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1 About this style guide 

This style guide is intended for the localization professional working on localized 
products that run on a Microsoft platform. It’s not intended to be a comprehensive 
coverage of all localization practices, but to highlight areas where Microsoft has specific 
preferences or deviates from standard practices for Marathi localization. 

The primary goal of this guide is to help you understand and learn how to address all 
of the necessary linguistic and stylistic nuances of Marathi during the localization of 
your products and services. 

The style guide covers guidelines and recommendations for translating the Microsoft 
voice into Marathi including words, grammatical structures, the needs of the audience, 
and the intent of the text that are to be considered. Each of these areas is supplemented 
with samples. 

Other language considerations covered in this style guide are accessibility, trademarks, 
geopolitical concerns and specific software considerations. 

We welcome your feedback, questions and concerns regarding the style guide. 
Please send your feedback via Microsoft Language Portal. 

1.1 Recommended style references 

Unless this style guide or the Microsoft Language Portal provides alternative instructions, 
use the orthography, grammar, and terminology in the following publications: 

Normative references 

When more than one solution is possible, consult the other topics in this style guide 
for guidance.  

1. शास्त्रीय मराठ� व्याकरण – मोरो केशव दामले 

2. मराठ� व्याकरणाचा पनु�वर्चार – श्री.अजुर्नवाडकर 
3. An Intensive Course for Marathi – डॉ. �वजया �चट�णस 

4. सगुम मराठ� व्याकरण लेखन – कै. मो. रा. वाळंबे 

Microsoft User interface reference 

A helpful reference is the Windows User Experience Interaction Guidelines. 

https://www.microsoft.com/Language/en-US/feedback.aspx
https://www.microsoft.com/Language/en-US/Search.aspx
https://developer.microsoft.com/en-us/windows/desktop/design
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2 Microsoft voice 

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

Three principles form the foundation of our voice: 

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

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

• 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. 

The 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 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 as well as many other languages.  

Guidelines 

Keep the following guidelines in mind: 

• Write short, easy-to-read sentences. 
• Avoid passive voice—it’s difficult to read and understand quickly. 
• Be pleasant and ensure that explanations appear individualized. 
• Avoid slang and be careful with colloquialisms—it’s acceptable to reassure and 

connect with customers in a conversational tone, but be professional in doing so. 

2.1 Choices that reflect Microsoft voice 

Translating Marathi 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. 
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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’s often used for technical and commercial content. 

When you’re 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’s 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 terminology from the Microsoft Language Portal where applicable, for example key 
terms, technical terms, and product names. 

Short word forms and everyday words 

Microsoft voice text written in US English prefers short, simple words spoken in everyday 
conversations. In English, shorter words are 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’s 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 en-US word usage 

App Use app instead of application or program. 

Pick, choose 
Use pick in more fun, less formal or lightweight situations ("pick a color," not 
"choose a color") and choose for more formal situations (don’t use select 
unless necessary for the UI). 

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

https://www.microsoft.com/Language/en-US/Search.aspx
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Get 
Fine to use as a synonym for "obtain" or "come into possession of" but avoid 
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. Don’t switch between PC and computer. 

You 

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

For information on localizing you, see the section Pronouns. 

Here is how short words and everyday words are to be used to convey the Marathi in 
Microsoft voice. 

en-US source term mr-IN word mr-IN word usage 

…is in use …वापरात आहे …वापर सरुू आहे 

…is working …कायर् करत आहे …काम सरुू आहे 

…is showing …दशर्वत आहे …दाखवत आहे 

2.1.2 Words and phrases to avoid 

Microsoft voice avoids an unnecessarily formal tone. The following table lists 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 
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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 

Here is how short words and everyday words are to be used to convey the Marathi in 
Microsoft voice. 
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en-US source mr-IN classic word/phrase mr-IN modern word/phrase 

But परंत ु पण 

In addition यासह यासोबत 

Therefore तथा�प म्हणून 

2.1.3 Transliteration 

Microsoft voice emphasizes to use terms which people use in daily life even if they used 
in transliteration form. Since these days some of the English words are most commonly 
used and if there is no simple and easy to understand local language words for 
respective language then English words (transliteration) should be used. 

Technical words should be transliterated (if there is no correct word in the regional 
language). Ideally Keeping English should be less as Transliteration should be used, a list 
could be prepared and discussed. So the objective of language translation should be to 
make the product user interface easy to use and represent the local language to its 
core strength, hence using Transliteration form is quite acceptable, provided these terms 
must be used in daily life by target users. Some of the examples of such terms are:  

Source  Translation  Transliteration  

wallet पाक�ट वॉलेट 

cloud ढग क्लाउड 

device उपकरण �डव्हाइस 

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 

US English Marathi target Explanation 

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

हा पासवडर् बरोबर नाह�, 
त्यामळेु पनु्हा प्रयत्न करा. 
पासवड्र्स केस-सवेंदनशील 

आहेत. 

The user has entered an incorrect 
password so provide the user with 
a short and friendly message with 
the action to try again. 
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This product key didn’t 
work. Please check it and 
try again. 

या उत्पाद क� ने कायर् केले 

नाह�. कृपया ती तपासा आ�ण 

पनु्हा प्रयत्न करा. 

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

All ready to go 
पढेु जाण्यासाठ� सवर् तयार� 
झाल� आहे 

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

Would you like to 
continue? 

आपण सरुू ठेऊ इिच्छता? 
Use of the second person pronoun 
"you" to politely ask the user if they 
would like to continue. 

Give your PC a name—any 
name you want. If you want 
to change the background 
color, turn high contrast off 
in PC settings. 

आपल्या PC ला एक नाव द्या 
– आपल्या आवडीच ेकोणतहे� 
नाव द्या. आपण पाश्वर्भमूी 
रंग बदल ूइिच्छत असल्यास, 

PC से�टगं्ज मध्ये उच्च 

कॉन्ट्रास्ट बदं करा. 

Address the user directly using the 
second person pronoun to take the 
necessary action. 

2.2.2 Promote a feature 

US English Marathi target Explanation 

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. 

