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1 welcome

B" Microsoft

® 0 Microsoft
‘ Localization
—

Style Guide

Malayalam

Welcome to the Microsoft Localization Style Guide for Malayalam. This guide will help
you understand how to localize Malayalam 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 Malayalam.




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:

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. EzhuthachanK.N. The History of Grammatical Theories in Malayalam. Trivandrum,
Linguistic Association. Latest edition

2. George K.M. Malayalam Grammar and Reader. Kottayam, National Book Stall. Latest
edition

3. Heraman Gundert. Malayala Bhaasha Vyaakaranam, Kottayam. National Book
Stall. Latest edition (2014)

4. Sekhar. A.C. Evolution of Malayalam. Pune, Pune University
5. AR. Rajarajavarma, Keralapaniniyam, Eighteenth Ed.

6. Suranadu Kunjan Pillai, Malayalam Lexicon. Latest edition
Contemporary Language References

Use the Malayalam language and terminology as described and used in the following
publications.

Though a lot of grammar and linguistic study materials are available, it is always
recommended to have a look at the contemporary language publications like
newspapers and periodicals as they are being updated with the latest language styles. A
few such publications are:

1. Mathrubhumi
2. Malayala Manorama

3. Samakalika Malayalam Varika


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

Informative References

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

1. Andrewskutty, Intransitive and Transitive Verbs, International Journal of Dravidian
Linguistics. Latest Edition

2. Prbhakara Varier KM Studies in Malayalam Grammar. Madras, University of
Madras. Latest Edition

3. Shyamala Kumari B An Intensive course in Malayalam. CIIL, Mysore. Latest Edition

4. Prabodhachandran Nair, Malayalam A Linguistic Description, National Research
publishing company. Latest Edition

5. Thettillatha Malayalam by Prof Panmana Ramachandran Nair, Pubilsher: DC BOOKS,
Edition 6

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.)

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

e 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


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

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 Malayalam 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 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.

So, please avoid usages like B OIDW], QLMY o, MIB:U, @633  etc.

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 ‘ ml-IN old word/phrase ml-IN new word/phrase
Attempt (LPRMSOD) (P2 56)) B>
However o) lo)moelo alCHH
Give/provide guidance, 22RNM1BEGUoM L) & MaDIWo /
give/provide information MaOIW 186

2.1.2 Word choice
Terminology

Use approved terminology from Microsoft Terminology - Globalization | Microsoft
Learn, 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.


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

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
' "choose a color") and choose for more formal situations (don't use select unless

choose
necessary for the Ul).

Drive For general reference to any drive type (hard 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.
Address the user as you, directly or indirectly through the use of first- and second-

You 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.

Shorter words are generally more conversational in tone, save space on screen, and are
easier to read quickly.

en-US source term ‘ ml-IN word ml-IN word usage

Share (verb) a1 1S) al8) LI 86)) B>
Pick, choose 0)S) B> EMI86 10 S) B>

Download oD EaId) OVEMERIDA) 6 .21Q@d




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

Malayalam target

US English

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

(AJCOURM B I

wolweg), e aflengo
(P2 H6),) B>
((JGOUIMESHIURH WD BREHD
MoeUG Iwoeny.

Explanation

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

6N Q@'Aﬁl‘m &
(nJUROD | 2fl2). @GR
1@ lewowle] afleng)o

The user has entered
incorrect product key. The
message casually and
politely asks the user to

in. O 166)) . ; :
again : : check it and try again.
Casual and short message
Al el © 66 OO0 to inform user that setup

has completed, ready to
start using the system.

Would you like to
continue?

MBS ©)SEEEMI?

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.

M 1638 0SPC-W 86 B®) Gald
M@ &) >-M 163U 6 1Yo BB
A 120Dl UGN
@2Q6eMens; 1@, PC
(HANHEMOD @ O
21S10T @0al 0.01Q)b.

Address the user directly
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.

Malayalam target

m1edrg0s Saf M(&IMm PC-0®@
Mo &H 166 M@ 1)
Ma0IW]80)MO 1M)E8 60,
aOl® 2ddnadem ofl®
admyeI.

M 168B8ESMDI(ORAIW )
a2 GO

M Y2 1oM@Y - mearwd
2o - GO @

D lEWOIN1HOM BRoW) |6BBE 0
© 1 O6OMS)H6)) B>

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.

medBg 0s PC-@OS MUOdMo,
Gal@, BREEOVMNE afl(@o, BQ
oM Allnloeerd
~fmlue Gowlsioload®
U B0 1a OO0 DBSBSH0
M 163B80dHEY M@ M@ 1M

@R 1686HM) 08
BRMYOUE1H6)) .

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 ‘

what you need to.

Malayalam target
adlmlealss) el mleesg)es
To go back and save e=oal] . 5
your work, click MoRBH 180N, OGIBN B &5 186)
Cancel and finish 021 O

M 168U HOIN0D § DSBS 21RO @D
H6) .

Explanation

Short and clear
action using second
person pronoun.




To confirm your
current

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

mleasges mleinileal ofl@

(A JGOLIOMCHIUT
MA@ @ 160 M@ 1Y, GlGq] GMIBE
mleesges oo o

I6M 1800 [SM QDD yeb

@R 1EEM1BRMD M 1Dl 166),)6>.

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.

It's time to enter the
product key. When
you connect to the
Internet, we'll
activate Windows for
you.

Q@M &) M@EHYMO M8
MaAdem1@. M1edRud

M OBdeME1ealssY

HEM S Q2021Q) MDD, HMEBRUD
m1eBsdeOIW ]| Windows
R 86)0.

Speak to the user
directly and naturally
using second person
pronoun "you" on
clear actions to enter
the product key.

2.2.4 Explanatory text and providing support

US English

The updates
are installed,
but Windows
Setup needs
to restart for
them to work.
After it
restarts,

we'll keep
going from
where we left
off.

(VEIEVEIET R ETLTE

@RATEWQ D DMAVIWD .21 M), af)MIC
@R (~ IO 166M@ 1) Windows ©TUQa]
a)M@IcElHOeMo. @R
a)MI0E 18000 (SO@ MEBRUD
mleom @lsomymim; @em emeswd
©)S688)0.

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

NG o0 MleBBwd

Voice is clear

L }c’;’“ and | M6 )E6)8®IeME @ 0D PC Hale®dUs] a”? e
any other 860 (13RE0SW)o AEQOMIVIGINSW0 natural informt
people using | o ssNeoo0m emoall Mo s ng the user
this PC could ° HOadSeo- what will




lose unsaved
work.

happen if this
action is taken.

This document
will

be automatica
[ly moved to
the right
library and
folder after

M1eBBW GRMIWYNDWWEDI MHSAIWED®D
GRW UM HMBHW VO IWIBE |WEURHo
6NV (al@deMo MIG(IE 102 vE WO
eecleni0 lwlealsn)o CaadwdWOlealen)o

Voice talks to
the

user informativ
ely and directly
on the action

you correct m’]ceago. that will be
invalid or taken.

missing

properties.

