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—

Style Guide

Telugu

Welcome to the Microsoft Localization Style Guide for Telugu. This guide will help you
understand how to localize Telugu content in a way that best reflects the Microsoft
voice.

Before you dive in:

e Make sure you understand the key tenants of the Microsoft voice.
e Familiarize yourself with the recommended style references in Telugu.

1.1 Reference material

Unless this style guide or Microsoft Terminology - Globalization | Microsoft Learn
provides alternative instructions, use the orthography, grammar, and terminology in
the following publications:



https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

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 possible, consult the other
topics in this style guide for guidance.

1. Radhakrishna, B. 1985. Language — style, Principles. (In Telugu.) Telugu Academy.
Hyderabad

2. Uma Maheshwar Rao, G. 2005. Standard Telugu: Written language. (In Telugu).
Vidyullipi-4. pp. 1-14. Hyderabad: SCIL.

3. Uma Maheshwar Rao, G. 2003. Telugu Design Guide And General Information.
Vidyullipi-2. pp. 1-37

Informative References

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

1. A Grammar of Modern Telugu. Bh. Krishnamurti and JPL Gwynn. 1985. Delhi. OUP.

2. Ray, Jayanta: A REVIEW OF TERMINOLOGICAL WORK BEING DONE IN INDIAN
LANGUAGES Term banks for tomorrow’s world: Translating and the Computer 4.
Proceedings of a conference... pp. 11-12 November 1982, ed. Barbara Snell. (London:
Aslib, 1983)

3. te.wikipedia.org

Eenadu [Daily]

5. Computer Vignanam [Magazine]

»

Microsoft User Interface Reference

A helpful reference is the Windows User Experience Interaction Guidelines, available for
download at https://docs.microsoft.com/en-us/windows/apps/desktop/.

2 Microsoft voice

Microsoft's brand personality comes through in our voice and tone—what we say and
how we say it. The design renaissance across Microsoft products, services, and
experiences hinges on crisp simplicity.

Three principles form the foundation of our voice:

e Warm and relaxed: We're natural. Less formal, more grounded in honest conversations.
Occasionally, we're fun. (We know when to celebrate.)


https://docs.microsoft.com/en-us/windows/apps/desktop/

e Crisp and clear: We're to the point. We write for scanning first, reading second. We
make it simple above all.

o Ready to lend a hand: We show customers we're on their side. We anticipate their real
needs and offer great information at just the right time.

Microsoft voice targets a broad set of users from technology enthusiasts and casual
computer users. Although content might be different for different audiences, the
principles of Microsoft voice are the same. However, Microsoft voice also means
keeping the audience in mind. Choose the right words for the audience: use technical
terms for technical audiences, but for consumers use common words and phrases
instead.

These key elements of Microsoft voice should also extend across Microsoft content for
all language locales. For each language, the specific choices in style and tone that
produce Microsoft voice are different. The following guidelines are relevant for US
English and for many other languages.

2.1 Choices that reflect Microsoft voice

Translating Telugu in a way that reflects Microsoft voice means choosing words and
grammatical structures that reflect the same style as the source text. It also means
considering the needs of the audience and the intent of the text.

The general style should be clear, friendly, and concise. Use language that resembles
conversation observed in everyday settings as opposed to the formal, technical
language that is often used for technical and commercial content.

When you are localizing source text written in Microsoft voice, feel free to
choose words that aren’t standard translations if you think that's the best way to stay
true to the intent of the source text.

Because Microsoft voice means a more conversational style, literally translating the

source text may produce target text that is not relevant to customers. To guide your
translation, consider the intent of the text and what the customer needs to know to
successfully complete the task.



2.1.1 Word choice
Terminology

Use approved terminology from Microsoft Terminology - Globalization | Microsoft Learn
where applicable, for example for key terms, technical terms, and product names.

Glossaries

Microsoft Terminology - Globalization | Microsoft Learn

Short word forms and everyday words

Microsoft voice text written in US English prefers the short, simple words spoken

in everyday conversations. In English, shorter words are generally friendlier and

less formal. Short words also save space on screen and are easier to read quickly.
Precise, well-chosen words add clarity, but it is important to be intentional about using
everyday words that customers are accustomed to.

The following table lists some common words that are used for Microsoft voice in US
English.

en-US word usage

App Use app instead of application or program.

Pick Use pick in more fun, less formal or light-weight situations ("pick a color,” not

cholose "choose a color") and choose for more formal situations (don't use select unless
necessary for the Ul).

Drive For general reference to any drive type (hard drive, drive, external hard drive, etc.).
Use specific drive type if necessary.

Get Fine to use as a synonym for "obtain" or "come into possession of" but should be
avoided for other general meanings.

Info Use in most situations unless information better fits the context. Use info when
you point the reader elsewhere (“for more info, see <link>").

PC Use for personal computing devices. Use computer for situations about PCs and
Macs.



https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

Address the user as you, directly or indirectly through the use of first- and second-
person pronouns like "you." Third-person references, such as "user," should be
avoided as they sound formal and impersonal.

For information on localizing you, go to the section Pronouns.

The following short words and everyday words are to be used to convey the te-IN
Microsoft voice.

en-US source term te-IN word te-IN word usage
Share (verb) Hohsod 2P £SO
Pick, choose DONE TANOE | JOTHTFOR

2.1.2 Words and phrases to avoid

Microsoft voice avoids an unnecessarily formal tone. The following table lists some US
English words that add formality without adding meaning, along with more
common equivalents.

en-US word/phrase to avoid Preferred en-US word/phrase

Achieve Do

As well as Also, too
Attempt Try
Configure Set up
Encounter Meet
Execute Run

Halt Stop
Have an opportunity Can
However But




Give/provide guidance, give/provide information

Help

In addition Also

In conjunction with With
Locate Find

Make a recommendation Recommend
Modify Change
Navigate Go

Obtain Get
Perform Do
Purchase Buy

Refer to See
Resolve Fix
Subsequent Next
Suitable Works well
Terminate End
Toggle Switch
Utilize Use

en-US source

te-IN old word/phrase

te-IN new word/phrase

Have ability to do ZODKE NP0 &) D ZORHEOR

In addition B0 edSomr/dre
Give/provide guidance, BBS)Y 3008/00B0Y, | A& TON/BI) AN).S,
give/provide information




QPTEN
RON /00D

QAPTIT°)
Q) 5/€90DOTN

2.2 Sample Microsoft voice text

The source and target phrase samples in the following sections illustrate the intent of
the Microsoft voice.