�चत्र पासवडर् हा आपला टचस्क्र�न 

PC सरु��त करण्यासाठ� उपयकु्त 

असा नवा पयार्य आहे. त्यासोबत 

आपल्याला वापरायच ेअसलेले 

त्याच ेजेश्चर �नवडा—हा फक्त 

आपल्यासाठ� असलेला एकमेव 

पासवडर् असेल. 

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

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

आपल्या PC चे स्थान, नाव, खात े

�चत्र, आ�ण इतर डोमेन मा�हती 
यांच्या आधारे अनपु्रयोगांना 
आपल्याला वयैिक्तककृत सामग्री 
देऊ द्या. 

Promoting the use of apps. 

Depending on the context 
of the string you can add 
familiarity to the text by 
using everyday words for 
example, PC. 
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2.2.3 Provide how-to guidelines 

US English Marathi target Explanation 

To go back and save your 
work, click Cancel and finish 
what you need to. 

मागे जाऊन आपले काम सरु��त 

करण्यासाठ�, रद्द करा वर िक्लक करा 
आ�ण आवश्यक बाबी पणूर् करा. 

Short and clear action 
using the second person 
pronoun. 

To confirm your current 
picture password, just watch 
the replay and trace the 
example gestures shown on 
your picture. 

आपल्या सध्याच्या �चत्र पासवडर्ची 
पिुष्ट करण्यासाठ�, त्याचा �रप्ले पाहा 
आ�ण तमुच्या �चत्रावर दाख�वलेले 

नमनुा जेश्चर टे्रस करा 

Voice is simple and natural. 

The user isn’t overloaded 
with information; we tell 
them only what they need 
to know to make a decision. 

2.2.4 Explanatory text and support 

US English Marathi target Explanation 

The updates are installed, 
but Windows 10 Setup 
needs to restart for them to 
work. After it restarts, 
we’ll keep going from 
where we left off. 

हे अपडटे स्था�पत झाले आहेत, परंत ु

त्यांनी काम करण्यास सरुुवात 

करण्यासाठ� Windows 10 सेटअप 

पनुरारंभ करणे आवश्यक आहे. याचा 
पनुरारंभ झाल्यानतंर, आपण पवू� जेथ े

होतो त्याच �क्रयेपासनू पढेु जाऊ देऊ. 

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 and 
any other people using this 
PC could lose unsaved 
work. 

जर आपण आता पनुरारंभ केला तर 
आपण आ�ण हा PC वापरत असलेले 

इतर कोणतहे� लोक सरु��त न केलेले 

कायर् गमाव ूशकतात. 

Voice is clear and 
natural informing the user 
what will happen if this 
action is taken. 

This document will 
be automatically moved to 
the right library and folder 
after you correct invalid or 
missing properties. 

हा दस्तऐवज आपण अमान्य �कंवा 
गमावलेले गणुधमर् दरुुस्त केल्यानतंर 

स्वयचं�लतपणे योग्य लायब्रर� आ�ण 

फोल्डरमध्ये हल�वला जाईल. 

Voice talks to the 
user informatively and 
directly on the action that 
will be taken. 

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

काह�तर� चूक झाल�! आपला बटू 

करता येणारा USB फ्लॅशड्राइव्ह तयार 
करण्यासाठ� डाउनलोड केलेल्या 
फाइल्स शोधण्यात अ�म 

Without complexity and 
using short sentences 
inform the user what has 
happened. 
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3 Language-specific standards 

Information about Marathi-specific standards, such as phone number formats, date 
formats, currency formats, and measurement units are available from the GoGlobal 
Developer Center. 

3.1 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. 

3.1.1 Abbreviations 

The abbreviations are formed by taking the first letter of the word followed by full stop 
(.) They are also formed by taking the first letter or the first syllable of the word. 

Example: महा. is the abbreviated form of महाराष्ट्र. 

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: 

This refers to all Home, Profile, People, Mail, etc., which should be consistently translated 
in the localized product 

English Marathi 

Home (+) होम 

Profile (+) प्रोफाइल 

People (+) लोक 

Mail (+) मेल 

List of common abbreviations: 

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

https://msdn.microsoft.com/en-us/globalization/
https://msdn.microsoft.com/en-us/globalization/
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Expression Acceptable abbreviation 

�क्रया �वशषेण (+) �क्र. �व. 

महाराष्ट्र (+) महा. 

उदाहरणाथर् (+) उदा. 

इत्याद� (+) इ. 

रूपये (+) रू. 

क्रमांक (+) क्र. 

भतूकाळ (+) भ.ू का. 

दै�नक (+) दै. 

�दनांक (+) �द. 

प्राध्यापक (+) प्रा. 

Additional guidelines: 
• Use a nonbreaking space (CTRL+SHIFT+SPACEBAR) in any abbreviation.  
• If nonbreaking spaces can’t be used (in Help files, for example) it’s also 
acceptable to write these abbreviations without a space to avoid having one letter move 
to the beginning of the next line.  

Dictionary usage 

श. अव्य शब्दयोगी अव्यय "post position 

ना. नाम "noun" 

�व. �वशषेण "adjective" 

�क्र. �व. �क्रया �वशषेण "adverb" 

सवर्. सवर्नाम "pronoun" 
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प.ु सवर्नाम "masculine" 

स्त्री. स्त्री�लगं "feminine" 

महा. महाराष्ट्र "Maharashtra" 

इं. इंग्रजी "English" 

Geographical/directional  

उ. उत्तर "north"  

द. द��ण "south" 

मु.ं मुबंई  "Mumbai" 

Administrative/commercial 

मु.ंपो. मुबंई पो�लस "Mumbai Police" 

कं.  कंपनी "company" 

प्रा.�ल. प्रायव्हेट �ल�मटेड "Private Limited" 

प.ृ पषृ्ठ page 

ता.क. ताजा कलम "nota bene" 

Matrimonial usage 

डॉ. डॉक्टर "Doctor" 

इंिज. इंिज�नअर  "engineer" 

अॅड. अॅडव्होकेट  "Advocate" 

उं. इं.  उंची इंच "height in inches" 
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Measurements 

से. सेिल्सअस "Celsius" 

�क.मी. �कलोमीटर "kilometer" 

से.मी. स��टमीटर  "centimeter" 

�क. गॅ्र. �कलोगॅ्रम "kilogram" 

गॅ्र.  गॅ्रम "gram" 

Don’t abbreviate these words: 

तार�ख as ता. 
वक�ल as व. 

