

 

Error messages contain placeholder text that will be filled in by the operating system when the message is shown 

to users. The following table provides examples of error messages with placeholder text, and the final error 

messages that users will see: 

 

Placeholders in English error messages Final error message text that users will see 

%d minute(s) remaining 3 minute(s) remaining 

Dialling %s... Dialling business phone 

The disk in drive %c: cannot be formatted. The disk in drive C: cannot be formatted. 
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When localizing error messages containing placeholders, find out what text will replace the placeholder when the 

user sees the error message. This process is necessary because you must ensure the resulting sentence will be 

grammatically correct when the placeholder is replaced with a word or phrase. Most source strings have 

instructions that detail what text will replace the placeholder. 

 

In the English source string, placeholders are found in the position where they would naturally occur in that 

language. Since in English numerals typically precede the noun, the numeral placeholders typically precede the 

noun in the source strings. The same is true in the Welsh language. 

 

English example Welsh example 

in %d days (+) mewn %d diwrnod 

%d minutes (+) %d munud 

 

Special care must be taken that plural form of nouns used with %lu placeholders (denoting numbers) are 

translated using the singular form in Welsh. This is because Welsh nouns always retain their singular form if 

following directly after a number, e.g. ―3 files‖ (noun in plural form) in English is translated as ―3 ffeil‖ (noun in 

singular form) in Welsh. 

 

English example Welsh example 

%lu files (+) %lu ffeil 

(-) %lu ffeiliau 

 

Where a placeholder may be replaced by any of a range of items, some, but not all of which, will cause a mutation 

in the following word, or cause a different form to be used (e.g. soft mutation in the noun after the number ―2‖) the 

software is not at present able to automatically deal with every possible option. Where it is not possible to 

rephrase in order to avoid a grammatically incorrect form, use phrases and idioms which will be grammatically 

correct in most instances. (Compare, for instance the use of the number ―1‖ in English where the result ―1 files‖ is 

sometimes found, but is accepted because all other numbers are followed by plural nouns). The default, common 

form in Welsh following placeholders is likely to be the unmutated form of the word. 

 

English example Welsh example 

%lu documents (+) %lu dogfen 

(-) %lu ddogfen 

 

The letters and symbols used in placeholder text convey a specific meaning. Please refer to the following table for 

examples of placeholder text and corresponding error message text that users will see. 
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Placeholder text Error message text that users will see 

%d, %ld, %u, and %lu Number (such as 3 or 512) 

%c Letter (such as ―f‖ or ―s‖) 

%s String (such as ―Click here to continue.‖) 

―Checking Web %1!d! of %2!d!‖ ―Checking Web <number> of <number>‖ 

―INI file "%1!-.200s!" section‖ ―INI file "<string>" section‖ 

 

If your language has agreement between adjectives and nouns, and the noun is a placeholder, it can be important 

to know what exact string will be in the placeholder, so that a preceding adjective can be inflected accordingly. 

The wording of most source strings has already been adjusted to avoid such localization issues and a syntactic 

construction has been chosen in which a placeholder is not modified by an adjective. However, be mindful of such 

issues when localizing software. In some languages there is also agreement between a noun subject and the 

verb. If your language has syntactic agreement, try to reword the translation to avoid a potentially ungrammatical 

sentence. The latest terminology should be referred to in order to find the gender of any terms used. If the term is 

not included in the terminology, the gender which is specified firstly in Geiriadur Prifysgol Cymru should be used 

for that particular term. 

 

English example Message User will see Welsh example 

Replace invalid %s? Replace invalid data? 

Replace invalid file? 
(+) Disodli %s annilys? 

%s already exists 
File already exists 

Name already exists 
(+) Mae %s eisoes yn bodoli 

%s is now set as your personal 

contact. 

Regina is now set as your personal 

contact 

Mr. Kim is now set as your personal 

contact 

(+) %s ydy eich cyswllt personol 

nawr. 

%s stopped working and was 

closed 

The application stopped working and 

was closed 

The program stopped working and 

was closed 

(+) Mae %s wedi cau oherwydd nad 

oedd yn gweithio bellach. 

 

In error messages, describe the action the user is supposed to take before the purpose of the action. Phrases like 

―To skip creating your startup disk, click Cancel‖ should be rephrased as ―Click Cancel to skip creating your 

startup disk‖. Avoid personified inanimate subjects and try to replace active constructions with passive ones 

where possible. 
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The action should always precede the purpose of the task in Welsh. 