2.2.1 Address the user to take action

Explanation

US English

The password isn't
correct, so please try
again. Passwords are
case-sensitive.

Telugu target

FRSD OBIB 5%, E0E SOHT
20D (HOHBY 0508, FRSBen -
VANER.

The user has entered an

incorrect password so
provide the user with a
short and friendly message
with the action to try again.

This product key
didn’t work. Please
check it and try
again.

&S 56518 § HQ DOV, CIOHTR
53 $D T2, |H0HB) 0308

The user has entered an
incorrect product key. The
message casually and
politely asks the user to
check it and try again.

All ready to go

RPE0D0IETIE 0 DQOM GO

Casual and short message
to inform user that setup
has completed, ready to
start using the system.

Would you like to

Use of the second person
pronoun "you" to politely

?
continue? DG FRNOTTOMHOENT L0 ask the user if they would
like to continue.
Give your PC a
name==any name A PC8 &) FHZT T 0B Address the user directly

you want. If you
want to change the
background color,
turn high contrast
off in PC settings.

DLOA. B JHRS S0
SPT*)H0T, PC DE3ofeeS’
@OE NP S§TEIN), €39 DOHOE.

using second person
pronoun to take the
necessary action.




2.2.2 Promoting a feature

US English

Picture password is a new way
to help you protect your
touchscreen PC. You choose the
picture—and the gestures you
use with it—to create a
password that's uniquely yours.

Telugu target

DSOS ErAS FDHIE
A & LV PC

58 0t5¢506S° %y
DFONHT T 5180, Stk
(DSBEOMT DTS 00D
QINONTTAE Q&)
BN TS EHTIrH0D
OB DOTHE RN

Explanation

Promoting a specific
feature with the use of
em-dash to emphasis
the specific
requirements to enable
the feature which in this
case is picture
password.

Let apps give you

personalized content based on
your PC’s location, name,
account picture, and other
domain info.

D PC X0, 0, e
D50 NOAN VBSE EN
QTS0 esdom
LIVTAREN WEL
558153EB0DS 0B
OOAION.

Promoting the use of
apps.

Depending on the
context of the string we
can add some more
familiarity to the text by
using everyday

words for e.g., PC.

2.2.3 Providing how-to guidelines

US English ‘

Telugu target Explanation
JEZ IY, D DA VS :
g | St iy Sonfi | St
finisk; what you need to DD SATOIS T Y pronoun
' SOHo&. '
Voice is simple and
To confirm your current A (DS Db SO natural.
picture password, just QT B0NTE, 85342 DB The user isn't overloaded
watch the replay and trace | T55°C60& sHBA5W D D(H0S” | with information; we tell
the example gestures INVINE ARV 1A RO TATDINY them only what they need
shown on your picture. H8oboé&. to know to make a
decision.




When you retry the import,
we'll make sure your
previously imported data
isn't duplicated.

B8 TANETE & SO
12003€3) 0 )C), 30D
AKX TIS b Bers
S8 DB IS0 Fosdw
2395 DT

Speak to the user directly
and naturally using second
person pronoun “you" on
clear action being taken
after import.

2.2.4 Explanatory text and providing support

US English

We'll help you conserve
cellular data, but we can
do more if you enter
your data limit.

Telugu target

00570 BT 3T
BSOS o3 B
DSFPORNEGTI, 5°R) B D
TEP HONB SJ°¢
BAILANS DB,

SR {OWTSINWY

Explanation

The language is natural, the
way people talk. In this case
voice is reassuring, letting the
user know that we're doing
the work. Use of "we" provides
a more personal feel.

If you restart now, you

R X HUTB0D N,

Voice is clear and

and any other people & PCD S5O0 AN 8 natural informing the user
using this PC could lose ?60&3 ’aéé IV AT what will happen if this action
unsaved work R S S §5e55,;5¢§o is taken

’ 23808920). '
This document will DB B S S
be automatically moved | TOH O e OB TIS | Voice talks to the
to the right library and S0° 55 S8 B0 user informatively and directly
folder after you correct D ZODOTTZOMT HBTS S8 | on the action that will be
invalid or missing O D8 taken.
properties. B 0TIV,

Something bad
happened! Unable to
locate downloaded files
to create your bootable
USB flash drive.

DE $H) 38008! 20°¢d
BOHHEOT & USB 2 (BRI
DINONETIE BSSE TS
OO HB0B0 S0
SPESD.

Without complexity and using
short sentences inform the
user what has happened.




3 Inclusive language

Microsoft technology reaches every part of the globe, so it's critical that all our
communications are inclusive and diverse. These guidelines provide examples on how to
use inclusive language and avoid habits that may unintentionally lead to
marginalization, offense, misrepresentation, or the perpetuation of stereotypes.

General guidelines
Comply with local language laws.

Use plain language. Use straightforward, concrete, and familiar words. Plain and
accessible language will help people of all learning levels and abilities. Some examples
include using a two-syllable word over a three-syllable word or several clear words
instead of one complicated term or concept.

Be mindful when you refer to various parts of the world. If you name cities,
countries, or regions in examples, make sure they're not politically disputed. In examples
that refer to several regions, use equivalent references—for example, don't mix
countries with states or continents.

In text and images, represent diverse perspectives and circumstances. Depict a
variety of people from all walks of life participating fully in activities. Show people in a
wide variety of professions, educational settings, locales, and economic settings.

Don't generalize or stereotype people by region, culture, age, or gender, not even if
the stereotype is positive. For example, when representing job roles, choose names that
reflect a variety of gender identities and cultural backgrounds.

Don't use profane or derogatory terms.
Don’t use slang that could be considered cultural appropriation.

Don't use terms that may carry unconscious racial bias or terms associated with
military actions, politics, or controversial historical events and eras.