�क्रयापद as �क्र. 

3.1.2 Acronyms 

Acronyms are words made up of the initial letters of major parts of a compound term. 
Common examples are WYSIWYG (What You See Is What You Get), DNS (Domain Name 
Server), and HTML (Hypertext Markup Language).  

Localized acronyms 

The acronyms listed below are originally English acronyms which are used very 
frequently in Marathi in the manner listed below. 

List of common acronyms: 

(+ )�सटू स�टरफॉरटे्रडय�ुनयन "CITU" 

(+) उल्फा यनुायटेड�लबरेशनफं्रटऑफआसाम "ULFA" 

(+) टाडा टेर�रस्ट & �डसरिप्टवऍिक्टिव्ह�टज�प्रव्हेन्शनएक्ट "TADA" 

(+) पोटा �प्रव्हेन्शनऑफटेर�रस्टऍिक्टिव्ह�टज "POTA" 

(+) पोटो �प्रव्हेन्शनऑफटेर�रझमऑ�ड र्नन्स "POTO" 
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(+) साकर्  साउथए�शयनअसो�सएशनफॉर�रजनलको-ऑपरेशन "SAARC" 

(+) यनेुस्को यनुायटेडनेशन्सएज्यकेुशनलसाय�ंटफ�क & कल्चरलऑगर्नायझेशन "UNESCO" 

(+) य�ुनसेफ यनुायटेडनेशन्सइंटरनॅशनल�चल्ड्रने्सइमजर्न्सीफंड "UNICEF" 

(+) हू वल्डर्हेल्थऑगर्नायझेशन "WHO” 

Examples of Marathi Acronyms: 

(+) अ�ंनस अधंश्रद्धा�नमूर्लनस�मती "ANS" 

(+) भा�वस ं भारतीय�वद्याथ�सघंटना "SFI" 

(+) अभा�वप अ�खलभारतीय�वद्याथ�प�रषद "ABVP"  

(+) यशदा यशवतंरावचव्हाणअकेडमेीऑफडवे्हलपम�ट "YASHDA"  

(+) मनपा महानगरपा�लका "CORP" 

(+) पीएमट� पणेुम्यिुन्सपलट्रान्स्पोट�शन "PMT" 

(+) मनसे महाराष्ट्रनव�नमार्णसेना "MNS" 

(+) आरएसएस राष्ट्र�यसेवासघं "RSS" 

(+) बसप बहुजनसमाजवाद�प� "BSP"  

(+) आरसीपी राष्ट्रवाद�काँगे्रसप� "RCP" 

Unlocalized acronyms 

Many acronyms are standardized and remain untranslated. They are only followed by 
their full spelling in English if the acronym must be explained to Marathi-speaking 
audiences. If the acronym is commonly known, it can be used on its own. 

The following list contains examples of acronyms that are considered commonly 
understood; these acronyms should not be localized or spelled out in full in English:  

• ANSI (American National Standards Institute) 
• ISO (International Standards Organization) 
• ISDN 
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• DOS 
• DSL 
• CD 
• DVD 

Caution: Don’t 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 English terms.  

• (-) RPC call 
• (-) HTML language 
• (-) TCP/IP-Protocol  
• (-) PIN Number 

Marathi examples: 

(+)भाजपप� "BJP Party" 

(+)एसजीझेडझोन "SGZ Zone" 

(+)मगोपप� "MGPParty 

3.1.3 Adjectives 

The changing word which indicates and covers limitation specific information about 
noun is called as an adjective. In Marathi, handle adjectives in the following manner. 

Example: 

हुशार मुलगा. Here हुशार is an adjective. 

Possessive adjectives 

The frequent use of possessives is a feature of English language. However, in Marathi, 
possessive adjectives are handled like हा मनुष्य. Here हा is possessive adjective. 

3.1.4 Articles 

General considerations 

An article is a word that combines with a noun to indicate the type of reference being 
made by the noun. The articles in the English language are "a," "an" and "the." But in 
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Marathi it’s not used. We should give those examples also: an apple = सफरचदं, a book = 

पुस्तक, the door = दरवाजा. 

Unlocalized feature names 

Microsoft product names and Unlocalized (non-translated) feature names are used 
without definite or indefinite articles in the English language. 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: 

Example: 

• (-) Microsoft’s products 
• Microsoft products 
• Products by Microsoft 

Product names and unlocalized feature names should also be treated as proper nouns 
in Marathi: 

English example Marathi example 

Windows Mail shares your Internet 
Connection settings with Internet Explorer  

(+) Windows Mail आपल्या इंटरनेट कनेक्शन 

से�टगं्ज Internet Explorer सह शअेर करत.े 

Website addresses will be sent to Microsoft  (+) वेबसाइटच ेपत्ते Microsoft ला पाठवण्यात येतील. 

Localized feature names 

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

Example: 

English example Marathi example 

Activate a window by hovering over it 
with the mouse 

(+) �वडंो वर माऊस �फरवनू ती स�क्रय करा 
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Articles for English borrowed terms 

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

• Motivation: Does the English word have any formally motivated features that 
would allow a straightforward integration into the noun class system of the 
Marathi language? 

• Analogy: Is there an equivalent Marathi term whose article could be used? 
• 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. 

Check the Microsoft Language Portal to confirm the user of a new loan word and its 
proper article to avoid inconsistencies. 

In case of Marathi, the article "the" is not used. See example below: 

Example: The Homepage = मुखपषृ्ठ 

3.1.5 Compounds 

Compounds should be understandable and clear to the user. Avoid overly long or 
complex compounds. Keep in mind that unintuitive compounds can cause intelligibility 
and usability issues. 

