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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 Arabic localization.
The primary goal of this guide is to help you understand and learn on how to address all
of the necessary linguistic and stylistic nuances of Arabic during the localization of your
products and services.
The style guide covers guidelines and recommendations for translating the Microsoft
voice into Arabic 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.
Since Arabic is a rhetorical language where a variety of writing styles can be used to
deliver the same meaning, this guide aims at standardizing the writing style in all
Microsoft products and services following the Microsoft Arabic style.

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. ﻟﺒﻨﺎن ﻤﻛﺘﺒﺔ – اﻟﺨطﻴب ﺸﻔﻴق أﺤﻤد – اﻟﺠدﻴد واﻟﮭﻨدﺴﻴﺔ واﻟﻔﻨﻴﺔ اﻟﻌﻠﻤﻴﺔ اﻟﻤﺼطﻠﺤﺎت ﻤﻌﺠم
Microsoft user interface reference
A helpful reference is the Windows User Experience Interaction Guidelines.
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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 Arabic 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.

Microsoft Arabic Style Guide

Page 5 of 36

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.
Formality
Informal forms can only be found in local dialects of Arabic only. Modern Standard
Arabic, which is used in the translation and understood by locals in all Arabic
countries, contains formal forms that can’t be avoided without endangering the
text legibility for some Arabic countries. On the other hand, avoid addressing the
user in an overall formal, stilted way.
A more formal approach is required in documents with legal content, such as The
Privacy Policy, Terms and Conditions, etc.
2.1.1 Flexibility
It’s important for translators to modify or rewrite translated strings so that they are
more appropriate and natural to Arabic customers. Try to understand the whole
intention of the sentences, paragraphs, and pages, and then rewrite as if you are writing
the content yourself. It will make the content more perfect for Arabic users. Sometimes,
you may need to remove any unnecessary content.
English example
Users can change when new updates get installed.

Arabic example
ﻴﻤﻛﻨك ﺘﻐﻴﻴﺮ ﻤوﻋد ﺘﺜﺒﻴت اﻟﺘﺤدﻴﺜﺎت اﻟﺠدﻴدة.

2.1.2 Word choice
Terminology
Use terminology from the Microsoft Language Portal where applicable, for example key
terms, technical terms, and product names.
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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.

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.

en-US source
term

Do

Arabic
word

اﻓﻌل
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Arabic word usage
Use the imperative form instead of using  ﻗمwith the infinitive
to indicate the imperative, whenever possible and appropriate.
For example, you can say: اﻟﺘطﺒﻴق اﻓﺘﺢinstead of ﻗم ﺒﻔﺘﺢ اﻟﺘطﺒﻴق.
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Your

ﻛﺎف اﻟﺨطﺎب

Translating "Your," whenever mentioned in the source, as
ﺒك اﻟﺨﺎصis not preferred in Arabic. Rather, it can be either
translated in the first occurrence only (preferably as )اﻟﺨطﺎب ﻛﺎف
or skipped, unless using thereof is required to differentiate
between a number of things one of which belongs to you.

My

ﻴﺎء اﻟﻤﺘﻛﻠم

For fluency, it'd be better to refer to the first person (singular)
possession with ﻴﺎء اﻟﻤﺘﻛﻠمinstead of ﺒﻲ اﻟﺨﺎص, for example: ﻤﻠﻔﺎﺘﻲ
not اﻟﻤﻠﻔﺎت اﻟﺨﺎﺼﺔ ﺒﻲ.

2.1.3 Word-to-word translation
For a more fluent translation, avoid word-to-word translation. If words are translated
directly without overall understanding of the paragraph or the page, the content will not
be natural and may even appear ridiculous, and our customers will not come again.
Strict word-to-word translation makes the tone stiff and unnatural. Split the text into
different sentences, if necessary, to simplify. Omit descriptors to make the text snappier.
English text

Correct Arabic translation

Incorrect Arabic
translation

You must be delivery focused and
genuinely enjoy interacting and
interviewing a high volume of
candidates on a daily basis.