Something

s Without
happened! ‘
Unable to af)emd emg Mornila))! mleBges complexity and
locate 6N1YS52621QYIORM USB o2t 00T U:”Qtl t
downloaded | MyFS|BMONMBE OWIEMERDURS Q@ | 5 - SETENCes

files to create
your bootable
USB flash
drive.

AN@ARS0D  BHOENSOMIMINRMI g,

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.

Use this Not this Use this Not this
English examples Target examples
primary/subordinate | master/slave (Tlﬂmr]@@/%gmr]@@ WRAIMM/GRS 1o
, ) (1O 1@ 186 M 20)als]
stop responding ang m’]rbm& do@@g@a
expert guru afleuirud )]
meeting pow wow @d]gqo(fi GBMJ(BQJ(O(GB
' . | guys; ladies | MaD(lUIROOESE; 00UV; caluwlmy
:(|)| agues; everyone: | and a{)2j201®)0; af)g)> @R
gentlemen @RS )HG0 eRM 0 @R
| quicmo  Slan 1o
:unCh. and Iegrn; brovyn bag i%u?nc%ﬂ? U@SGO_I@, &51800M)88
earning session session g eseg




parent

mother or
father

OEHHAODMDILT

allooal
megt;eeﬂm'b
kel R]eY)

3.1 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid the use of compounds
containing gender-specific terms (@22/(d).

The table below contains examples of gender-biased words or compounds that should
be avoided in Malayalam and the alternative that should be used to promote gender

inclusivity.

Use this

oM @M (adoyIm 1w

621 ACAIYP MM

Al @I HBD/a I 18N
0-21Q)M@IUd

@RE1BIHBD

Not this

Target examples

o @I @20d/6 M@ @My
cUd

0 21QAAIM

al® 18 ABD

@RE1BIHEM/GRE 1B

Comments

In Malayalam, ‘salesman’
and ‘salesgirl’ are used as
loanwords from English.
Instead of them., use
‘sales representative’

Use ‘chairperson instead
of ‘chairman’.
‘Chairperson’ is the
inclusive term for all
genders.

When referring to a
translator, the masculine
form is commonly used.
To avoid this, use the
noun in the plural form or
the expression ‘person
who translates’.

To refer to an advocate,
the plural form is
preferred for inclusivity.




When presenting generalization, use plural noun forms (for example, G984 00,
U 50 1o B, 213 2B B, etc.).

Don't use gendered pronouns (@0/0d, @PLIE6S, GRLIM, @RUMEN.) in
generic references. Instead:

 Rewrite to use the second or third person (M 768R0d (6)66)5/@705 @LAD).
o Rewrite the sentence to have a plural noun and pronoun. @REAAID, Q_QJS']cea(ﬁ),

@RLIYOS

e Use articles instead of a pronoun (for example, 6DV mwcey‘,)o@m“o“instead of
@OUTOOCUI B, [JOANTI ().

« Refer to a person's role (for example CLID@WMHNID, Z1UMHNID, QnJG@Dcﬁ(G):)O_T,
HOMO).

« Use @@0or o]

Use this Not this Use this Not this
English examples Target examples
A user with [Hihelicer mmgccmacgm@ @ﬂcwoa@am’]m
. has the (GYO(U&:D(/OGGYQQgQ? (GYb(T)gGGDD%J A0
; e o e @?cww@am’]m BRI (DEBRE )0 ENSEH; 1@,
ripf\ts I[():an set Mg, iz en - BoL™ 8
otgher seers’ set other DalCWISMIHNBOS  DalEWISMILNSOS
users' a2y GO a2y GOUID
passwords.
passwords. M2 H:© 1660 M2 60 |66)Jo.
OWAOLBIA|BAIDHE)
A developer v
P GoOlEs B0 eWNILln|d86
Developers needs access walalajeamo .
. @M O
need access to  to servers in o Joaud o o\ o o v
: : : o (U)O_Ielnn:l eAMO
servers in their his Qav(bmog@;g]c:p_lce@
development  development v S S olyileflufie)
@1 > MMV o
environments, environment, @RI a9ens Qm)(bmogce’g]ce'@@
but they don't  but he J ' @& MLV (GT@O.IUOA AQ06m,

need access to
the servers in
Azure.

doesn't need
access to the
servers in
Azure.

) MO@ @RS

Azure
MR BE |6ales)

@Ry TV
@RI (i g,

af)MO@ @ROIM  Azure
MR &S 16alss)
@R & MM @R (AL,




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.

When the
author opens
her
document ....

To call
someone,
select his
name,

select Make a
phone call,
and then
select his
number.

ol lmonT
GAI B §JORM Y
OOHNECMIDUD ...

BROOOWS 12 o
afgleemo ), G
QU SO 1@YOS Gal@
© 106 60MS) 565,
GaldEM GHIUD
0.21Q) )

© 100 60MS) 56,
@sAM  mledBud
WM 6-21QO0D
@R(NaN 1HEYM MMIA
© 10O 6OMS)H6)) >

o2 mo0] @RAIE)eS
GI s §QOAM Y
O)OHNCMIDUD ...

GRPOOWSs 120
alglesymom,
@ROUMOO Gald
©RO6OMS)OD GUdHo
GaNd6M GHIWD 621Q)d:
© 1R O6OMS)H6),) B>, @)SDAM
GROIMOO MMUA

© ) O6OMS)H6)) B>

In Malayalam, if you can't write around the problem, it's OK to use a plural pronoun
(@R(LI3, @RLITYOS, @P(LEIS) in generic references to a single person. Don't use

constructions like @20/ @B, @OLM OO/ PRGOS

When you're writing about a real person, use the pronouns that the person prefers, whether
it's @D, @R, CBUD CrOR/B N 260I0) MIBUMIDo. It's OK to use

gendered pronouns (like @R/, @0LICBD, @RUT OO, @OLIE6S) 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 GRINMIDWIDMOIW or B Mo @RMYEL 166))MMICA. Don't mention a

disability unless it's relevant.

Note: It is difficult to adopt people- first language in Malayalam, as it won't convey the
desired meaning. Use a neutral approach in this scenario, for example:
@']m@tm&']@g@g@aob (backtranslated as 'differently abled’). Even though this term

is not people- first, it doesn't highlight the disability.




Use this Not this Use this Not this

English examples Target examples
person
with a handicapped ~ €1MEAH@IBBWID  BRONOOUBEL|EYBSSWIUD
disability
pgtr;ont normal 02D TUIWIEM O_I(Scﬁ@f],
withouta — person, enpaYIsle PEO®ID GO (YSEWID
disability ~ healthy person s 438 @0 JR8S

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 O 1006OMS)BN) B &186) 6.21Qdb

Keep paragraphs short and sentence structure simple—aim for one verb per
sentence. Read text aloud and imagine it spoken by a screen reader.