Example: 

English examples Marathi example 

Internet Accounts (+) इंटरनेट खात े

Logon script processing (+) �लपी प्र�क्रया लॉग-ऑन करा 

Workgroup Administrator (+) कायर्समहू प्रशासक 

Internet News Server Name (+) इंटरनेट बातम्या सव्हर्रचे नाव 

 

https://www.microsoft.com/Language/en-US/Search.aspx
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Marathi Examples of compound 

(+) उच्च न्यायालय 

(+) सकेंतस्थळ 

(+) सहाध्यायी 

(+) उलथापालथ 

(+) शतेवाडी 

3.1.6 Conjunctions 

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

en-US old use of conjunctions en-US new use of conjunctions 

As <product> gains features, there is a risk that 
older content may not display correctly. 

But because of these features older content 
may not display correctly. 

 

en-US source text mr-IN old use of 
conjunctions 

mr-IN new use of 
conjunctions 

While data are saved on 
storage, it’s not possible 
to add a new reader. 

डटेा सगं्रहावर सेव्ह करताना, नवीन 

वाचक जोडला जाऊ शकत नाह�. 
डटेा सगं्रहावर सेव्ह केला जात 

असताना, नवीन वाचक जोडला जाऊ 

शकतनाह�. 

While the document is 
open, it’s not possible to 
create a copy. 

दस्तऐवज उघड ेअसताना, कॉपी 
तयार करणे शक्य नसत.े 

जेव्हा दस्तऐवज उघड ेअसत ेतवे्हा 
एखाद� कॉपी तयार करणे शक्य नसत.े 

While you’re working in 
the file, you can’t close 
this window. 

आपण फाइलमध्ये काम करताना, 
आपण ह� �वडंो बदं करू शकत नाह�. 

(करत असताना) 

जेव्हा आपण फाइलमध्ये काम करता 
तवे्हा आपण ह� �वडंो बदं करू शकत 

नाह�. 
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3.1.7 Gender 

There are three Genders in Marathi: Masculine, Feminine and neuter gender. 

Example: 

मुलगा (Noun which is singular and ends with आ vowel has masculine gender) 

मुलगी (Noun which is singular and ends with ई vowel has feminine gender.) 

मुले (Noun which is plural and ends with ए vowel has neuter gender) 

In Marathi Language Pronoun also changes according to these three genders. 
For example: 

तो मुलगा mean Boy, generally तो is pronoun used for third person, applies to masculine 
gender which is singular. 

ती मुलगी, mean Girl, generally ती is pronoun used for third person, applies to feminine 
gender which is singular. 

ते मूल, mean Baby, generally मूल is pronoun which comes when relative noun is singular 
and has Neuter gender.  

Exceptional:-In Marathi for Plural Noun ती, तेत्या pronouns are also used for third person. 

Example: 

ती मुले (ती is a pronoun which applies to plural noun with neuter gender.) 

ते �वद्याथ� (ते is a pronoun which applies to plural noun with neuter gender.) 

मुल� (त्या is a pronoun which applies to plural noun with feminine gender.) 

3.1.8 Genitive 

In Marathi grammar there are different types of possessive postposition. च,े चा, ची ,च्या 
are the most common possessive postpositions in Marathi ,called as 
"षष्ठ� �वभक्ती" (Shashthi Vibhakti) 
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1.  चे , For example, त्याचे पसु्तक (Masculine), and �तचे पसु्तक (Feminine), the term पसु्तक 

is singular noun and has neuter gender in Marathi. Generally in Marathi चे Applies 
neuter gender, singular. 

2.  ची ,For example, त्याची पसु्तके Masculine, and �तची पसु्तके Feminine, "पसु्तके" is a 
plural noun. Generally, in Marathi ची applies to masculine and feminine if the 
relative noun is plural.  

3.  चा ,for example, जॉनचा मलुगा (Masculine), and जेनेटचा मलुगा (Feminine) ,
"मलुगा" (boy) is singular and masculine noun in Marathi. Generally, in Marathi चा 
comes when relative noun is singular and has masculine gender. 

4.  ची ,for example, जॉनची मलुगी (Masculine) and जेनेटची मलुगी (Feminine),The term 
"मलुगी" (girl) in Marathi is singular noun and has feminine gender. Generally, ची 
comes when relative noun is singular and has feminine gender.  

5.  च्या ,for example, जॉनच्या मलु� (Masculine) and जेनेटच्या मलु� (Feminine), generally 
च्या postposition comes when the relative noun plural and feminine.  

Exception: postposition च ेalso applies to relative noun which is masculine and plural, 

for example, जॉनच ेमुलगे or जेनेटच ेमुलगे‘ .मुलगे stands for boys in Marathi. 

Convention 1 (for example, attaching a genitive "s" to (trademarked) product names 
is not feasible, as it could be interpreted as a modification of such names.) 

Example: 

Microsoft Office Word = It’s protocol to write as "Microsoft Office Word," not as 
Microsoft Office Word’s. 

3.1.9 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 these options to express the intent of the source text appropriately. 

• Don’t attempt to replace the source colloquialism with a Marathi colloquialism 
that fits the same meaning of the particular context unless it’s a perfect and 
natural fit for that context. 

• Translate the intended meaning of the colloquialism in the source text (not the 
literal translation of 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. 
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• If the colloquialism can be omitted without affecting the meaning of the text, 
omit it.  

3.1.10 Nouns 

General considerations 

Many languages differentiate between different noun classes based on features such 
as animacy, shape, gender, and so on. English loan words must be integrated into the 
noun class system of your language. When faced with an English loan word not 
previously used in Microsoft products. 

If the choice of noun class is left up to you, ensure that you provide consistent 
translations within the Microsoft product. Consult with your translation team lead 
and team members to decide what noun class to assign. 

Example: 

English example Marathi example 

Delete it from server. (+) Server वरून हटवा 

Enter a password to log into the server (+) Server मध्ये लॉग करण्यासाठ� पासवडर् वापरा. 

DNS can’t resolve the server IP address (+) DNS server आय.पी. पत्ता ठरव ूशकत नाह�. 