اﻟﻤؤھﻼت اﻟوظﻴﻔﻴﺔ: اﻟﻘدرة ﻋﻠﻰ ﺘﺤﻘﻴق
 وﻗوة اﻟﻤﮭﺎرات اﻻﺠﺘﻤﺎﻋﻴﺔ،ﻨﺘﺎﺌﺞ ﻤﻠﻤوﺴﺔ
ﻓﻲ اﻟﺘﻔﺎﻋل ﻤﻊ ﻋدد ﻛﺒﻴﺮ ﻤن اﻟﻤﺮﺸﺤﻴن
ﻴوﻤﻴًﺎ وإﺠﺮاء ﻤﻘﺎﺒﻼت ﻤﻌﮭم.

ﻴﺠب أن ﻴﻛون ﺘﺮﻛﻴﺰك ﻋﻠﻰ اﻟﻨﺘﺎﺌﺞ
وأن ﺘﺴﺘﻤﺘﻊ ﺒﺈﺠﺮاء ﻤﻘﺎﺒﻼت ﻤﻊ
ﻋدد ﻛﺒﻴﺮ ﻤن اﻟﻤﺮﺸﺤﻴن واﻟﺘﻔﺎﻋل
ﻤﻌﮭم ﻴوﻤﻴًﺎ.

اﺴﺘﻛﺸﺎف اﻟﺘﻌﻠﻴﻤﺎت واﻟﻤﻘﺎﻻت اﻹرﺸﺎدﻴﺔ
Windows 10 ﻟﻨظﺎم

اﺴﺘﻛﺸﺎف اﻟﺘﻌﻠﻴﻤﺎت واﻟﻛﻴﻔﻴﺔ ﻟﻨظﺎم
Windows 10

Explore help and how-to for
Windows 10

2.1.4 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
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en-US word/phrase to avoid

Preferred en-US word/phrase

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
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en-US source

Arabic word to avoid

Preferred Arabic word/phrase

Also

ﻛذﻟك

ًأﻴﻀﺎ

Next

اﻟﻼﺤق

اﻟﺘﺎﻟﻲ

You can

ﻴﺘﺴﻨﻰ ﻟك

ﻴﻤﻛﻨك

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

Arabic target

Explanation

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

 ﻟذا.ﻛﻠﻤﺔ اﻟﻤﺮور ﻏﻴﺮ ﺼﺤﻴﺤﺔ
 ﻓﻛﻠﻤﺔ،رﺠﺎ ًء ﺤﺎول ﻤﺮة أﺨﺮى
اﻟﻤﺮور ﻴﺠب أن ﺘﻛون ﻤطﺎﺒﻘﺔ
.ﻟﺤﺎﻟﺔ اﻷﺤﺮف

The user has entered an incorrect
password so provide the user
with a short and friendly
message with an invitation to try
again.

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

ﻤﻔﺘﺎح اﻟﻤﻨﺘﺞ اﻟذي أدﺨﻠﺘﻪ ﻏﻴﺮ
 رﺠﺎ ًء ﺘﺤﻘق ﻤﻨﻪ ﺜم أﻋد.ﺼﺤﻴﺢ
.اﻟﻤﺤﺎوﻟﺔ

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

!ﻛل ﺸﻲء ﺠﺎھﺰ ﻟﻼﺴﺘﺨدام اﻵن

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

All ready to go

Would you 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.
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ھل ﺘﺮﻏب ﻓﻲ اﻟﻤﺘﺎﺒﻌﺔ؟

.اﺨﺘﺮ أي اﺴم ﺘﺮﻴده ﻟﻠﻛﻤﺒﻴوﺘﺮ
وإذا ﻛﻨت ﺘﺮﻏب ﻓﻲ ﺘﻐﻴﻴﺮ ﻟون
 أوﻗف ﺘﺸﻐﻴل اﻟﺘﺒﺎﻴن،اﻟﺨﻠﻔﻴﺔ
.اﻟﻌﺎﻟﻲ ﻤن إﻋدادات اﻟﻛﻤﺒﻴوﺘﺮ

Use the second person pronoun
"you" to politely ask the user if
they would like to continue.
Address the user directly
using the second person
pronoun to take the necessary
action.
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2.2.2 Promote a feature
US English

Arabic 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.