Spell out words like &)526(), 63a-o, ceao)()?gf 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 Malayalam.

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:

Abbreviated form should be selected from the first letter of the word. If the first letter is
already in use, use the first two consequent letters of the word. For compound words,
use the initial letters of the two main words.

List of common abbreviations:

Malayalam example ‘ Acceptable abbreviation

©BIaN6Mo (+) ©8D.
(@220 (+) (B
NIaAIMO ]S (+) 6Nda0)y.
enogflaaf (+) @o.
aeflovo (+) aly.
WO (+) WD.
Mo &b Yo (+) MVo.
21OV (Mo (+) £).002.
CU§ Deh@6Mo (+) Q{ Do,
moanflews6mo (+) m2.qd).
Moo (+) MD.

(& 1 @R o (+) ().
(A I2GBU 1Mo (+) (AdDGA.
B3O dhdRlo (+)8.4D.




Abbreviation is not common or not recommended in Malayalam. Mostly it is using to
express a technical word indexing (TVIECB:D | nJB(TU&_")J']&) in dictionaries. The

above table is a good example for such indexing.
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).

List of common acronyms:

. (+) Galdg oS lUMM B0al 8SOOTMo BRE Q" ‘POTA
. (+) MIAHE "OAVDOD  af)aH [ GREIVINVIEWHMD GandD
DM@ EI6300 |GOHMD* 'SAARC’

. (+) @OMMIEHD "@YONEMQAW  EMAHMM) )W) | CHOHEM @D
MW adles) @R &0 EIBUNMBEMAUM 'UNESCO’

. (+) QUDQ  "QUdAl)) GREWMW SI& M VAT

. (+) 0af)a)MGRABS "M Meal@M OlMd.af
630 NOBM BV UMD 'ISRO’
« (Henm  "eRRnEn® {1 omQ QIAHE“ LAN'

Guidelines on the use of acronyms in Malayalam:
In Malayalam language there is no genuine Acronym. Malayalam language uses the
transliterated form of the corresponding English acronyms.

. (+) 0a)MBRASTMN] "e¢HO8d R GO (SOMIVEaldDS

BHIBn|BOHM” 'KSRTC

. (+) Odaf)mignend] "6HOED MY enelds (Slmlgl eenddw”
'KSEB’

Caution: Do not include a generic term after an acronym or abbreviation if one of the
letters in the acronym stands for that term. Even though this might occur in the US-
English version, it should be “corrected” in the localized version.

. (-) RPC call

. (-) HTML language

. (-) TCP/IP-Protocol

. (-) PIN Number

. () enflogall al1ddg]

. () adlwlaf)al a0@@



Localized Acronyms

In online help or documentation, spell out the words that comprise an acronym or
abbreviation the first time that acronym is used in the text. You should include the
language-specific translation, the US term, and the acronym as in the following example:

¢ WIQ GRAMM &nIaRsQM (Data Access Objects, DAO)
¢ GRGQIOUSM WIQ BnTekBHQM (ActiveX Data Objects, ADO)

In the user interface, there is usually not enough space for all three terms (US term,
language-specific translation, and the acronym); only in wizards, the acronym can easily
be spelled out and localized on first mention. If there are space constraints or there is no
'first' occurrence, it is up to you to judge to the best of your knowledge whether the
acronym or abbreviation can be left as is or should be spelled out and localized.

You should also consider that different users will have different levels of knowledge
about a product. For example, an Italian Exchange user will understand “DL," but the
average ltalian Windows user might not understand “DL" and would need to see “lista di
distribuzione” (distribution list) instead. Try to be consistent within a product with your
use of acronyms and initializations.

Note: Although the English acronym cannot generally be derived from the language-
specific translation, creating a new acronym derived from the language-specific
translated term is not an option. For example, do not replace an English acronym with a
language-specific acronym; instead, leave the English acronym or abbreviation intact, as
in the following examples “where DLL" and "DPI" are correctly rendered as “DLL" and
"DPI":

. Acceptable
Language English example translation
Hausa Application Initialization DLL | Farawa Afilikeshon DLL
Kiswahili DPI Scaling Urekebishaji DPI

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.

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)

If you are unsure what an acronym or abbreviation stands for or refers to, please contact
the Moderator responsible for this Style Guide.

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

The changing word which indicates and covers limitation specific information about
noun is called an adjective.

Adjectives are words that give attributes to nouns, extending their definitions. In
Malayalam, adjectives should be handled as the following example given. An adjective is
a word whose main syntactic role is to qualify a noun or noun phrase, giving more
information about the object signified. Adjectives form an open class of words, that is, it
is relatively common for new adjectives to be formed via processes as derivation.

Example:

Bo) 1@YBE al)Halo. Here BoUI @88 is adjective.

Possessive adjectives

The frequent use of possessives is a feature of English language. However, in Malayalam,
possessive adjectives are handled as the example follows. Possessive adjectives are a
part of speech that modifies a noun by attributing possession (or other sense of
belonging) to someone or something. Possessive adjectives can eliminate repetition in a
sentence by replacing a determiner phrase (or in other analyses, a noun phrase).

Example: ()00 @alM. Here a{)00Y is possessive adjective.



4.1.4 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
Malayalam it is not used. E.g. An apple- for Malayalam only write apple (G@?\:ﬂ(fb, a pen

= GalM, the door = QDO @.

Unlocalized Feature Names

Microsoft product names and non-translated feature names are used without definite or
indefinite articles in the English language. We treat them in this way:

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

Example:

English example Malayalam example

Windows Mail shares your Internet (+) Windows Mail m1eBB80s enMBdeMQ
Connection settings with Microsoft Edge | &emastmd quoedle:oemedBeg Microsoft
Edge-20@ al@s1s)mm

Website addresses will be sent to Microsoft (+) QO_IQ)_‘I'G)Q(TU((‘}’ Afleidmo Microsoft-
GRIHE) BR® &)o.

Localized Feature Names
Translated feature names are handled in the following way:

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

Example:



English example Malayalam example

Microsoft 365 Toolbar has been installed (+) Microsoft 365 Qn_lce:(om)amrb
successfully. eOMAVIUD 021 0)).

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 the
Malayalam language? English loan words must need to follow Malayalam grammatical
rules. For example, word 'Buses’ should be used as: UM + H0Wd = EIMVIHUD
(not ‘eruaruy’)

e Analogy: Is there an equivalent Malayalam term whose article could be used? Not
applicable for Malayalam

e Frequency: Is the term used in other technical documentation? If so, what article is used
most often? Not applicable for Malayalam

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:
Desktop— (+) @AWV &GS |
Here "Desktop” is transliterated as there is no direct Malayalam equivalent available.

Few other similar terms—Click, Menu, Slide, Audio, Video, Multimedia, etc.