Verify the name of the server’s certificate (+) Server प्रमाणपत्राच्या नावाची पडताळणीकरा. 

Inflection 

The examples below show how English loanwords inflect for number in Marathi. 

Example: 

English example Marathi example 

Clients (+) क्लायटं्स 

Websites (+) वेबसाइट्स 
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Downloads (+) डाउनलोड्स 

Proxies (+) प्रॉक्सीस ्

Plural formation 

For Marathi, the words ए ,इ ,च्या should be added in plural formation 

Example: 

(+) रामचीमुले, रामच्यामुल�. 

3.1.11 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. 

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. 

US Expression Marathi Expression Comment 

migrate to (+) …ला स्थलांतर करणे 
In Marathi there is no 
preposition. Instead of this 
we use postposition. 

Migrate from (+) …तनू स्थलांतर करणे Following examples are kept 
in noun forms. 

import to (+) …ला आयात करणे 
 

import from (+) …तनू आयात करणे 
 

export to (+) …ला �नयार्त करणे 
 

export from (+) …तनू �नयार्त करणे 
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update to (+) …ला अद्ययावत करणे Given example doesn’t 
indicate postposition. 

upgrade to (+) मध्ये उन्नतीकरण करणे. 
Given translation is in verb 
form which doesn’t indicate 
postposition. 

3.1.12 Pronouns 

In Marathi, there are many words few are here; those same words pronunciation is 
different. 

Example:  

(+) चहा, चमचा, जीभ, जहाज, भजन, वजन 

3.1.13 Punctuation 

Bulleted lists 

Must be retained in Marathi "as is in English." 

Comma 

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

Example: (+) मी, आम्ह�, तो, त े

Colon 

: (":" colon) informs that what follows proves, clarifies, explains, or simply enumerates 
elements of what is referred. Colon has been used while giving details at the end of 
sentence. 

Example: (+) कृपया अ�धक जाणून घेण्यासाठ� येथे संपकर्  साधावा: 

Don’t use colons to use simple sentence. 

Example: 
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US English Marathi  Comment 

Go to your Profile to 
save this photo. 

हा फोटो सरु��त करण्यासाठ� 
आपल्या प्रोफाईलवर जा. 

Here the sentence is simple and 
no need to give 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. 

Example: drop-down (+) ड्रॉप-डाउन 

e-mail ई-मेल drop-down (+) ड्रॉप-डाउन 

e-mail ई-मेल Drop-down = ड्रॉप-डाउन, e-mail = ई-मेल 

En dash 

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

Example: 

(+) 10–5 p.m. 

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.  

Example: from page No. 1-5, (+) पान क्र5–1 

Em dash 

The em dash should only be used to emphasize an isolated element or introduce 
an element that’s not essential to the meaning conveyed by the sentence.  

The em dash is most often used to indicate a break in thought or to set an appositive 
off from the rest of the sentence. It can also be used to show a date when the 
time frame in question has not yet ended (Example: Robin Cook, 1976—). 

Em dash (—), denotes a pause in thought, a parenthetical statement. Use of 
the em dash sparingly in formal writing. In informal writing, em dashes may replace 
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commas, semicolons, colons, and parentheses to indicate added emphasis, 
an interruption, or an abrupt change of thought. 

The em dash is used in much the way a colon or a set of parentheses is used; it 
can show an abrupt change in thought or be used where a full stop (or "period") is too 
strong and a comma too weak. EM dashes are sometimes used in lists or definitions, 
but that’s a style guide issue; a colon is often recommended for use instead.  

Example: 

(+) तो म्हणाला क� — जशास तसे ह� म्हण आज खर� ठरल�. 

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: (+) तो अचानक पडला… 

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. 

Example: (+) भारताच ेप�हले राष्ट्रपती डॉ. राज�द्र प्रसाद होत. 

Quotation marks 

Quotation marks are used when referring to Marathi. 

“” used to denote either speech or a quotation. 
‘’ used to denote either speech or a quotation. 

Example: 

(+) आज “गणेश चतुथ�” 

(+) ‘शासन’ आपल्या दार� 

Parentheses 

There is no space between the parentheses and the text inside them. 
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Example: 

(+) (कृपया आपले खाते स�क्रय न झाल्यास आपल्या प्रशासकाशी संपकर्  साधावा  )  

3.1.14 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 

 

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

For details, go to: तपशीलांसाठ�, येथेजा: तपशील, हे आहेत: 

To know more, do this: अ�धक जाणून घेण्यासाठ�, हे करा: अ�धक जाणण्यासाठ� असे करा: 

3.1.15 Split infinitive 

A split infinitive is an English-language grammatical construction in which a word or 
phrase, usually an adverb or adverbial phrase, comes between the marker to and the 
bare infinitive (uninflected) form of a verb. 

Example: 

To go nearby that mountain where nobody has gone before. (+) िजथे यापूव� कोणीह� गेला नाह� 
अशा पवर्ताजवळ जाण्यासाठ�. Here, the adverb, nearby/जवळ splits the full infinitive "to go." 

3.1.16 Subjunctive 

Expressing a condition, a possibility or a hypothesis, is a verb mood typically used in 
subordinate clauses to express a wish. 

Example: 

(+) �नणर्य, मत, आवश्यकता, शक्यता 
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3.1.17 Symbols & nonbreaking spaces 

A symbol is something such as an object, picture, written word, sound, or particular 
mark that represents something else by association, resemblance, or convention. 
See some traffic signs. 

Example: (+) थांबा, हॉिस्पटल, शाळा, पादचार� मागर्. 

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

Example: (+) &nbsp;लोड होत आहे… 

(+) &nbsp;आ�ण ती मा�हती शोधा जी आपण इिच्छता. 

3.1.18 Verbs 

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’re 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. 

Be consistent in how you translate verbs in error messages. If it’s 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. 

Example: 

English example Marathi example Explanation 

The document is too large. 
Document too large.  

(+) हा दस्तावेज फार 
मोठा आहॆ. 