 

English example Welsh example Explanation 

Setup encountered an error while 

creating your startup disk. 

Setup cannot find the remote 

computer. 

Setup cannot get disk information.  

(+) Gwall gosod wrth greu‘r ddisg 

cychwyn. 

(+) All y broses gosod ddim dod o hyd 

i‘r cyfrifiadur pell. 

(+) All y broses gosod ddim cael 

gwybodaeth disg. 

Avoid personified subjects if the 

context allows for omission ( e.g. 

Setup encountered/Setup cannot ... in 

Setup error messages). Rephrase 

and change the word order. In many 

cases, a passive construction may be 

possible.  

Remove any existing settings to 

free space. 

(+) Tynnwch unrhyw osodiadau 

presennol i ryddhau lle. 

Generally, describe the action before 

the purpose instead of the other way 

around. 

Attempt to remove current 

directory  

(+) Rhowch gynnig ar dynnu‘r 

cyfeiriadur presennol 

Use a passive construction instead of 

―Attempt to ...‖. 

Keys 
 

The keyboard is the primary input device used for text input in Microsoft Windows. For accessibility and efficiency, 

most actions can be performed using the keyboard as well. While working with Microsoft software, you use keys, 

key combinations and key sequences. 

In English and in Welsh, References to key names, like arrow keys, function keys and numeric keys, appear in 

normal text (not in small caps).  

Access Keys/Hot keys 
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Sometimes, there are underlined or highlighted letters in menu options, commands or dialog boxes. These letters 

refer to access keys (also known as hot keys) that allow you to run commands, perform tasks, etc. more quickly. 

 
 

Hot Key Special Options Usage: Is It Allowed? Notes 

"Slim characters", such as I, l, t, r, f 

can be used as hot key 

Yes  

Characters with downstrokes, such 

as g, j, y, p and q can be used as 

hotkeys 

Yes  

Extended characters can be used as 

hotkeys 

No This should be avoided. See 

additional notes below. 

An additional letter, appearing 

between brackets after item name, 

can be used as hotkeys 

Yes  

A number, appearing between 

brackets after item name, can be 

used as hotkey 

Yes  

A punctuation sign, appearing 

between brackets after item name, 

can be used as hotkey 

Yes  

Duplicate hotkeys are allowed when 

no other character is available 

Yes  

No hotkey is assigned when no more 

characters are available (minor 

options only) 

Yes  

 

Additional notes: If no more characters are available, a hot key may be assigned to an extended character. It is 

aswsumed the user would apply the normal character on the keyboard as the hotkey. 

Arrow Keys 
 

The arrow keys move input focus among the controls within a group. Pressing the right arrow key moves input 

focus to the next control in tab order, whereas pressing the left arrow moves input focus to the previous control. 

Home, End, Up, and Down also have their expected behavior within a group. Users can't navigate out of a control 

group using arrow keys. 
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Numeric Keypad 
 

It is recommended that you avoid distinguishing numeric keypad keys from the other keys, unless it is required by 

a given application. In case which keys to be pressed is not obvious, provide necessary explanations. 

Shortcut Keys 

Shortcut keys are keystrokes or combinations of keystrokes used to perform defined functions in a software 

application. Shortcut keys replace menu commands and they are sometimes given next to the command they 

represent. In opposition to the access keys, which can be used only when available on the screen, shortcut keys 

can be used even when they are not accessible on the screen. 

 

Standard Shortcut Keys 
 

US 

Command 

US English 

Shortcut Key 

Welsh 

Command 

Welsh 

Shortcut key 

General Windows Shortcut keys 

Help window F1 Ffemestr Help F1 

Context-sensitive Help Shift+F1 Help mewn Cyd-destun Shift+F1 

Display pop-up menu Shift+F10 Dangos dewislen hwylus Shift+F10 

Cancel Esc Canslo Esc 

Activate\Deactivate 

menu bar mode 

F10 Ysgogi/Dad-ysgogi‘r modd bar 

dewislenni 

F10 

Switch to the next 

primary application 

Alt+Tab Newid i‘r prif raglen nesaf Alt+Tab 

Display next window Alt+Esc Dangos y ffenestr nesaf Alt+Esc 

Display pop-up menu 

for the window 

Alt+Spacebar Dangos y ddewislen hwylus ar 

gyfer y ffenestr 

Alt+Spacebar 

Display pop-up menu 

for the active child 

window 

Alt+- Dangos y ddewislen naid ar gyfer 

yr is-ffenestr weithredol 

Alt+- 

Display property sheet 

for current selection 

Alt+Enter Dangos y ddalen briodweddau ar 

gyfer y dewisiad hwn 

Alt+Enter 

Close active 

application window 

Alt+F4 Cau ffenestr y rhaglen weithredol Alt+F4 

Switch to next window Alt+F6 Newid i‘r ffenestr nesaf yn y Alt+F6 
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US 