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 Malayalam word
formation process. Most of the Malayalam compounds are classified into two main
types such as noun-noun type and noun-verb type. The usual word formation process is
that nouns are freely combined with other nouns. Let us consider one example of noun-
noun compounding.

Examples:

- aDQ@ (file) + ORIDCHOAUM (location) = aD@ OLIDCHNHUMD (file location)

- @BRANVNE  (account) + NIDHS | (balance) = GRHODNE  HNUDLIMMY  (Account

balance)
Here, the head of the compound word " a0 @ GRIDECHEOHM " is the "MuAIMo"

i.e. it is a headed compound.

The second type i.e. noun-verb compound has a significance role in the word formation
process. Some of these compounds have variant grammatical features and it is natural
to categorize these compounds either in compound verb or NP+verb.

Generally, compounds should be understandable and clear to the user. Overly long or
complex compounds should be avoided by verbally expressing the relationship among
the various compound components. Keep in mind that unintuitive compounds are
ultimately an intelligibility and usability issue.

English examples Malayalam example

Internet Accounts (+) @OMPAOMY GRS VENSYE (D
Logon script processing (+) eflad] (ade@2n GRIDEMI6M

Internet News Server Name ~ (+) @(Tg(wmg“ QIDBO®D OaVANIB MIA0

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 Malayalam Microsoft voice can be conveyed through the use of conjunctions, then
this section is applicable.



Sometimes, use of conjunctions to start a sentence would provide a light informal tone
in Malayalam.

en-US
ml-IN old use of . .
source . . ml-IN new use of conjunctions
conjunctions
text
As
<product> | <product>-@d
gains maflenaoed o881 | <product>-@?
f‘;at“r,es' MI@, A 1P OBSSEo maflewdosnd Oago Imda,
:isirteh':ta 0@ l@ow] AlP® O88SHo BB IWIW
older (a1B8RUD {1866 _|G566) 1) me@m’]ﬁ]&g&asam’]m’]@mm@@
content may a)am ) MOW [ O@NS.
not display | @0a-I@SMUIW | O@YENE.
correctly.
4.1.7 Gender

You should always recognize your audience’s sensitivity to male and female stereotypes.
Instead of stressing gender differences or reinforcing stereotypical distinctions between
men and women, use language that is as neutral as possible. The neutral approach also
applies to the localization of scenarios, comparisons, examples, illustrations, and
metaphors.

Avoid writing sentences that refer to a single person whose gender is unknown. You can
often avoid this situation by rewriting the sentence to make the subject plural. In cases
where a reference to a single person is impossible to avoid, do not use "he or she," "him
or her," or "his or hers." The language in Microsoft products should sound natural, as if
part of a spoken conversation. Also, generally avoid the use of slashes to combine both
genders (although sometimes exceptions are made—see table below).

Example:



Linguistic method

Use a neutral noun

Example

(+) QU dO ], W],
MoraleaWwd], Sloyd
alleriavd, e jonamund,
D lC@IBMINT.

Context

Concept descriptions,
explanations: Gender
distinction on nouns is a
common grammatical
feature in Malayalam.
Plural forms of some
words are used here.

Use two separate genders

(+) @BREBANo, @R

Only in exceptional cases
such as License Terms,
sometimes in tables
(headers or column/row
titles, for example)

4.1.8 Genitive

In Malayalam, genitive case has two variant phonologically conditioned forms. One of
the forms 6)(‘@ occurs with singular nouns with stem ending in @@(and with certain

nouns and pronouns which take the argument @M. The second genitive case marker

©6es is used with other singulars and with all plurals.

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

Example:

(+) &5lWes @Polm "child's father"

(+) ®51@0s Hoel "child's leg”

It is noted that possession is expressed by the genitive forms of personal pronouns. The
examples of these forms are placed below.

Person—singular—plural—honorific




First exclusive—a(j)0(—606BB8260S-M22OS
Inclusive—MAANE S

Second—M 10 MR—1 16338 260S—BREBBWYAS/OIB:-B0S
Third masculine—@ROUOM—-GROIGIOS—BREGAOOD 1M
Feminine—@R UG )0S—GROM)60S—BROLMY6S
Neuter—@R @ 10 MR-GROIWOS

There are also singular and plural reflexive possessive pronouns "@Q(‘@" and
"0681B20S." One important point regarding case system in Malayalam is that the

syntactic and semantic functions of noun phrases are expressed mainly by bound case
suffixes.

4.1.9 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 the following options to express the intent of the
source text appropriately.

e Do not attempt to replace the source colloquialism with an Malayalam 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.

en-US source Colloquial mi-IN target Corrected ml-IN target

Ohh... 630a0) ... SHUA B HeMo...




4.1.10 Modifiers

A modifier (o_ﬂc(mnﬂdm)o or 8BBd»o) is thus named because it is said to modify (change

the meaning of) some other element in the structure, on which it is dependent. Typically,
the modifier can be removed without touching the grammar of the sentence. For example,
in the English sentence: "This is a brown wallet," the adjective "brown"is a modifier,
modifying the noun "wallet." Removal of the modifier would leave "This is a wallet," which
is grammatically correct and equivalent in construction to the original sentence.

English Example = Malayalam Example

Small bird 0210 1@aleH]
Red carpet _ngO_I%:T al@CUOOM]
4.1.11 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, 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 your language?

. Analogy: Is there an equivalent Malayalam term that could be used to justify the
noun class the noun gets assigned to?

. Frequency: Is the term used in other technical documentation? If so, what noun
class is it assigned to most often? The Internet may be a helpful reference here.

Example:

English example Malayalam example

Delete it from server. (+) @(03' server-@ mlam
EDRIDDIBE, .




English example Malayalam example

Enter a password to log into the server (+) Server-@ GaNW 1M 6.21QPM B©y
DM AU M@DB)

DNS cannot resolve the server IP address (+) Server IP Afle1dmo DNS-M
al@1an@ 18600 &yl

Inflection
The examples below show how English loan words inflect for number in Malayalam.

The number marking system of Malayalam Noun is mainly concerned with singular and
plural markers. Some of the important plural markers likes & 0d,22,86)0d,@R® will

occur in the noun stems according to the semantic properties of nouns like [+HUM —
HUM] and the phonological shape of stem.

English example Malayalam example ‘

Clients (+) BB 0
Websites (+) OQUNTOOMVQ 0D
Downloads (+) AWDEMGLIDW 0D

Plural Formation

For Malayalam nouns, regular grammar rules are applied for forming plurals. When a
noun is borrowed from other languages into Malayalam and we make it plural,
Malayalam grammar rules should be applied.

Example: _oﬂﬂ is a borrowed noun from English. We make it into plural by adding a
suffix "@d." So the plural will be afla]3dh0d.



4.1.12 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.

Prepositions are not available in Malayalam language. Postpositions are there. Some
examples are given for reference.