Be consistent in your usage of the verb 
"to be" 

Access was denied.  

Access denied. 

(+) प्रवेश नाकारण्यात 

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

The file "%s" is an 
unknown graphics format.  

(+) फाइल % ला अ�ात 

ग्रा�फक्सच ेस्वरूप आहे. 
Rephrase "is" with "have" if necessary to 
produce an appropriate translation.  
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The application may 
attempt to convert the 
graphic.  

(+) अनपु्रयोग ग्रा�फक्सच े

रुपांतर करण्याची शक्यता 
आहे. 

may + Verb can be rephrased as Verb + 
possibly  

Continuous operations are usually expressed in English with a gerund, which should be 
translated into Marathi for example, जाणे  - जात आहे, येणे  - येत आहे, पाहणे  - पहात आहे. 

Example: To go—going, To come—coming, See—seeing. 

4 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 Marathi, 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. 

4.1 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.  

General accessibility information can be found at 
http://www.microsoft.com/enable/education/. 

4.2 Applications, products, and features 

Product and application names are often trademarked or may be trademarked in the 
future and are therefore rarely translated. Occasionally, feature names are trademarked, 
too (for example, IntelliSense™). Before translating any application, product, or feature 
name, verify that it’s in fact translatable and not protected in any way. This information 
can be obtained here. 

There are no specific rules for Marathi regarding trade marking of the applications, 
product, and features. 

http://www.microsoft.com/enable/education/
https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks/en-us.aspx
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Version numbers 

Version numbers always contain a period (for example, Version 4.2). Note punctuation 
examples of "Version x.x":  

US English Marathi 

WCAG 6.3 WCAG 6.3 

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

4.3 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 here.  

4.4 Geopolitical concerns 

Part of the cultural adaptation of the US-product to a specific market is the resolution of 
geopolitical issues. While the US-product is 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 are present 

Some issues are easy to verify and resolve. The localizer should have the most current 
information available. Maps and other graphical representations of countries/regions 
should be checked for accuracy and existing political restrictions. Country/region, city, 
and language names change on a regular basis and should be checked, even if 
previously approved. 

https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks/usage/default.aspx
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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, and body and hand gestures. 

4.5 Software considerations 

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

4.5.1 Error messages 

Here is an example: 

 

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 restarting 
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 Correct Marathi translation 

Oops, that can't be blank… अरेरे, हे �रक्त सोडले जाऊ शकत नाह�… 

Not enough memory to process this 
command.  

या आदेशावर प्र�क्रया करण्यासाठ� परेुशी मेमर� नाह�. 

Marathi style in error messages 
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Use consistent terminology and language style in the localized error messages, and not 
just translate them as they appear in the US product. 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. The messages can for example, 
prompt the user to insert a disk in the disk drive, or inform of an error that requires 
rebooting the computer. In Marathi, the sentences can be formed by placing the 
negative marker after the main verb or even by placing the adjective (describing the 
negative quality) before the verb. 

Standard phrases in error messages 

The phrases bellow commonly occur in error messages. When you’re 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: 

English Translation Example Comment 

Can’t … 

Could not … 
शक्य नाह� 

(+) File can’t be found 

(+) File could not be 
found 

Those constructions 
usually being used 
for "unable to affect 
an outcome." 

Failed to … 

Failure of … 
यात अयशस्वी 

(+) Failed to connect 

(+) Failure of connect  

Can’t find … 

Could not find … 

Unable to find … 

Unable to locate … 

सापडणे शक्य नाह� … 

(+) Can’t find driver 
software 

(+) Could not find driver 
software 

(+) Unable to find driver 
software 

(+) Unable to locate 
driver software 

 

Not enough 
memory 

Insufficient memory 

There is not enough 

परेुशी मेमर� नाह� 

(+) No sufficient memory 
on disk 

(+) Not enough memory 
on disk 
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memory 

There is not enough 
memory available 

(+) No enough memory 
is available on disk 

… is not available 

… is unavailable 
… उपलब्ध नाह� 

(+) … enough space is 
not available 

(+) … enough space is 
unavailable  

Meaning is same. 

Error messages containing placeholders 

When localizing error messages containing placeholders, try to anticipate 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. 

Examples: 

%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." 

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. 

Example: 
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English example Message user will see Marathi example 

(+) Replace invalid %s?  
Replace invalid data? 
Replace invalid file?  

(+) अमान्य %s पनुस्थार्�पत करायच?े 

(+) %s already exists  
File already exists 
Name already exists  

(+) %s आ�धच अिस्तत्वात आहे. 

(+) %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 आता आपल्या वयैिक्तक 

सपंकार्त आले आहॆ.  

(+) %s stopped working 
and was closed  

The application stopped 
working and was closed 
The program stopped 
working and was closed  

(+) %s ने काम थांब�वले आ�ण बदं झाले. 

4.5.2 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 Marathi key name 

Alt Alt 

Backspace Backspace 

Break Break 

Caps Lock Caps Lock 

Ctrl Control 

Delete Delete 

Down Arrow खाल� बाण 

End End 
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English key name Marathi key name 

Enter Enter 

Esc Escape 

Home Home 

Insert Insert 

Left Arrow डावा बाण 

Num Lock Num Lock 

Page Down Page Down 

Page Up Page Up 

Pause Pause 

Right Arrow उजवा बाण 

Scroll Lock Scroll Lock 

Shift Shift 

Spacebar स्पेसबार 

Tab Tab 

Up Arrow वर बाण 

Windows key Windows क� 

Menu Key मेन ूक� 

Print Screen Print Screen 

4.5.3 Keyboard shortcuts 

Sometimes, there are underlined or highlighted letters in menu options, commands 
or dialog boxes. These letters refer to keyboard shortcuts (also known as access keys) 
that allow you to run commands, perform tasks, etc., more quickly. 
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Marathi have a common keyboard layout, InScript—Devanagari, while many languages 
have their own script and unique keyboard layout, physical and soft version. The 
decisions will be taken/considered based on the extent to which physical keyboards or 
soft keyboards are used, use of transliteration as a main means of input, Internet 
contribution and target population’s perspective (rural and urban areas). 