ﺘﻌﺘﺒﺮ "ﻛﻠﻤﺔ اﻟﻤﺮور ﺒﺼورة" وﺴﻴﻠﺔ
ﺠدﻴدة ﻟﻤﺴﺎﻋدﺘك ﻓﻲ
ﺤﻤﺎﻴﺔ اﻟﻛﻤﺒﻴوﺘﺮ اﻟﺨﺎص ﺒك اﻟﻤﺰوّد
 ﻤﺎ ﻋﻠﻴك ﺴوى.ﺒﺸﺎﺸﺔ ﺘﻌﻤل ﺒﺎﻟﻠﻤس
اﺨﺘﻴﺎر ﺼورة واﻹﻴﻤﺎءات اﻟﺘﻲ ﺘﺮﻴد
اﺴﺘﺨداﻤﮭﺎ ﻤﻌﮭﺎ ﻟﻠﺤﺼول ﻋﻠﻰ ﻛﻠﻤﺔ
.ﻤﺮور ﻓﺮﻴدة ﺘﻤﺎﻤ ًﺎ

Promoting a specific
feature with the use of emdash 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.

اﺴﺘﻤﺘﻊ ﺒﺎﻟﺤﺼول ﻋﻠﻰ أﺸﻴﺎء ﺘﺤﻤل
طﺎﺒﻌك اﻟﺸﺨﺼﻲ ﻤن ﺨﻼل
اﻟﺘطﺒﻴﻘﺎت وﻓﻘ ًﺎ ﻟﻤوﻗﻊ اﻟﻛﻤﺒﻴوﺘﺮ
اﻟﺨﺎص ﺒك واﺴﻤﻪ وﺼورة اﻟﺤﺴﺎب
.وﻤﻌﻠوﻤﺎت اﻟﻤﺠﺎل اﻷﺨﺮى

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.

2.2.3 Provide how-to guidelines
US English

Arabic target

Explanation

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

ﻟﻠﻌودة ﻟﻠوراء وﺤﻔظ اﻷﻋﻤﺎل
 اﻨﻘﺮ ﻓوق "إﻟﻐﺎء،اﻟﺘﻲ ﺘﻘوم ﺒﮭﺎ
.اﻷﻤﺮ" وأﺘ ّم ﻋﻤﻠك ﻛﻤﺎ ﺘﺮﻴد

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.
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ﻟﺘﺄﻛﻴد ﻛﻠﻤﺔ اﻟﻤﺮور ﺒﺼورة
 ﻤﺎ ﻋﻠﻴك ﺴوى،اﻟﺘﻲ اﺨﺘﺮﺘﮭﺎ
ﻤﺸﺎھدة إﻋﺎدة اﻟﻌﺮض وﺘﺘﺒﻊ
اﻹﻴﻤﺎءات اﻟﺘﻲ ﺘظﮭﺮ ﻋﻠﻰ
.اﻟﺼورة ﻛﺄﻤﺜﻠﺔ

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.
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2.2.4 Explanatory text and support
US English

Arabic 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.

 ﻟﻛن ﻴﺠب إﻋﺎدة،ﺘم ﺘﺜﺒﻴت اﻟﺘﺤدﻴﺜﺎت
إﻋداد "ﺘﺸﻐﻴل ﺒﺮﻨﺎﻤﺞWindows
10" ﺤﺘﻰ ﻴﺘم ﺘطﺒﻴق ھذه اﻟﺘﺤدﻴﺜﺎت.
 ﺴﻨواﺼل ھذه،وﺒﻌد إﻋﺎدة اﻟﺘﺸﻐﻴل
اﻟﺨطوات ﻤن ﺤﻴث اﻨﺘﮭﻴﻨﺎ.