Example:
Postpositions Malayalam forms English Meaning

@) O @D (+) ®da0lmy From the Office
2O @b

Qe (+) flsy e Up to the house

OIS (+) QUS] eddene | With the stick

o] (+) @GRQUOOG] | About them

&S] (+) @0eMEeYS] | Him also

@§ (+) anD(nﬂgu After going

o] (+) O_IEP']GD']«SB On the road
oYY

Galdogl (+) @O Like that
GCall0Aal




US-English expression Malayalam expression Comment

migrate to WordPad (+) G aldW 1GRlss) No confusion here. Suffix
QO@GL(DQ' 0.21Q) )b formation is in-built with

language users.
Migrate from WordPad (+) U et @d i oy No confusion here. Suffix
POAC(NQ 62IQYYd formation is in-built with

language users.

import to database (+) QDDQDGGT)_I(TD"](BQI&S‘)J No confusion here. Suffix
NEMIDAS 6.2IQY)db formation is in-built with

language users.
import from database (+) QDZ)QDGGT)_I(TI)’]«)%(T)'](TT‘)) No confusion here. Suffix
GNEMIDAS 6.21Q)H formation is in-built with

language users.

export to database (+) WIQOIGENIMJIealss) No confusion here. Suffix
a) M GaldBS 6.21QYYd. | formation is in-built with
language users.

export from database (+) QDDQDGGT)J(TU’]«SB(T)’](TT‘)’ No confusion here. Suffix
a)SHMECaldBS 6©.21QYd:. | formation is in-built with
language users.

update to Windows (+) Windows (GTO«JGQDQU No confusion here. Suffix
021Q) b formation is in-built with
language users.

upgrade to Windows 11 (+) Windows 11 -GRIHSE) No confusion here. Suffix
GRAIGNW 6.21Q )b formation is in-built with

language users.
change to desktop (+) OAMY &> GSIn {lealIHEY No confusion here. Suffix
AdQ b formation is in-built with

language users.

click on view (+) &OY 21 @b No confusion here. Suffix
gﬂ:ﬂswgom@gcﬁa formation is in-built with
language users.




US-English expression Malayalam expression Comment

connect to (+) Windows 11-@b @DGTD&:QU No confusion here. Suffix
0 21Q) ) formation is in-built with
language users.

welcome to ... (+) Windows 11-GRl86) No confusion here. Suffix
qVIDNMo formation is in-built with
language users.

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

US-English expression Malayalam expression Comment

in the toolbar (+) ©ald>@6MenId0 1od No confusion here. Suffix
formation is in-built with
language users.

on the tab (+) soenilmd No confusion here. Suffix
formation is in-built with
language users.

on the menu (+) eamyui 1@ No confusion here. Suffix
formation is in-built with
language users.

on the net (+) omg 1@ No confusion here. Suffix
formation is in-built with
language users.

on the Internet (+) @npdemE 1@ No confusion here. Suffix
formation is in-built with
language users.

on the Web (+) e@cuend 1@ No confusion here. Suffix
formation is in-built with
language users.




US-English expression Malayalam expression Comment

on a web site (+) 80©) eauenT No confusion here. Suffix
eamug 1o formation is in-built with

language users.

on a web page (+) 8®) ocuen] eall@ | No confusion here. Suffix
formation is in-built with
language users.

4.1.13 Pronouns

Pronouns (TVACLMOIA0) of Malayalam can be regarded as a sub-class of Noun.
Pronouns are morphologically and syntactically very similar to Nouns. The pronouns can
be declined for case like nouns, and they take all other suffixes which nouns take except
the vocative form. They show singular-plural distinction, and in third person, gender,
and proximate-distant distinctions.

Pronouns in Malayalam take a logical pattern. There are Personal pronouns, indefinite
pronouns, relative pronouns, reciprocal or reflexive pronouns in Malayalam. Below is a
list of the Personal pronouns:

English Pronoun Malayalam Pronouns

| MmO
you m1eBB0d
he @RAOLND
she @ROUDd
we 6 68BUD
they @ROMD
me o) 16y
you ml63R0d




him @M

her @ROUICDHE
us M) 86
them BROUIRHE)
my ~f)o
your mleBrges
his @ROIOM
her (O CIQNISPIN
our M 6)S
their () CIQNI(PIIS
mine “@QC@
yours M 168886
ours @& 60S
ours 6M0681363)6)S
theirs () CIQNI(PIIS

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. Usage of "He" and "She" also avoided, it will lead
to impersonal usage. To represent thinks we can use "it" ("€, @@ ") and “that"

("@R, BRM"), but never use these two forms to represent a person.



English

Wrong ML translation Correct ML translation
Example
Theyarle _ @ mlainil@® Bing @rUd mlainil@ Bing
CBLi‘r:;ent YUINg | o a ieaon ey ©aledy)em)
Sign in with m1Me0 Microsoft @REOVENE | M16BBEOS Microsoft GREOVNE
your Microsoft | ©ale@dWila] eamum enm Dale@Onla] oMM enm
Account 021Q) )b 0.21Q) )

4.1.14 Punctuation

Comma

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

English Example Malayalam Example
Sorry, you can't add (+) G106y, M16BBDSE MU M6BBOE 630y
yourself as a friend: M0 YOO GoldH000 &y lalg):

US English uses a period as the decimal separator, while many other languages use a
comma. In Malayalam a comma is used. Do not use a space for this purpose as a space
separates the numeral from the abbreviation.

In paper sizes (the last example in the table below) the decimal separator and the
abbreviation "in" for inches are kept, since the sizes are US norms and should be
represented accordingly.

English example Malayalam example

5.25 cm (+) 5.25 eMV.QA)

5x 7.2 inches (+) 5x 7.2 eneral

Letter Landscape 11 x 8.5 in (+) GREYUO LIDMWMICal 11x8.5
enerat




For thousands, English uses a comma while many other languages use a period (at
Microsoft we normally do not use a space for this purpose, but we use a period instead
to avoid wrapping problems). In Malayalam a comma is used.

English example ‘ Malayalam example

1,526 (+) 1,526

$1,526.75 (+) $1,526.75

Colon

: (" colon) informs that what follows proves, clarifies, explains, or simply enumerates
elements of what is referred. Do not use colon to inappropriate places.

Example: (+) €00 (al2d6Mo @060, 0N iles &laeye.alq)yd:

(+) (0RV1EMH: D GaNIEIIW @ &d6eMYM (U jbM 1o &Iemdmly).

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 = G(QDDﬂ—QD'DGTTb, e-mail = g-00 @
En Dash

The en dash is used as a minus sign, usually with spaces before and after. En dash A
dash smaller than an em dash but usually longer than a regular hyphen, the en dash is
often used in place of the word "to."



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.

Malayalam is using hyphen in this place.
(+) Gal®)d0d: 1-10 (Pages: 1-10)
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. Malayalam
language usually does not use em dash. If required em dash will be followed in the
translation also as found in source.