English examples

Target examples

colleagues; everyone; all

primary/subordinate master/slave D206/2e783¢5 03027 /e300

demilitarized zone 655636 DE5SE &Zbé)eogé &S
[ 206 5D

perimeter network (DM2) ) o

stop responding hang ‘Q@‘c’obo&oécio oG | 8¢5 Doy

expert guru Qe 0

meeting pow wow DATFDF0 ﬁ)ao‘)a-oe‘s
guys; ladies and R o, (5cSoy; GER el

gentlemen 0BE) B; oSt FoISOD
. . 00D’ DOEod; .
Iunch and learn; learning S e sseon N o) 0SS °°"~’°,35"¢3
session aoloﬁ 000
parent mother or father | $8ogen 39 S dog

3.1 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid the use of compounds
containing gender-specific terms (Dc<oen, en Dw.).

The table below contains examples of gender-biased words or compounds that should

be avoided in Telugu and the alternative that should be used to promote gender

inclusivity.




Use this Not this Comments
Target examples

Gender specific terms for ‘'student’ should not be used.
To promote gender equality, gender-neutral terms which
are in wide usage will be more suitable here.

i)c:s"zgg 35"58/ a')w’zgg&)

Any person should not be confined only by his/her

Dsogen DESE/ DT gender, so considering this, we should use gender-
neutral translation for ‘doctor’ and this is applicable for
plural too.

Any person'’s leadership quality should not be judged by
his/her gender, their achievements should be celebrated
regardless of gender.

APOSHAD TPONEVCE / TP EHT .

When presenting generalization, use plural noun forms (for example, peen, dyHen,

:)crsg:w a.).

Use this Not this Comments
Target examples

DyIrdoen D) As long as any specific instruction is not provided, in terms of
general approach, plural addressing would be accepted.

NB9dEmen  DBVoswes As long as any specific instruction is not provided, in terms of
general approach, plural addressing would be accepted.

Don't use gendered pronouns (&2, erexv, eresc, etc.) in generic references. Instead:

o Rewrite to use the second or third person (2uch or a.sc).

e Rewrite the sentence to have a plural noun and pronoun.
 Use articles instead of a pronoun (for example, &rshfvoé5 instead of e9edd crehvod).

e Refer to a person's role (626, eﬁjﬁ, $pa06 o gawoe), for example).
o Use s



Use this

Not this

English examples

A user with the
appropriate rights
can set other users'
passwords.

Developers need
access to servers in
their development
environments, but
they don't need
access to the servers
in Azure.

When the author
opens the
document ....

To call someone,
select the person's
name, select Make a
phone call, and then
choose the number
you'd like to dial.

If the user has the
appropriate rights,
he can set other
users' passwords.

A developer needs
access to servers in
his development
environment, but
he doesn't need
access to the
servers in Azure.

When the author
opens her
document ....

To call someone,
select his name,
select Make a
phone call, and
then select his
number.

Use this

Not this

Target examples

RAWVBZOD T°E0) 0

£9A &) DAABTHTTED

RHG DAAITHT OO
avimgom 265
:'So:b:)éa‘).

GHUDELLH 70
COVO

QDT OD5S D
ESISINCIIEVREL LSS
99060, T°D T°0S
Azuress® 2660
Qi)"gb‘% 950G0 SEd.

G0 DT
éOz‘DéQ)ch

DS 5°S BODEeS,

558 DO VoL,

DS 5265 B Do R,

052> DB C0ReS
ESwfoéoéoowég'
5023630 DocEod.

QAT HTCEd
DANDSPD L) O
£9A e:siégowé, e9HD
QBS DIABTHTEEHO
bSagom 2¢5
63(11)&5@!).

GHVDOS B

G OVDOL

DT OD5S’D
RBLOOLH BTSN
95060, S° SIS
Azurees® 2660
oﬁo‘%bfo 0O0G0 T

GIo0eh eI oansb
D) BBIDRDYCD. ..

DHOST 575
BODTS, 99 DA
Do, S 575 Saw

Do, 232 e9eH)
50836 JotEod.

In Telugu, if you can't write around the problem, it's OK to use a plural pronoun (&,

Jro or °89) in generic references to a single person. Don't use constructions

like esed:-0,/ e9:30.




When you're writing about a real person, use the pronouns that the person
prefers, whether it's eseda), es, o°c) or another pronoun. It's OK to use gendered

pronouns (like esda, esdn, e9e3d alvs), es advg)) when you're writing about real

people who use those pronouns themselves.

3.2 Accessibility

Microsoft devices and services empower everyone, including people with disabilities, to
do the activities they value most.

Focus on people, not disabilities. Don't use words that imply pity, such as & a&w&)é‘
&%) o or 606‘&?45&)@&)0:2 ¢». The preferred option is not to mention a disability

unless it's relevant.

Use this Not this Use this Not this
English examples Target examples
q P8V(0 &
person with a . =59 L Deroriren
disability handicapped 558
person without a normal person; healthy 2R B AGroes Of: 29666556@6
disability person 258 558

Use generic verbs that apply to all input methods and devices. In procedures and
instructions, avoid verbs that don't make sense with alternative input methods used for
accessibility.

Use this Not this Use this Not this

English examples Target examples

Select  Click ocho€ol 8 BSodods

Keep paragraphs short and sentence structure simple—Read text aloud and imagine
it spoken by a screen reader.



Spell out words like 00030, 9¢5dore, orae=d). Screen readers can misread text that uses

special characters like the ampersand (&), plus sign (+), and tilde (~).

4 Language-specific standards

This part of the style guide contains information and guidelines specific to Telugu.

4.1 Grammar, syntax, and orthographic standards

This section includes information on how to apply the general language and syntax rules
to Microsoft products, online content, and documentation.

4.1.1 Abbreviations
Common Abbreviations

You might need to abbreviate some words in the Ul (mainly buttons or options
names) due to lack of space. This can be done in the following ways:

Use the common abbreviations listed in this section, but avoid extensive use of
abbreviations. If you have any doubt, spell out the word rather than using an
abbreviation.

List of common abbreviations:

Expression Acceptable Abbreviation

208§ T°35 ded (+) 0.0°0
SO T°a) daded (+) B.O°0
€5 0°0°OEd (+) G5O
WATSINA (+) .
25000 &89 &) (+) 0.0

Don't abbreviate such words as "and," "or,
that users might not recognize.

something," "someone" or any other word



4.1.2 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), DNS
(Domain Name Server) or HTML (Hypertext Markup Language).