Command 

US English 

Shortcut Key 

Welsh 

Command 

Welsh 

Shortcut key 

within (modeless-

compliant) application 

rhaglen (cydymffurfio heb fodd) 

Capture active window 

image to the Clipboard 

Alt+Prnt Scrn Copïo delwedd o‘r ffenestr 

weithredol ar y Clipfwrdd 

Alt+Prnt Scrn 

Capture desktop 

image to the Clipboard 

Prnt Scrn Copïo delwedd o‘r bwrdd gwaith 

ar y Clipfwrdd 

Prnt Scrn 

Access Start button in 

taskbar 

Ctrl+Esc Pwyso‘r botwm Cychwyn yn y bar 

tasgau 

Ctrl+Esc 

Display next child 

window 

Ctrl+F6 Dangos yr is-ffenestr nesaf Ctrl+F6 

Display next tabbed 

pane 

Ctrl+Tab Dangos y cwarel nesaf wedi‘i 

dabio 

Ctrl+Tab 

Launch Task Manager 

and system 

initialization 

Ctrl+Shift+Esc Lansio‘r Rheolwr Tasgau ac 

ymgychwyn y system 

Ctrl+Shift+Esc 

File Menu 

File New Ctrl+N Ffeil Newydd Ctrl+N 

File Open Ctrl+O Ffeil Agor Ctrl+O 

File Close Ctrl+F4 Ffeil Cau Ctrl+F4 

File Save Ctrl+S Ffeil Cadw Ctrl+S 

File Save as F12 Ffeil Cadw dan yr Enw F12 

File Print Preview Ctrl+F2 Ffeil Rhagolwg Argraffu Ctrl+F2 

File Print Ctrl+P Ffeil Argraffu Ctrl+P 

File Exit Alt+F4 Ffeil Gadael Alt+F4 

Edit Menu 

Edit Undo Ctrl+Z Golygu Dad-wneud Ctrl+Z 

Edit Repeat Ctrl+Y Golygu Ail-wneud Ctrl+Y 

Edit Cut Ctrl+X Golygu Torri Ctrl+X 

Edit Copy Ctrl+C Golygu Copïo Ctrl+C 

Edit Paste Ctrl+V Golygu Gludo Ctrl+V 
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US 

Command 

US English 

Shortcut Key 

Welsh 

Command 

Welsh 

Shortcut key 

Edit Delete Ctrl+Backspace Golygu Dileu Ctrl+Backspace 

Edit Select All Ctrl+A Golygu Dewis y Cyfan Ctrl+A 

Edit Find Ctrl+F Golygu Canfod Ctrl+F 

Edit Replace Ctrl+H Golygu Disodli Ctrl+H 

Edit Go To Ctrl+B Golygu Mynd i Ctrl+B 

Help Menu 

Help F1 Help F1 

Font Format 

Italic Ctrl+I Italig Ctrl+I 

Bold Ctrl+G Trwm Ctrl+G 

Underlined\Word 

underline 

Ctrl+U Tanlinellu Ctrl+U 

Large caps Ctrl+Shift+A Priflythrennau Ctrl+Shift+A 

Small caps Ctrl+Shift+K Priflythrennau bach Ctrl+Shift+K 

Paragraph Format 

Centered Ctrl+E Canoli Ctrl+E 

Left aligned Ctrl+L Alinio i‘r chwith Ctrl+L 

Right aligned Ctrl+R Alinio i‘r dde Ctrl+R 

Justified Ctrl+J Unioni Ctrl+J 

Document Translation Considerations 
Document localization may require some specific considerations that are different from software localization. This 

section covers a few of these areas. 

For legal agreements and documents a very formal style and tone should be adopted. 

Titles 
 

In English the titles for chapters usually begin with "How to …" or with phrases such as "Working with …" or 

"Using …". In the Welsh version of Microsoft documentation, these titles should usually begin with a verb-noun 

―Gweithio gyda …‖ or ―Defnyddio…‖. ―How to …‖ should be translated as ―Sut mae …‖ 
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Copyright 
 

Copyright protection is granted to any original work of authorship fixed in any tangible medium of expression from 

which it can be perceived, reproduced, or communicated. 
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