This document is made on account of the information collected from Microsoft contacts, 
friends and acquaintances native to different regions in India. 

The keyboard layout followed is predominantly InScript Keyboard which is standardized 
by the Indian government. Windows Vista supports InScript keyboard using the 
Mangal font. InScript is the standard keyboard layout for Devanagari (main script used 
to write Marathi). 

Marathi use the same Devanagiri InScript Keyboard layout. The words (for the keyboard 
shortcuts like copy, paste, etc) of Marathi. 
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Though Phonetic keyboards are used for soft keyboards in several applications and are 
very different, the phonetic or "Bolnagri" keyboard input methods are used mainly on 
Linux platforms. So we can consider InScript keyboard (soft and physical) which is 
supported by windows. 

Keyboard shortcuts Marathi Transliterate 

Save—CrtlS  सरु��त करा Surakshit kara  

Find—CrtlF  �मळवा/ शोधणे Milva/Shodhane 

Cut—CrtlX  कापा kaapa 

Copy—CrtlC  प्र�त�लपी Pratilipi (kopy)  

Paste—CrtlV  �चकटवा Chikatva 

Undo—CrtlZ  पवूर्वत करा Poorvavat kara  

Select all—CrtlA  �नवडा Nivda 

Print—CrtlP  मदु्रण mudran 

Open—CrtlO  उघडा/open Ugdha (open)  

Quit—CrtlQ  बाहेर quit 

Close—CrtlW  बदं करा/ �मटवा Band kara/mitva  

Bold—CrtlB  ठळक Thalak 

Italic—CrtlI  �तयर्क tiryak 

Underline—CrtlU अधोरे�खत underline 

New—CrtlN  नवीन new 

Help—Crtl? मदत &?  &? 
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Suggestion for Marathi: to localize 

Some of the reasons to Localize the Marathi keyboard shortcuts are: 

1. With a large population of Marathi end users among which a good proportion 
seems to use Marathi Keyboards. 

2. Keyboards available are NOT PHONETIC i.e., the Marathi letters don’t appear 
along with the English-sounding letters on the keyboard. 

3. Soft keyboard (virtual) versions in several applications follow phonetic keyboards. 
The soft keyboards are not used much when compared to the transliteration 
Softwares. 

4. There are no complications or multiple formats in localizing it to the Marathi 
version. There is only one format of typing which is the standard Devanagri 
(mangal) and CapsLock/Shift is used to type Diacritics and special cases. 

The following table lists special options for keyboard shortcuts in US-English interfaces 
and describes whether each option is allowed in Marathi: 

Keyboard shortcuts special 
options 

Usage: is 
it 

allowed? 
Notes 

"Slim characters," such as I, l, t, r, f 
can be used as keyboard shortcuts 

yes 
But Marathi characters can’t be termed as 
"slim" compared to the Roman ones  

Characters with down strokes, such 
as g, j, y, p and q can be used as 
keyboard shortcuts 

no 

Marathi characters are written necessarily 
with a line on their head. So we can use 
previous keyboard shortcuts list, which are 
used in Windows product, for example: स,ु 

कृ  

Extended characters can be used as 
keyboard shortcuts 

no 
Marathi conjuncts which are combinations 
of two consonants can’t be used as 
keyboard shortcuts.  

An additional letter, appearing 
between brackets after item name, 
can be used as keyboard shortcuts 

no 
Such additional letters, can’t be used as 
keyboard shortcuts.  

A number, appearing between 
brackets after item name, can be 
used as keyboard shortcut 

yes Yes, it can be allowed.  
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A punctuation sign, appearing 
between brackets after item name, 
can be used as keyboard shortcut 

no 

Punctuation marks are not required to be 
used as keyboard shortcuts as there are 
many clear and simple letters which can be 
used.  

Duplicate keyboard shortcuts are 
allowed when no other character is 
available  

yes It can be allowed only in special cases.  

No keyboard shortcut is assigned 
when no more characters are 
available (minor options only)  

no No, it can’t be assigned.  

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

Term Usage 

access key 

A subtype of keyboard shortcut. A letter or number that the user types to 
access UI controls that have text labels. Access keys are assigned to top-level 
controls so that the user can use the keyboard to move through the UI quickly. 

Example: F in Alt+F 

Example in UI localization: H&ome 

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

key tip 
The letter or number that appears in the ribbon when the Alt key is pressed. 

In UI localization, the key tip is the last character present in the strings after the 
“`” character. 
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Example: In UI localization Home`H 

  

shortcut 
key 

A subtype of keyboard shortcut. A key that the user types to perform a 
common action without having to go through the UI. 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. 

4.5.4 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. 

4.5.5 Numeric keypad 

Avoid distinguishing numeric keypad keys from the other keys, unless it’s required by a 
given application. If it’s not obvious which keys need to be pressed, provide necessary 
explanations. 

It’s not applicable for Marathi. for example: Inscript- it’s applicable for Marathi, but for 
webdunia keyboard it’s not applicable. 

4.5.6 Shortcut keys 

Shortcut keys are keystrokes or combinations of keystrokes that 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. 
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Standard shortcut keys 