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 people using this PC
could lose unsaved work.

 ﻓﻘد ﺘﻔﻘد أﻨت،إذا أﻋدت اﻟﺘﺸﻐﻴل اﻵن
وأي أﺸﺨﺎص آﺨﺮون ﻴﺴﺘﺨدﻤون ھذا
.اﻟﻛﻤﺒﻴوﺘﺮ اﻷﻋﻤﺎل اﻟﺘﻲ ﻟم ﻴﺘم ﺤﻔظﮭﺎ

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.

ﺴﻴﺘم ﻨﻘل ھذا اﻟﻤﺴﺘﻨد إﻟﻰ اﻟﻤﻛﺘﺒﺔ
واﻟﻤﺠﻠد اﻟﺼﺤﻴﺤﻴن ﺘﻠﻘﺎﺌﻴ ًﺎ ﺒﻌد إﺼﻼح
.اﻟﺨﺼﺎﺌص ﻏﻴﺮ اﻟﺼﺎﻟﺤﺔ أو اﻟﻤﻔﻘودة

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.

ﺤدﺜت ﻤﺸﻛﻠﺔ ﺘﺘﺴﺒب ﻓﻲ ﺘﻌذر ﺘﺤدﻴد
ﻤوﻗﻊ اﻟﻤﻠﻔﺎت اﻟﺘﻲ ﺘم ﺘﻨﺰﻴﻠﮭﺎ ﻹﻨﺸﺎء
ﻤﺤﺮك أﻗﺮاصUSB اﻟﻤﺤﻤول اﻟﻘﺎﺒل
ﻟﻠﺘﺸﻐﻴل.

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

3 Language-specific standards
Information about Arabic-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
Common abbreviations
Although abbreviation is not applicable in Arabic, you may need to abbreviate words in UI
(mainly buttons or option names) to save space. This can be done in the following ways:
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List of common abbreviations:
Expression

Acceptable abbreviation
ﻤﻌﻠوﻤﺎت

.م

ﺨﻴﺎرات

.خ

ﺘﺴﺠﻴل اﻟدﺨول

. د.ت

إﻋﺎدة اﻟﻤﺤﺎوﻟﺔ

. م.إ

You can use the common abbreviations for units of measures in Arabic.
Examples:
English

Arabic

km

ﻛم

cm

ﺴم

gm

ﺠم

GB

GB

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).
Acronyms should be translated in the full form they stand for (For example: RAM should
be translated as )اﻟﻌﺸﻮاﺋﻲ اﻟﻮﺻﻮل ذاﻛﺮة. If there's no enough space to do, acronyms can be
left in English.
3.1.3 Adjectives
In Arabic, adjectives follow nouns, unlike in English.
en-US source
Long name
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Arabic target
اﺴم طوﻴل

Page 13 of 36

3.1.4 Articles
Since there are no indefinite articles in Arabic, stand-alone words in Arabic (for example,
 )ﻣﻠﻒshould be used to refer to words with indefinite articles in English, while  )اﻟﻤﻠﻒ( الor
genitive construction ( )اﻟﻜﻤﺒﯿﻮﺗﺮ ﻣﻠﻒshould be used to refer to words with definite articles
in English.

General considerations
Unlocalized feature names
Microsoft product names and non-translated feature names are used without definite or
indefinite articles in English as well as in Arabic. We treat them in this way:
Example:
en-US source
Microsoft Office

Arabic target
Microsoft Office

Localized feature names
Translated feature names in Arabic should be highlighted using double or single quotes,
especially if it appears within other text.
Example:
en-US source
Movie Maker

Arabic target
ﺼﺎﻨﻊ اﻷﻓﻼم

Articles for English borrowed terms
When faced with an English loan word previously used in Microsoft products, consider
these options:
•

•

Motivation: Does the English word have any formally motivated features that
would allow a straightforward integration into the noun class system of the
Arabic language?
Analogy: Is there an equivalent Arabic term whose article could be used?
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•

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.
3.1.5 Capitalization
As there's no capitalization in Arabic, English capitalized words can be translated
between quotations in order to highlight them.
Example:
en-US Source
To update your computer, select
Update.