Localized Acronyms
Example:

00 = (+) 0E5T°RE Qed

B0 = (+) BOOMPET® T o De3
&GO = (+) GO

3. = (+) DSBS

Unlocalized Acronyms

Many abbreviations and acronyms are standardized and remain untranslated. They are
only followed by their full spelling in English if the acronym needs to be explained to the
speakers of a different language. In other cases, where the acronym is rather common,
adding the fully spelled-out form will only confuse users. In these cases, the acronym
can be used on its own.

Example:

Here are some 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:

ANSI (American National Standards Institute)
ISO (International Standards Organization)

4.1.3 Adjectives
In Telugu, adjectives should be handled in the following manner.

Adjectives are Telugu words that give attributes to nouns, extending their definitions.
Following are some of the examples of adjectives:



English example ‘ Telugu example

non-member (+) Q2NN 5°Q
undefined (+) QB § b
invisible (+) @535
unavailable (+) @e2550

Possessive adjectives
The frequent use of possessives is a feature of English language.

However in Telugu, whenever a stress given to possession, possessive adjectives are
needs to be translated, in other cases, we need to ignore the possessive adjectives.

Example:
Input your password.
(+) D ISP IR TOHOE. (Possessive adjective ignored in translation)

4.1.4 Articles

General considerations

English articles, "A," "An," "The," are mostly translated as &, 2,8 in Telugu. But translating
the articles in Telugu language is not necessary in all circumstances. It should be
translated wisely.

For Example, "An apple was eaten by the baby" is better translated as "0 €3
Q0" leaving the article in the translation.

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 as separate words and suffixes,
postpositions will be added after that non-translated word.

Example:



(+) Source: What's new in Microsoft 365?

(+) Translation: Microsoft 365¢5° §¢5P D &) OW?
Localized Feature Names

Translated feature names are handled in the following way:

Localized and transliterated feature names are handled as usual Telugu words only. All
the grammar and language rules are applicable to them.

Example:

(+) Source: Select a location closest to your office.

(+) Translation: b 5°0°SAITAE HWNOSQ T JOTHE0H.
Articles for English Borrowed Terms

When faced with an English loan word previously used in Microsoft products, consider
the following options:

e Motivation: Does the English word have any formally motivated features that would
allow a straightforward integration into the noun class system of Telugu language?
Names, trademarks and product names are to be considered as proper nouns

e Analogy: Is there an equivalent Telugu term whose article could be used?

e Frequency: Is the term used in other technical documentation? If so, what article is used
most often?

The internet may be a helpful reference here.

Please always consult Microsoft Terminology - Globalization | Microsoft Learn to confirm
the user of a new loan word and its proper article to avoid inconsistencies.

Example: (+) Flash Drive — °Q) (B

4.1.5 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.


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

Compounding is one of the important grammatical features in Telugu for word
formation. Most of the Telugu compounds are classified in to four major types. Among
the types, commonly occur three types such as noun+noun, noun+verb and verb+noun.
The usual word formation process is that nouns are freely combined with other nouns.

Noun and verb compounds are a frequent word formation strategy in English. Product
user interfaces, online help, and documentation contain a number of such examples.
However, not all languages use compounding to create complex word meanings. Some
of the compound word formations used in Telugu language are given below:

Examples:

Noun-noun compounds

(+) SN (cloth) + COS°0 (Shop) = SR ¢N5°0 (cloth shop)
Verb-noun compounds

(+) (&5 (drink) + D& (water) = ([&°%) D& (drinking water)
Compounds with Product or Component Names

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.

English example Telugu example

Microsoft Word document (+) Microsoft Word (€50

Microsoft SQL Server Database (+) Microsoft SQL Server Z3¢3r3

Compounds with Acronyms, Abbreviations or Numerals

The compounds below contain either an abbreviation or a numeral followed by a
component name. These Telugu examples show how such constructions should be
translated.

English example Telugu example

2-D gridline (+) 2-D PESBS




English example ‘ Telugu example

24-bit color value (+) 24 DE BOH e

3D Maps (+) 3D S°5en

MFA registration policy | (+) MFA 828 QA& D5rd0

4.1.6 Conjunctions

For en-US Microsoft voice, use of conjunctions is another way to help convey a
conversational tone. Starting a sentence with a conjunction can be used to convey an
informal tone and style.

If the te-IN modern voice can be conveyed through the use of conjunctions, then this
section is applicable. Following conjunctions are to be used to convey the te-IN modern
voice:

en-US source text te-IN old use of te-IN new use of
conjunctions conjunctions
As <product> gains &e5)ed ©F 7O 0B <product> ©§ 7D
features, there is a risk DO, ek @"OCﬁC@OgSﬁC,Q, Ied DAADO
that older content may | Q3e° &0 S8 QBT Q0TI L),
not display correctly. EADOEERD By
GO,
4.1.7 Gender

Gender differences are needs to be handled as follows in Telugu language:

Instead of stressing gender differences or reinforcing stereotypical distinctions between
men and women, neutral language should be used as much as possible. The neutral
approach also applies to the localization of scenarios, comparisons, examples,
illustrations, and metaphors.

Instead of using phrases which mention the two genders separately, general term that
includes both genders such as "people," "users," or "persons" should be used.



Example:

Linguistic method Example Context

Use a neutral noun (+) (B35, &H05 Concept descriptions,
explanations

Three separated genders (+) ©e5, 8, OO Only in exceptional cases
such as License Terms,
sometimes in tables
(headers or column/row
titles, for example)

4.1.8 Localizing colloquialism, idioms, and metaphors

The Microsoft voice allows for the use of culture-centric colloquialisms, idioms and
metaphors (collectively referred to "colloquialism").

Choose from the following options to express the intent of the
source text appropriately.

e Do not attempt to replace the source colloquialism with an Telugu colloquialism that fits
the same meaning of the particular context unless it is a perfect and natural fit for that
context.

e Translate the intended meaning of the colloquialism in the source text (as opposed to
literally translating the original colloquialism in the source text), but only if the
colloquialism’s meaning is an integral part of the text that can’'t be omitted.

e If the colloquialism can be omitted without affecting the meaning of the text, omit it.

4.1.9 Nouns

General considerations

Many languages differentiate between different noun classes based on features such as
shape, gender, and so on. English loan words must be integrated into the noun class

system of Telugu language.

Example:



English example Telugu example

Delete it from server.

(+) DB 55 HoB AR) SoROBOA.