Ellipses (Suspension Points)

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

Example: (+) M @ol1es Galo@1oomes ...

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: (+) GAD. @IGR(MB(aITVIBIEM GO [WYAS (DA @I (Yo IO ],
Going around, way around, going around in a circle, circuit," and with regard to time,

"cycle or period of time," referred in rhetoric to "a group of words organically related in
grammar and sense.

Quotation Marks

Please follow the following basic rules for the use of quotation marks in Malayalam.



In Malayalam, single and double quotation marks are used to represent the text. If one
wants to use the content of the original test as such, the double quotation mark will be
used.

Eg: (+) "GRENOWMMBE  OENSHAONL|GWI
mezaglafls)MmemomiIamO”

It is natural to use single quotation mark when the content of the text reveals the
identity of a speaker.

Eg: (+) ‘@DOMDUI’OAM GROUM IO,

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

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

For Malayalam, additional word, clause, etc.; placed as an explanation or comment in a
sentence.

Example: (+) ((GTOOr](IDf]ﬂ: @m‘)’ (Tﬁ'ceaé(fb @RUW Ioem)
4.1.15 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

Use short sentences to convey exact meaning of source text.



en-US source

ot ml-IN long form ml-IN sentence fragment
L €M 1o |O@M Ml jO@mMAL
Z‘t’!s:‘””g 2DAUIS)BWD ©aIeWIUI|H6))db. 0 16IUI 86,
We;"“'d”'t M 16388 0S SMS R BOHIM  M16BRELOS SMS
sena your %) ™)
oM. COEBBNDDHE) B 160107 1. GRW® B-IMIW g,
The link you o o o
tried to send ~ MQO&HO@0QJM) 0164 {oBS MeBRUd @R HOIM
was blocked ~ ©-21QJ0a|S@1MO@ M 16BBUD (o lo) efle
because it BRI HOIM (vl efles W= lat Tl olof [l
was reported  @S@OaS). @SOS,
as unsafe.

4.1.16 Subjunctive

Expressing a condition, a possibility or a hypothesis, is a verb mood typically used in
subordinate clauses to express a wish. In Malayalam Subjunctive is indicated by affixing
@RI 1860 or GR®®)M to the future or to the infinitive of the verb. But, it

will come under the regular grammar rules of Malayalam. So, elaboration or examples of
them are not necessary.

Example: (+) QU@ eD0)al® 0dhIQjo &Y IWICMIDWD B GUId:SOIEh)o.
4.1.17 Symbols & non-breaking 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: "stop" mean red spot is there, it seems you must stop at that point. "School"
schools symbol will be shown.

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."

Non breaking spaces needs to be used whenever regular spacing is not possible or not
usable such as html pages.



Microsoft Language interface pack
Normal usage: (+) Microsoft 82a:2 @(‘@dbcoﬂaﬁ' Y’

HTML page: (+) Microsoft&nbsp; @2aHd&nbsp; @(‘@(Mnﬂ(ﬂ?&nbsp; aldd6)

Where &nbsp; represents non-breaking space.
4.1.18 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 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.

Example:

Continuous operations are usually expressed in English with a gerund, which should be
translated into Malayalam.

English example Malayalam example Explanation
The document is too large. (+) (d@deMo QU Be consistent in your usage
Document too large. mmg«»am‘)’. of the verb "to be"
(+) (@d6Mmo LIge®
QIeR@6M.
Access was denied. (+) @T@cﬁ?(ﬂ)m‘)’ crﬂ(ocm']_gg In complete sentences, use
Access denied. (+) @RS MM M1eMIa)). | verbs and the same tense

as in the source string.

The file "%s" is an unknown | (+) '%s' a0 @3 Rephrase "is" with "have"

graphics format. @R WO SO0 if necessary to produce an
(NJal166)HG0S B®) appropriate translation.
GaDAADQ G@ReM.

The application may attempt | (+) @Tg(zxﬂ(scﬁofﬂd(ﬁ may + Verb can be

to convert the graphic. (alloe) lom rephrased as Verb + possibly

al®lIAOmMo 6.21Q00d
(P2 1@2]B6 0.




English example

A problem occurred while
trying to connect to the
network share "%1!s!"

Malayalam example

(+) OMQ QURSBE)
BIUNCODHE)

enlaWl {1oe30100
((0ai]2jGa oUd &3
(ndUOMo Mo 12)).

Explanation

Shorten and rephrase if
necessary to “A problem
occurred while connecting
to the network share
"%11s!"

"%1!1s!" (error #%2!Ix!)

The following error occurred:

(+) 0OQ"
'%11s!'(O@Q #%2!Ix1).

Shorten this construction
where possible, e.g. Error:
"%1!s!" (error #%2!Ix!).

An unknown error has
occurred./ No error
occurred.

(+) BRO @O |SIOD
00Q ./ 00Q g w1glel.

Shorten this construction
where possible, e.g.
Unknown error. / No error

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 Malayalam, 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
Malayalam-speaking markets. Please double-check with the appropriate resources.

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

us/accessibility/.



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

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 Malayalam target

Version 4.2 umﬂfg 42

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

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 Malayalam target
© 2023 Microsoft Please refer to Microsoft Terminology - Globalization | Microsoft
Corporation. All rights Learn to check the correct translations "All rights reserved" and

reserved. "Microsoft Corporation.”



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

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. The names of these arrow keys, right arrow, left arrow, up arrow and
down arrow can be localized.

Right arrow—(+) QURIGOMIS)E8 GRIUS®IGo
Down arrow—(+) ®I¢YQW 688 @RMISWIGo

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 Correct Malayalam translation

Something went wrong. af)eamd ceag&P.ngmgaw'].



https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks

Not enough memory to process

this command.

N0 HAIMA  G(alITVAV 26 21D M
GROUW MWD QAW lgj.

Malayalam Style in Error Messages

It is important to use consistent terminology and language style in the localized error
messages, and not just translate them as they appear in the US product.

Standard Phrases in Error Messages

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:
English Translation Example
Cannot ... (+) HONMBOMIM File could not be Those
Could not ... oW lee)mlel. found construction
File cannot be found usually being used

for "unable to
affect an
outcome."

Failed to ... (+) al@O8WOa |3 Failed to connect

Failure of ... Failure to connect

Cannot find ... (+) HOMNMBOMIM Cannot find driver

Unable to find ...

Could not find ...