US command 
US English 

shortcut key 
Marathi command 

Marathi shortcut 
key 

General Windows shortcut keys 

Help window F1 मदत �वडंो F1 

Context-sensitive Help Shift+F1 सदंभर्-सवेंदनशील मदत Shift+F1 

Display pop-up menu Shift+F10 पॉप-अपमेन ू�डस्प्ले Shift+F10 

Cancel Esc रद्द करा Esc 

Activate\Deactivate 
menu bar mode 

F10 मेन ूबार मोड 

स�क्रय\�निष्क्रय करा 
F10 

Switch to the next 
primary application 

Alt+Tab पढु�ल प्राथ�मक 

अनपु्रयोगावर िस्वच करा 
Alt+Tab 

Display next window Alt+Esc पढु�ल �वडंो प्रद�शर्त करा Alt+Esc 

Display pop-up menu 
for the window 

Alt+Spacebar �वडंोसाठ� पॉप-अप मेन ू

प्रद�शर्त करा 
Alt+Spacebar 

Display pop-up menu 
for the active child 
window 

Alt+- स�क्रय लहान �वडंोसाठ� पॉप-

अप मेन ूप्रद�शर्त करा 
Alt+- 

Display property sheet 
for current selection 

Alt+Enter सद्य �नवडीसाठ� गणुधमर् 
पत्रक प्रद�शर्त करा 

Alt+Enter 

Close active application 
window 

Alt+F4 स�क्रय अनपु्रयोग �वडंो बदं 

करा 
Alt+F4 

Switch to next window 
within (modeless-
compliant) application 

Alt+F6 अनपु्रयोग (मोडर�हत-तक्रार) 
अतंगर्त पढु�ल �वडंोवर िस्वच 

करा 

Alt+F6 
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US command 
US English 

shortcut key 
Marathi command 

Marathi shortcut 
key 

Capture active window 
image to the Clipboard 

Alt+Prnt Scrn िक्लप बोडर्वर स�क्रय �वडंो 
प्र�तमा कॅप्चर करा 

Alt+Prnt Scrn 

Capture desktop image 
to the Clipboard 

Prnt Scrn िक्लपबोडर्वर डसे्कटॉप 

प्र�तमा कॅप्चर करा 
Prnt Scrn 

Access Start button in 
taskbar 

Ctrl+Esc टास्कबार मधील प्रारंभ बटण 

ऍक्सेस करा 
Ctrl+Esc 

Display next child 
window 

Ctrl+F6 पढु�ल छोट� �वडंो प्रद�शर्त 

करा 
Ctrl+F6 

Display next tabbed 
pane 

Ctrl+Tab पढु�ल टॅब केलेला उपखंड 

प्रद�शर्त करा 
Ctrl+Tab 

Launch Task Manager 
and system 
initialization 

Ctrl+Shift+Esc कायर्व्यवस्थापन आ�ण 

�सस्टम आरंभ सरुू करा 
Ctrl+Shift+Esc 

File menu 

File New Ctrl+N नवीन फाइल Ctrl+N 

File Open Ctrl+O फाइल उघडा Ctrl+O 

File Close Ctrl+F4 फाइल बदं करा Ctrl+F4 

File Save Ctrl+S फाइल सरु��त करा Ctrl+S 

File Save as F12 फाइल या रुपात सरु��त करा F12 

File Print Preview Ctrl+F2 फाइल मदु्रण पवूार्वलोकन Ctrl+F2 

File Print Ctrl+P फाइल मदु्रण Ctrl+P 

File Exit Alt+F4 फाइल �नगर्मन Alt+F4 
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US command 
US English 

shortcut key 
Marathi command 

Marathi shortcut 
key 

Edit menu 

Edit Undo Ctrl+Z सपंादन पवूर्वत करा Ctrl+Z 

Edit Repeat Ctrl+Y सपंादन पनुरावतृ्ती Ctrl+Y 

Edit Cut Ctrl+X सपंादन कापा Ctrl+X 

Edit Copy Ctrl+C सपंादन प्र�त�लपी करा Ctrl+C 

Edit Paste Ctrl+V सपंादन �चकटवा Ctrl+V 

Edit Delete Ctrl+Backspace सपंादन हटवा Ctrl+Backspace 

Edit Select All Ctrl+A सपंादन सवर् �नवडा Ctrl+A 

Edit Find Ctrl+F सपंादन शोधा Ctrl+F 

Edit Replace Ctrl+H सपंादन यात बदला Ctrl+H 

Edit Go To Ctrl+B सपंादन यावर जा Ctrl+B 

Help menu 

Help F1 मदत F1 

Font format 

Italic Ctrl+I तीयर्क Ctrl+I 

Bold Ctrl+G ठळक Ctrl+G 

Underlined\Word 
underline 

Ctrl+U अधोरे�खत\शब्दअधोरेखन Ctrl+U 

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

Small caps Ctrl+Shift+K Small caps Ctrl+Shift+K 
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US command 
US English 

shortcut key 
Marathi command 

Marathi shortcut 
key 

Paragraph format 

Centered Ctrl+E मध्यभाग Ctrl+E 

Left aligned Ctrl+L डावीकड ेसरें�खत Ctrl+L 

Right aligned Ctrl+R उजवीकड ेसरें�खत Ctrl+R 

Justified Ctrl+J समायोिजत Ctrl+J 

4.5.7 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 
a common term (such as "server"), use the local pronunciation. Pronunciation can 
be adapted to the Marathi phonetic system if the original pronunciation sounds very 
awkward in Marathi. 

Example Phonetics Comment 

SecurID [sı’kjuər aı di:] �सक्यअूरआयडी 

.NET [dot net] डॉटनेट 

Skype [skaipe] 
 

Acronyms and abbreviations 

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

Example Phonetics 

RADIUS रे�डयस 

RAS आरएएस 
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ISA आयएसए 

LAN लॅन 

WAN वनॅ 

WAP वपॅ 

MAPI मॅपी 

POP पॉप 

URL यआुरएल 

Other abbreviations are pronounced letter by letter.  

Example Phonetics 

ICMP आयसीएमपी 

IP आयपी 

TCP/IP ट�सीपी/आयपी 

XML एक्सएमएल 

HTML एचट�एमएल 

OWA ओडब्ल्यएू 

SQL एसक्यएूल 

URLS 

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

"www" should be pronounced as डब ् ल ् य ूडबल ् य ूडब ् ल ् य.ू 

The "dot" should be omitted, but can also be read out. If you read it out, then it must be 
pronounced the Marathi way, as डॉट. 
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Example Phonetics 

http://www.microsoft.com/en-in डब्ल्यडूब्ल्यडूब्ल्यडूॉटमायक्रोसॉफ्टडॉटकॉमस्लॅशइएनडॅशआयएन 

Punctuation marks 

Most punctuation marks are naturally implied by the sound of voice, for example, ? ! : ; ,  

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 Marathi approved translations.   
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