Enter a password to log into the server

(+) DSBS D8 erh aS 0SH5ocHSo
DI STrc FHod

DNS cannot resolve the server IP address

(+) OO 1P DT DNS
DBALB0NVSD

Verify the name of the server's certificate

(+) B0 HGNTE TB0EY DD
5908600

Inflection

Most of the technical words are translated into the Telugu words and loan words also
function as Telugu words. Therefore, inflection is not an issue.

Example:

Select a theme.
(+) 208 B Vo oA.
(+) BN Vo OR.

Plural Formation

For most of the Telugu words, a word is converted into its plural for by adding "ex" (lu)
at the end of the word, like "S" in English. The last part of the word will be changed in

same places in plural form.

Example:

English example Telugu example ‘

Clients (+) Sonoddew
Websites (+) 35N
Downloads (+) BTSSEED
Proxys (+) 8 yen




English example Telugu example

Administrators (+) QT®SPE0eN

4.1.10 Prepositions

Be aware of proper preposition use in translations. Many translators, influenced by the
English language, omit them or change the word order.

For the Microsoft voice, use of prepositions is another way to help convey a casual or
conversational tone. Starting or ending a sentence with a preposition is acceptable
practice in conveying Microsoft voice.

Prepositional phrases in English need to be translated according to their context;
Anglicism should be avoided. The table below contains frequently used verbs and the
prepositions that follow them. Please use this table as a reference. Here how to use
prepositional phrase to postpositional phrase:

US Expression Telugu Expression

Migrate from (+) B o0& B
import to (+) BI8 &
upgrade to (+) BI8 @D BE

in the toolbar (+) LrSerdeS’

on the desktop (+) BOYETrD

4.1.11 Pronouns

Telugu pronouns include personal pronouns (refer to the persons speaking, the persons
spoken to, or the persons or things spoken about), indefinite pronouns, relative
pronouns (connect parts of sentences) and reciprocal or reflexive pronouns (in which the
object of a verb is being acted on by verb's subject).

Here are some examples:



Pronouns sarvanaamamulu - O& §Pedednen

I nenu - ™D
you neevu - )
he atadu - ©¢5¢%
she ame - &80
we memu - 33063
they varu - °%0
me nannu - Qa)),
you neevu,meeru - oY), e
him atanini - @€
her aamenu - &80
us mammalni - 0320
them vaarini,vatini - 5°8Q,a°¢3Q
my na- °
your mee - ol
his atanidi - @&
her amedi - 8NE
our ma, mayaokka - o35°, PO308),
their vari, vaariyaokka - &°8, 2003038,
mine nadi,naayaokka - ~°&), °O308),
yours meedi,meeyaokka - DA, ib&’méz,
his atani,atanidi - @&, @B
hers amedi - 8DE
ours madi,mayaokka - Q5°&), "3 8,




theirs vaaridi, vaariyaokka - 08, °O3W0E);

In general, "you" pronoun should be translated as "meeru” (respect) not "nuvvu" (non-
respect).

For example:

Source Incorrect Correct
You can always change | &35 Q o0l A A 0O
your settings. NI RIVENVIORININ VAN ISR VENVIORNINVAY

4.1.12 Punctuation

Telugu language is following the general punctuation characters and rules which are
applicable to English language.

Comma

Comma (,) is used as a separator when several names or items are written consecutively
and also short pauses.

Example: (+) &8 D88 &BHBIG 80505, E9R, I 5, 35, O S5,
Colon

Colon (":") informs that what follows proves, clarifies, explains, or simply enumerates
elements of what is referred.

Example of correct usage—(+) B3°Q8 €503 B9 SIS0 : I
Dashes and Hyphens
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. In Telugu
language, sometimes we need to use hyphen to connect a foreign or English borrowed
word with Telugu words.



Example:

(+) 1. TR-29

(+) 2. R00-B0%H DN0ENSD)

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.

Telugu language usually does not use en dash. If source contains, then the same needs
to be followed.

Example:

(+) 1. 285 S’ ) B8 DT CNE "SHIOF. BENOMD" — ST S OE.©
(s DRAGED HORS Benth T3 — @ SO0 .

(+) 2. 308365650 5O 15-20 TexEen S )oHTan
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. Telugu
language usually does not use em dash. If source contains, then the same needs to be
followed.

Example: (+) "33 200 BetH BIY" —32 893 BST°0HEN
Ellipses (Suspension Points)

Omission from a sentence of words needed to complete the construction or meaning.
The triple-dot punctuation mark is also called a suspension point, points of ellipses.

Example: (+) 1, 2, 3...



Period

A punctuation mark (.) indicating a full stop, placed at the end of declarative sentences
and other statements thought to be complete, and after many abbreviations.

Usage of period in Telugu language, is same as English.
Example: (+) &8 (D370 D0 HDHI0TNEHDOHRB0 Q e99n0.
Quotation Marks

In US source strings, you may find software references surrounded by English quotation
marks, Telugu “" used to denote either speech or a quotation.

Example: (+) T "€sTrE DO
Parentheses

In English, there is no space between the parentheses and the text inside them. Telugu
language also uses the parentheses in the same way.

Example: (+) (5603: D230 S0BE)OM™ B 3 (DEE30NSBSID.)

4.1.13 Sentence fragments

For the Microsoft voice, use of sentence fragments helps convey a conversational tone.
They are used whenever possible as they are short and to the point.

en-US long form en-US sentence fragment

Use the following steps. Here's how

The following sentence fragments are to be used to convey the te-IN modern voice.

en-US source text te-IN long form te-IN sentence fragment

Use the following steps. | 80& &% [E® DOHOG
E5a003rA0Td0c%.




4.1.14 Symbols & non-breaking spaces

Symbol usage should match with the English Source terms, sometimes, English may
contain special characters that are used to denote special combinations in English, and
they should be replaced or matched correctly in the localized versions.

Example: Use | arrow to select another option.
(+) 0T 0DE DOTHERITIE | 2redr) EOTAOI0A.
Non-breaking spaces

In word processing and digital typesetting, a non-breaking space is a variant of the
space character that prevents an automatic line break (line wrap) at its position.

The non-breaking space is also known as a hard space or fixed space. In HTML non-
breaking space is created by replacing the space with "&nbsp."

For example, source contains a sentence like "Distance between Vijayawada and
Hyderabad is 248 KM."