Unable to locate ...

oW leeymlg

software

Could not find
driver software

Unable to find
driver software

Unable to locate
driver software




English Translation Example Comment
Not enough memory (+) GCUeN3 (O No sufficient
Insufficient memory Iafalanaled eng| memory on disk
Not enough
There is not enough memory on disk
memory No enough memory

is available on disk
There is not enough
memory available

... Is not available (+) mdeawo The command is not
... Is unavailable alfcyfaley] available
The command is
unavailable

Error Messages Containing Placeholders

When localizing error messages containing placeholders, try to find out what will replace
the placeholder. This is necessary for the sentence to be grammatically correct when the
placeholder is replaced with a word or phrase. Note that the letters used in placeholders
convey a specific meaning, see examples below:

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

%c means <letter>

%s means <string>

Examples of error messages containing placeholders:

"Checking Web %1!d! of %2!d!" means "Checking Web <number> of <number>."
"INI file "%1!-.200s!" section" means "INI file “<string>" section."

When localizing error messages containing placeholders, find out what text will replace
the placeholder when the user sees the error message. This process is necessary
because you must ensure the resulting sentence will be grammatically correct when the
placeholder is replaced with a word or phrase. Most source strings have instructions that
detail what text will replace the placeholder.



In the English source string, placeholders are found in the position where they would
naturally occur in that language. Since in English numerals typically precede the noun,
the numeral placeholders typically precede the noun in the source strings. If the numeral
follows the noun it modifies in Malayalam, you have to move the placeholder after the
noun. See the examples from Yoruba below:

English examples Malayalam examples

in %d days (+) %d @loum oo m)aes |od

%d minutes (+) %d m’]m’]g}’

The letters and symbols used in placeholder text convey a specific meaning. Please refer
to the following table for examples of placeholder text and corresponding error
message text that users will see.

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"

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.

English example Message user will see Malayalam example

Replace invalid %s? Replace invalid data? (+) 0OQOIW  %s ADQEEMI?




English example Message user will see Malayalam example

Replace invalid file?

%s already exists File already exists (+) %s m’]rn_lm']elgmé'.
Name already exists

%s is now set as your Regina is now set as your m'lamgg@s QU SO 1N

personal contact. personal contact MMIRHOHAIW ] (+) %s

Mr. Kim is now set as your @GHD@ (ce,m"]ce;m']ces)e)‘?dgg.
personal contact

%s stopped working and The application stopped (+) %S (alOLIBODMo
was closed working and was closed (Tﬂ(bmgce;m)go
The program stopped GRS S)HW®Yo 6.21W ©)).

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
Alt Alt
Backspace Backspace
Break Break
Caps Lock Caps Lock
Ctrl Control
Delete Delete
Down Arrow MICYW H6))88 GMUS®IGo
End End




English Key Name Malayalam Key Name

Enter Enter

Esc Escape

Home Home

Insert Insert

Left Arrow ENSEOMISEE GRMUISWIGo
Num Lock Num Lock

Page Down Page Down

Page Up Page Up

Pause Pause

Right Arrow QRICOMI88 BRMUSWIg0o
Scroll Lock Scroll Lock

Shift Shift

Spacebar M GalmyenIdd

Tab Tab

Up Arrow ) HG16e1W ENEE BRMUSWIGo
Windows key Windows &

Menu Key oam) &)

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

Usage:
Keyboard shortcuts special options .

y uts special opti Is it allowed?
"Slim characters"”, such as |, |, t, r, f can be used as keyboard shortcuts No
Characters with downstrokes, such as g, j, y, p and q can be used as No
keyboard shortcuts
Extended characters can be used as keyboard shortcuts Yes
An additional letter, appearing between brackets after item name, can Ves
be used as keyboard shortcuts
A number, appearing between brackets after item name, can be used as Ves
keyboard shortcuts
A punctuation sign, appearing between brackets after item name, can be Ves
used as keyboard shortcut
Duplicate keyboard shortcuts are allowed when no other character is No
available
No keyboard shortcut is assigned when no more characters are available Ves
(minor options only)

Additional notes: In Malayalam there are 18 single stroke characters which can be used
as keyboard shortcuts. For the rest numbers can be used. In Malayalam, English
numerals are commonly used to represent numbers. Therefore, these numerals are
given as short keys.



Keyboard shortcuts localization for Malayalam

MALAYALAM is spoken in the state of Kerala, a state of 100 percent literacy, the capital
of which is Trivandrum (aka Thiruvananthapuram). SOFT KEYBOARD version and
Transliteration are most preferred.

InScript Malayalam keyboard used: (Soft Keyboard)

= 3 | B o # fm 3§ = % P 5 = * i1 11 _ + 5 o
“ g || 1o || 2 3m ad 5@ & || 7o Bey || 9ob || D= miiius SRR
. O @ WG E Rgve [| Tas ||Ya Uoas || 1o [ 0w || P o { o } oem I
q &1 W e 1o r <A t 2y Y e u ab i w o & [ [ an ] \
A g 5 o o o F G 8 H an ] o K g L _af
Caps a gD g ¢ d {F 1 A < e hoad | m Ko | & ol EEL
] K K C am LA B ¥ N 8 M s o M = = [
Shift &) ¥ (g _— e b 0 el — ) o Shift

Suggestion: Not to Localize

e Even though Malayalam uses the same Inscript keyboard as Telugu and Kannada does,
when translated the words are totally different and we have to set different
keyboard shortcuts when compared to Kannada or Telugu versions. So it will not be
consistent.

e Kerala is a state of 100 percent literacy and people are well versed with Malayalam and a
big proportion of them speak English.

e The keyboard layout above is the Standard layout for Soft keyboards of Malayalam.

e Transliteration is the preferred form of input and in cases where keyboard is required,
there are standard soft version keyboards supported by several Software.

e Evenif localized it is not consistent with other Indic Languages.

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

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
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.

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




In Ul localization, the key tip is the last character present in the strings after the
""" character.
Example: In Ul localization Home'H

Document2 - Word

References Mailings Review Vi

Paste B I U «~ac x. X A3, eeEEE= =,
- ¥ Format Painter i 5 TR -~ v

Chpboard e Font e Paragraph

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.

In Malayalam, there is no character input method based on numeric keypad. So it is not
applicable for Malayalam.

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 Command

US English
Shortcut
Key

Malayalam Command

General Windows Shortcut keys

Malayalam
Shortcut
key

Help window F1 Ma02® Oflmewd F1
Context- Shift+F1 mmAe-omadMIgIal MandI®o Shift+F1
sensitive Help

Display pop-up | Shift+F10 Galda]-@GRa] €My (~1B8BUMo Shift+F10
menu

Cancel Esc OG2H6)) Esc
Activate\Deactiv | F10 0aMm) EnIDABEAINU) F10

ate menu bar 2280 M@ 1M/M 1R2E LR H6))

mode o ay

Switch to the | Alt+Tab BRS;OD (IR 1 @R [lcalssy Alt+Tab
next primary avi19420.21Q Mm@ 10y

application

Display next Alt+Esc @S OY0) aflmewd Alt+Esc
window (18U o [leeym@ay

Display pop-up | Alt+Spaceba QMeWIW 86| Gald U-@TO;\J Alt+Spaceba
menu for the r eamy (nJerbua'lgﬂ']ces)g(m@ m r
window