In this sentence, if the text "248 KM" will not quite fit at the end of a line, the software
may insert a line break between "248" and "KM." To avoid this undesirable action, a
non-breaking space can be used in between "248" and "KM." This guarantees that the
text "248 KM" will not be broken: if it does not fit at the end of a line, that text is moved
completely to the next line.

Hence, that non-breaking space character should be used in Telugu language as well (if
it is used in English language) to prevent automatic line break at inappropriate position.

4.1.15Verbs

For US English Microsoft voice, verb tense helps to convey the clarity of Microsoft voice.
Simple tenses are used. The easiest tense to understand is the simple present, like we
use in this guide. Avoid future tense unless you are describing something that will really
happen in the future and the simple present tense is inapplicable. Use simple past tense
when you describe events that have already happened.

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. 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.

Continuous operations are usually expressed in English with a gerund, which should be

translated into Telugu in a present continues tense.

English example Telugu example

The document is too

(+) D|B0 o> DO
large.

Document too large. EXE
Access was denied. (+) [
Access denied. S330280DH0.

The file "%s" is an (+) "%s" 2O BOOH

unknown graphics o
format. Lﬁbq)ib @éa@é‘; GOA.

The application may  (+) @a3IAS (TS
attempt to convert IO R PRI
the graphic. 000Ed) 0TISTR)).

Explanation

Be consistent in your usage of the
verb

In all the sentences, use verbs and
the same tense as in the source
string.

Rephrase "is" with "have" if necessary
to produce an appropriate
translation and use "an" (2.8) if
necessary.

may + Verb can be rephrased as
Verb + possibly

5 Localization considerations

Localization means that the translated text needs to be adapted to the local language,

customs, and standards.

The language in Microsoft products should have the "look and feel" of a product
originally written in Telugu, using idiomatic syntax and terminology, while at the same
time maintaining a high level of terminological consistency, so as to guarantee the
maximum user experience and usability for our customers.

5.1 Accessibility

Accessibility options and programs are designed to make the computer usable
by people with cognitive, hearing, physical, or visual disabilities.




Hardware and software components engage a flexible, customizable user

interface, alternative input and output methods, and greater exposure of

screen elements. Some accessible products and services may not be available in Telugu-
speaking markets. Please double-check with the appropriate resources.

General accessibility information can be found at https://www.microsoft.com/en-
us/accessibility/.

5.2 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™).

For Telugu, we usually do not translate any product and feature names until and
otherwise the particular product or feature is localized with their names. This should be
followed for application names too.

See also the product-specific sections at the end of this document for information on
the localization of specific product names.

Version Numbers

Version numbers always contain a period (e.g. Version 4.2). Please note the following
punctuation examples of "Version x.x":

US English Telugutarget‘ (+/-) ‘

Version 44 | 0089 4.4 | Correct

0089 2.5.1 | Correct

X

Version 2.5.1

0088 @.% | Incorrect

X

Version 4.4

Version 2.5.1 | S0O0)G€a 251 | Incorrect

Usually we will translate the term 'Version' in this type of strings and retain the numeric
value [with periods in between] as it is.

Version numbers are usually also a part of version strings, but technically they are not
the same.


https://www.microsoft.com/en-us/accessibility/
https://www.microsoft.com/en-us/accessibility/

Translation of Version Strings

Product, feature, and component names are often located in the so-
called "version strings" as they appear in the software.

Version strings that contain copyright information should always be translated.

Example:
US English Telugu target
© 2023 Microsoft Please refer to Microsoft Terminology - Globalization |
Corporation. All rights Microsoft Learn to check the correct translations "All rights
reserved. reserved" and "Microsoft Corporation”.

5.3 Trademarks

Trademarked names and the name Microsoft Corporation shouldn’t be localized

unless local laws require translation and an approved translated form of the trademark
is available. A list of Microsoft trademarks is available for your reference at the following
location:_https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks

5.4 software considerations

This section refers to all menus, menu items, commands, buttons, check boxes, etc.,
which should be consistently translated in the localized product.

5.4.1 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.


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks
https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks

5.4.2 Error messages

Error messages are messages sent by the system or a program, informing the user of an
error that must be corrected in order for the program to keep running. The messages
can prompt the user to take action or inform the user of an error that requires rebooting
the computer.

Considering the underlying principles of Microsoft voice, translators are encouraged to
apply them to ensure target translation is more natural, empathetic and not robot-like.

English term Telugu translation

Something went wrong. AE BN 36008.
Not enough memory to process this & STF°Q), 0N TONEE $AS0S
command. 008 S.

Telugu 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. Therefore, please
apply the following guidelines when localizing error messages.

Error messages written in US-English are occasionally inconsistent. As you localize the
software into Telugu, you should ensure that you use a standard phrase for error
messages that have the same meaning and purpose in the US-English version.

Standard Phrases in Error Messages

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

The phrases below commonly occur in error messages. When you are translating them,
try to use the provided target phrases. However, feel free to use other ways to express
the source meaning if they work better in the context.



Examples:

Translation

Comment

English

Example

File cannot be

Those
constructions

Cannot ... found usually being used
(+) .. S0 570 . for "unable to
Could not ... File could not be
found affect an
outcome."
Failed to ... Failed to connect
(+) ... QPOOO
Failure of ... Failure of connect
Cannot find driver
software
Cannot find ...
Could not find
Could not find ... (+) ... SIS0 driver software
Unable to find ... TS0 S Unable to find
driver software
Unable to locate ...
Unable to locate
driver software
Not enough memory No sufficient
memory on disk
Insufficient memory
There is not enough (+) $AS0S :Z:ne;roufnhdisk
038 B y
memory
No enough
There is not enough memory is
memory available available on disk
... is not available () oo ... enough space is
002N’ not available Meaning is same.

... is unavailable




... enough space is
unavailable

Error Messages Containing Placeholders

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.

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

Placeholder text Error message text that users will see

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

%cC 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”

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. If the numeral
follows the noun it modifies in Telugu, you have to move the placeholder after the noun.

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 QAAXAN(@) DN DA
=TI}
Dialing %s... (+) IS FILL BAHO BIYOH...
The disk in drive %c: cannot be (+) 1B C: S &y oS
formatted. DODDBED.

It is 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.

English example

Replace invalid %s?

Message User will see Telugu example

Replace invalid data? (+) DO %so 258

DOSrer?
Replace invalid file?
%s already exists File already exists (+) %s RDIEST &OD
Name already exists
%s is now set as your Regina is now set as (+) %s R D S585es
personal contact. your personal contact DONOHOP DE
DOHVE0H

Mr. Kim is now set as
your personal contact

%s stopped working and
was closed

The application stopped | (+) %s D TONESO
working and was closed | @AFONOE DA

NS oW Tela)
The program stopped

working and was closed




5.4.3 Keys

In English, References to key names, like arrow keys, function keys and numeric keys,
appear in normal text (not in small caps).

Names of keys appearing on keyboard should not be translated.

Key Names

English Key Name

Telugu Key Name

Alt Alt

Backspace Backspace

Break Break

Caps Lock Caps Lock

Ctrl Control

Delete Delete

Down Arrow AMNS 20 HE
End End

Enter Enter

Esc Escape

Home Home

Insert Insert

Left Arrow D 290 HE
Num Lock Num Lock

Page Down Page Down

Page Up Page Up

Pause Pause




English Key Name ‘ Telugu Key Name

Right Arrow B0 27820 A
Scroll Lock Scroll Lock

Shift Shift

Spacebar )0

Tab Tab

Up Arrow 20 2220 H D
Windows key Windows §

Menu Key 0 §

Print Screen Print Screen

5.4.4 Keyboard shortcuts

Sometimes, there are underlined or highlighted letters in menu options, commands
or dialog boxes. These letters refer to keyboard shortcuts, which help the user to
perform tasks more quickly.

Examples:
New
Cancel
Options

Names of keys appearing on keyboard should not be translated.
Keyboard shortcuts localization for Telugu

The standard keyboard layout used is the InScript Form. Bhava is the local version of
Telugu Keyboard which is only little similar to InScript layout.

INSCRIPT Telugu Keyboard:
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Suggestion: NOT TO LOCALIZE

Because of transliteration incompatibilities, lots of people use Telugu/Kannada
keyboards in Karnataka. But with soft versions and phonetic keyboards, people don't
prefer Kannada/Telugu keyboards.

When translated Telugu and Kannada are different though they have the same script and
use the same keyboard.

Majorly, only one standard keyboard layout is used. But same keyboard shortcuts cannot
be localized for both languages. See table.

Both soft and physical versions are available. With government's several initiatives, free
Kannada/Telugu script editors and soft version keyboards (standard/phonetic) are
available.

According to the people we contacted, many people can recognize English characters.

Content writers usually just refer to “keyboard shortcuts” in content for a general
audience. In localization, however, we distinguish the following terms:

access the user can use the keyboard to move through the Ul quickly.

key Example: F in Alt+F

Example in Ul localization: H&ome

In keyboard shortcuts, most access keys are used with the Alt key.

The letter or number that appears in the ribbon when the Alt key is pressed.
key tip In Ul localization, the key tip is the last character present in the strings after the

A subtype of keyboard shortcut. A letter or number that the user types to access Ul
controls that have text labels. Access keys are assigned to top-level controls so that

" character.
Example: In Ul localization Home™H
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A subtype of keyboard shortcut. A key that the user types to perform a common
action without having to go through the Ul. Shortcut keys are not available for
every command.

Example: Ctrl+N, Ctrl+V

In keyboard shortcuts, most shortcut keys are used with the Ctrl key.

Ctrl+letter combinations and function keys (F1 through F12) are usually the best
choices for shortcut keys.

shortcu
t key

5.4.5 Numeric keypad

It is recommended that you avoid distinguishing numeric keypad keys from the other
keys, unless it is required by a given application. If it is not obvious which keys need to
be pressed, provide necessary explanations.

5.4.6 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
are sometimes given next to the command they represent. While access keys 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 English Telugu

US Command  Shortcut Telugu Command Shortcut
Key key

General Windows Shortcut keys

Help window | F1 (+) O30 Jo& F1




US Command

Context-
sensitive Help

US English
Shortcut
Key

Shift+F1

Telugu Command

(+) SOREYDH HHFOHO

Telugu
Shortcut
key

Shift+F1

Display pop-
up menu

Shift+F10

(+) TD-e0D DOJDSB0tH

Shift+F10

Cancel

Esc

(+) 8P

Esc

Activate\Deact
ivate menu
bar mode

F10

(+) DD 278 Ir& IHBADO\20HO TOW

F10

Switch to the
next primary
application

Alt+Tab

(+) SN [PADEINTASE 33°C0

Alt+Tab

Display next
window

Alt+Esc

(+) 0N DOER (DB 00

Alt+Esc

Display pop-
up menu for
the window

Alt+Spaceb
ar

(+) DOE FHOID-e522 0SB0

Alt+Spaceb
ar

Display pop-
up menu for
the active

child window

Alt+-

(+) SEONENVOEEH0 -
90208 0TH

Alt+-

Display
property sheet
for current
selection

Alt+Enter

(+)
DS 0DEEH0OE €900 E A E0TH

Alt+Enter

Close active
application
window

Alt+F4

(+) SECHLINTASDOE TR0

Alt+F4

Switch to next
window within
(modeless-

Alt+F6

(H)ONIAS (BrEBR-0 08T S)
S HOSNEDOEEITE

Alt+F6




US English Telugu

US Command  Shortcut Telugu Command Shortcut

Key key
compliant)
application
Capture active | Alt+Prnt (+) §RS°QEIBANNOE D &) HoESTrod | Alt+Prnt
window image | Scrn Scrn
to the
Clipboard
Capture Prnt Scrn (+) 8RS’ QETRY LT ) &), 0SS0t Prnt Scrn
desktop image
to the
Clipboard
Access Start Ctrl+Esc (+) DOIES |G 0250206 S TR o0 Ctrl+Esc
button in
taskbar
Display next Ctrl+F6 (+) é@é@&ébo&%@dﬁ@go& Ctrl+F6
child window>
Display next Ctrl+Tab (+) SCNDBEFZ YN (D800 Ctrl+Tab
tabbed pane
Launch Task Ctrl+Shift+ | (+) Ctrl+Shift+
Manager and | Esc DEI0TTOE0NB ANV CI(E 0S| Esc
system QY (PB0D O
initialization

File Menu

File New Ctrl+N (+) DSLSE Ctrl+N
File Open Ctrl+O (+) DB Ctrl+O
File Close Ctrl+F4 (+) DEI30N Ctrl+F4
File Save Ctrl+S (+) DS Y HoW Ctrl+S
File Save as F12 (+) DOYET I TION F12