Display pop-up | Alt+- m=Ell 06 21T Alt+-
menu for the AUMEWIW OB  Galda]-Goa]

active child 00Mm) (alBRUE lo{loemoa)

window

Display Alt+Enter mlainileal @leeeomsyeecllmo@] | Alt+Enter
property sheet GLnJD.?d@g'] rﬁﬂQ'

for current
selection

(1B o [leeym@lay




US Command

US English

Shortcut
Key

Malayalam Command

Malayalam
Shortcut
key

Close active Alt+F4 Mgl @ra] allmewd Alt+F4
application (GYOSGﬁ'cﬁG)g(TT)(Oﬂ(ﬁ
window
Switch to next | Alt+F6 @GR [Imeg1epss (GadW @a0lMo- | Alt+F6
window within GRMEWIB|AIWD) GO
(modeless- aflewowlealss) @d0)m@ 1
compliant)
application
Capture active | Alt+Prnt glaJemnnodwlealss) mlal Alt+Prnt
window image | Scrn aflmewd afl@o Scrn
to the ad1s16.94sy86 Mm@ 1m
Clipboard
Capture Prnt Scrn & o GO 1GRIHE) Prnt Scrn
desktop image QWM & 6SIa] afl@o
e a0 )56 maiay
Clipboard
Access Start Ctrl+Esc _OJg@@&Im.DO']OQI @Q®o@ enIge Ctrl+Esc
button in GR& TV 621 M@ 1)
taskbar
Display next Ctrl+F6 @RSYOD 66 2lGdW flmdewd Ctrl+F6
child window (de@wqu']ceogm«)ﬂ(ﬁ'
Display next Ctrl+Tab @RSOM SINRO2UD® aldg] Ctrl+Tab
tabbed pane (a1BBUD 1o [leem@ lay
Launch Task Ctrl+Shift+E | 2R@QOEl 6erld0)o mﬂg}go Ctrl+Shift+E
Manager and sc @(Tﬂ«-ﬁd‘g 0OLRICMVAMYo sc
system MA2EE lee)mM@ 1M
initialization

File Menu
File New Ctrl+N a01® 0@ Ctrl+N




US English Malayalam

US Command  Shortcut Malayalam Command Shortcut

Key key
File Open Ctrl+O D@ ©OE)M@ 1Y Ctrl+O
File Close Ctrl+F4 @@ @RS )M 1Y Ctrl+F4
File Save Ctrl+S Ad@@ MoSH86mM@ 10y Ctrl+S
File Save as F12 @@ OOIW] MosHleemMm@ 1M | F12
File Print Ctrl+F2 @ @R2jS] ®loeMmIgo Ctrl+F2
Preview
File Print Ctrl+P 0@ @RS 166 M@ 1M Ctrl+P
File Exit Alt+F4 anefladmlay Alt+F4

)OO0 &SSO MO 10)
Edit Menu
Edit Undo Ctrl+Z QWG alP@alsTwIEOHIMD Ctrl+Z
Edit Repeat Ctrl+Y QWG GRAIBO |66 Ctrl+Y
Edit Cut Ctrl+X QWG 01O Ctrl+X
Edit Copy Ctrl+C WG alddOm© Ctrl+C
Edit Paste Ctrl+V Qg aglenmd Ctrl+V
Edit Delete Ctrl+Backsp aQ)QlﬂQU @%3@369«53 Ctrl+Backsp
ace ace
Edit Select All | Ctrl+A WG afgoo ®oOEmS)EO M Ctrl+A
Edit Find Ctrl+F QWG SensOm© Ctrl+F
Edit Replace Ctrl+H WG aldh®oI® H6O@3 Ctrl+H
Edit Go To Ctrl+G QWG O 1GRIBE Caldd @ Ctrl+G
Help Menu




US English Malayalam

US Command  Shortcut Malayalam Command Shortcut
Key key
Help F1 MaNOWo F1
Font Format
Italic Ctrl+ enqoelle Ctrl+1
Bold Ctrl+B cerududa) Ctrl+B
Underlined\Wor | Ctrl+U @RS\ 1Bo @RS IO IS® Ctrl+U
d underline
Large caps Ctrl+Shift+A | lell® GreMo Ctrl+Shift+A
Small caps Ctrl+Shift+K | 02101® alelle GreMoo Ctrl+Shift+K
Paragraph Format

Centered Ctri+E DAY {BONO0) Ctrl+E
Left aligned Ctrl+L NS® MVAB® L6 Ctrl+L
Right aligned Ctrl+R Qlel® Ao 186 Ctrl+R
Justified Ctrl+) M B>© 166 @ 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.
e 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 English phonetic system if the original
pronunciation sounds very awkward in Malayalam.

Example  Phonetics Comment

SecurlD | [si'kjuar a1 di:] | It should be in English phonetic style

.NET [dot net] It should be in English phonetic style

Skype [skaip] L b It should be in English phonetic style

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

For Malayalam, we should keep all the acronyms in English. It will be easy for the end
user to understand the context an intended meaning.

Example Phonetics Comment

RADIUS | rerdiss It should be in English phonetic style
RAS RAS It should be in English phonetic style
ISA ISA It should be in English phonetic style
LAN LAN It should be in English phonetic style
WAN WAN It should be in English phonetic style
WAP WAP It should be in English phonetic style



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

MAPI MAPI It should be in English phonetic style

POP POP It should be in English phonetic style

URL URL It should be in English phonetic style

Other abbreviations are pronounced letter by letter.

Example Phonetics Comment

ICMP ICMP It should be pronounced as English phonetic style
IP IP It should be pronounced as English phonetic style
TCP/IP TCP/IP It should be pronounced as English phonetic style
XML XML It should be pronounced as English phonetic style
HTML HTML It should be pronounced as English phonetic style
OWA OWA It should be pronounced as English phonetic style
SQL SQL It should be pronounced as English phonetic style
URLs

"http://" should be left out; the rest of the URL should be read entirely.
"www" should be pronounced as English phonetic style.

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

Example Phonetics Comment

It should be pronounced as English

http://www.microsoft.com | http://www.microsoft.com stheneie s

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 Malayalam
translations approved in Microsoft Terminology - Globalization | Microsoft Learn.

5.5.2 Tone

Use a tone matching the target audience, e.g. more informal, playful and inspiring tone
may be used for most Microsoft products, games etc., or formal, informative, and factual
in technical texts etc.

Source: You should accept the Terms and Conditions to continue.

Incorrect: (-) @S@IMMIMIQT il alemumdglo AUjIMNG:S 0
BRoUI&:® 16H6NSO)6NE.

Correct: (+) @QS@QMM MO MI6BBUWD M leUMLMBBo (UJAUMNBB o
@R ® 166 NSNS .

5.5.3 Video voice checklist
Topic and Script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

O O O O

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


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

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

L Recaps are unnecessary