US English Telugu
US Command  Shortcut Telugu Command Shortcut
Key key
File Print Ctrl+F2 (+) 0080350 Ctrl+F2
Preview
File Print Ctrl+P (+) (&€ Ctrl+P
File Exit Alt+F4 (+) DO Alt+F4
Edit Menu
Edit Undo Ctrl+Z (+) QBB FBEYD Ctrl+Z
Edit Repeat Ctrl+Y (+) QBEIQYNT° ) €dO Ctrl+Y
Edit Cut Ctrl+X (+) D3BEB80%H Ctrl+X
Edit Copy Ctrl+C (+) DSBS Ctrl+C
Edit Paste Ctrl+V (+) DSGe0e380t Ctrl+V
Edit Delete Ctrl+Backs | (+) Q583 R07N Ctrl+Backs
pace pace
Edit Select All | Ctrl+A (+) D3E0) oo d Ctrl+A
Edit Find Ctrl+F (+) DBEFD Ctrl+F
Edit Replace Ctrl+H (+) D3B8 ow Ctrl+H
Edit Go To Ctrl+G (+) ONSBLQIEI Ctrl+G
Help Menu
Help F1 (+) QJ*AvO F1
Font Format
[talic Ctrl+I (+) O°e Ctrl+l
Bold Ctrl+B (+) ©°) Ctrl+B




US English Telugu

US Command  Shortcut Telugu Command Shortcut
Key key

Underlined\W | Ctrl+U (+) [BodNes\OS08o&AS Ctrl+U

ord underline

Large caps Ctrl+Shift+ | (+) DOVDOVGe0E T°en Ctrl+Shift+
A A

Small caps Ctri+Shift+ | (+) DO DPDE0E TN Ctrl+Shift+
K K

Paragraph Format

Centered Ctrl+E (+) QS Ctrl+E
Left aligned Ctrl+L (+) DCNZINBBSO Ctrl+L
Right aligned | Ctrl+R (+) 30&830SPS0 Ctrl+R
Justified Ctrl+) (+) DBFENTON Ctrl+)

5.5 Voice video considerations

A good Microsoft voice video addresses only one intent (one customer problem), is not
too long, has high audio quality, has visuals that add to the information, and uses the
right language variant/dialect/accent in voiceover.

Successful Techniques for Voicing Video Content

e Focus on the intent. Show the best way to achieve the most common task and stick to it.

e Show empathy. Understand and acknowledge the viewer's situation.

e Use SEO (Search Engine Optimization). Include search phrases in the title, description,
and headers so that people can easily find the topic.

o Talk to the customer as if (s)he is next to you, watching you explain the content.

e Record a scratch audio file. Check for length, pace, and clarity.



5.5.1 English pronunciation
General Rules

Generally speaking, English terms and product names left unlocalized in target material
should be pronounced the English way. For instance, Microsoft must be pronounced the
English way. However, if your language has an established pronunciation for some
common term (such as "server") the local pronunciation should be used. Moreover,
pronunciation can be adapted to the Telugu phonetic system if the original
pronunciation sounds very awkward in Telugu.

Example:

Example Phonetics ‘ Telugu pronunciation

SecurlD ([jil']kjuar al 850650685

NET [dot net] @& I

Product names are always pronounced the way they are
pronounced in the source language

Skype [skaip] ﬁ

Acronyms and Abbreviations

Acronyms are pronounced like real words, adapted to the local pronunciation:

English Terms Telugu pronunciation

RADIUS BAOHD
RAS o°R

LAN (SPEN)
WAN IS
WAP S
POP rd)

Other abbreviations are pronounced letter by letter.


https://grststyleguideprod.blob.core.windows.net/document/Skype_te-IN.mp3

Example Telugu pronunciation ‘

ICMP DV

IP 0

TCP/IP | ¢309/50

XML NSNS

HTML ESIATAINRVNS)

OWA 2,C520 80

sQL NSV}

URL ASNSBISD
URLs

"http://" should be left out; the rest of the URL should be read entirely.

"www" should be pronounced as "¢$20§¢5205¢5208" in Telugu.

The "dot" should be omitted, but can also be read out. If read out, then it must be
pronounced the way, as &&°¢.

Example Phonetics

om/en-in

http://www.microsoft.c | a3°e¢3e3&5828 0D AN o2 §CH2 §CH2 §T3°E]

DEFRETETD

Comm
ent

It
should
be in
English
phonet
ic

style.

Punctuation Marks

Most punctuation marks are naturally implied by the sound of voice, e.g. ? ! :;,




En Dash (-) are used to emphasize an isolated element. It should be pronounced as a
comma, i.e. as a short pause.

Special Characters

Pronounce special characters such as /\ ™ < > + - using the Telugu
translations approved in Microsoft Terminology - Globalization | Microsoft Learn.

5.5.2 Tone

Use a tone matching the target audience. Our all translations should maintain accurate,
easy to understand, encouraging, insightful and user focused tone.

For Telugu, we need to achieve the relaxed and colloquial style by using a cheerful tone.
To make the translations catchy and marketing-oriented we also need to pay attention
that we don't stick to the source too closely and translate the meaning rather than word
by word.

Any word forms that are specific to a particular dialect should be avoided.
Active voice should be used in maximum cases.

Example:

English Translation

You are now (+) DB 2
connected to | K0T 5L §3
the Internet. N[OV XN

Note: Passive voice should be used only in exceptional cases like when the subject is
unknown; or in error messages, when the user is the subject and might feel blamed for
error if active voice was used.

5.5.3 Video voice checklist
Topic and Script
e Apply the following Microsoft voice principles:

o Single intent
o Clarity


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

o Everyday language
o Friendliness
o Relatable context

Title

e Includes the intent
e Includes keywords for search

Intro: 10 Seconds to Set up the Issue
e Put the problem into a relatable context

Action and Sound

Keep something happening, both visually and audibly, But maintain an appropriate pace
Synchronize visuals with voice-over

Fine to alternate between first and second person

Repetition of big points is fine

Visuals
e Eyeis guided through the procedure
o Smooth, easily trackable pointer motions
o Judicious callout use
e Appropriate use of motion graphics and/or branding-approved visuals

Ending

. Recaps are unnecessary