Incorrect Arabic target
 اﻨﻘﺮ ﻓوق،ﻟﺘﺤدﻴث اﻟﻛﻤﺒﻴوﺘﺮ
.ﺘﺤدﻴث

Correct Arabic target
 اﻨﻘﺮ ﻓوق،ﻟﺘﺤدﻴث اﻟﻛﻤﺒﻴوﺘﺮ
"."ﺘﺤدﻴث

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.
In Arabic, use of conjunctions, such as و, ﺛﻢ, أن ﻛﻤﺎ, إن ﺣﯿﺚ, أن ﻣﻊ,  ﺛﻢ ﻣﻦetc. is preferred,
provided that it’s correctly used to compose a long sentence from short ones.
en-US source text

ar-SA old use of
conjunctions

ar-SA new use of
conjunctions

You've the administrator privileges.
However, you can't change the file type.

 وﻤﻊ.ﺘﺘﻤﺘﻊ ﺒﺎﻤﺘﻴﺎزات اﻟﻤﺴؤول
. ﻻ ﻴﻤﻛﻨك ﺘﻐﻴﻴﺮ ﻨوع اﻟﻤﻠف،ذﻟك

،ﻤﻊ أﻨك ﺘﺘﻤﺘﻊ ﺒﺎﻤﺘﻴﺎزات اﻟﻤﺴؤول
.إﻻ أﻨﻪ ﻻ ﻴﻤﻛﻨك ﺘﻐﻴﻴﺮ ﻨوع اﻟﻤﻠف

 اﻨﺴﺦ اﻟﻤﻠف.أﻨﺸﺊ ﻤﻠﻔ ًﺎ ﺠدﻴد ًا
.ﻋﻠﻰ اﻟﻛﻤﺒﻴوﺘﺮ

أﻨﺸﺊ ﻤﻠﻔ ًﺎ ﺠدﻴد ًا ﺜم اﻨﺴﺨﻪ ﻋﻠﻰ
.اﻟﻛﻤﺒﻴوﺘﺮ

ﺘم إﻨﺸﺎء اﻟﻤﺠﻠد ﻓﻲ اﻟﻤوﻗﻊ
 اﻟﻤﺠﻠد ﺠﺎھﺰ اﻵن.اﻟﻤطﻠوب
.ﻟﻼﺴﺘﺨدام

ﺘم إﻨﺸﺎء اﻟﻤﺠﻠد ﻓﻲ اﻟﻤوﻗﻊ
اﻟﻤطﻠوب وھو اﻵن ﺠﺎھﺰ
.ﻟﻼﺴﺘﺨدام

Create a new file. Copy the file to the
computer.
The folder has just been created in the
required location. The folder is now
available to use.
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3.1.7 Diacritics (vowelization)
Arabic vowelization is not required in the documentation or the on-line assistance files
except when a verb or a noun might cause some ambiguity like “ ”ﻗِﺒَﻞ و ﻗَﺒﻞand or be
confusing if lacking a vowel.
The following diacritics ً◌ should appear at the end of a word in Arabic (ً )ﻗﻠﻤﺎ.
3.1.8 Gender
Due to the absence of an equivalent to "it" as a gender in Arabic, when the user points
at an icon (which has the feminine gender in Arabic) or at a button (which has the
masculine gender in Arabic), a messages that says: "Displays full pages as they will be
printed" would leave you wondering whether to say " "ﺗﻌﺮضor "ﯾﻌﺮض." Therefore, and
because we always seek a more direct and short way to translate these messages, we
have opted for the use of the verbal noun ""اﻟﻤﺼﺪر, for example, we can say” “ ﻋﺮض
 ”اﻟﺼﻔﺤﺎت ﺑﺄﻛﻤﻠﮭﺎ أﺛﻨﺎء طﺒﺎﻋﺘﮭﺎas a translation for the above example.
3.1.9 Genitive
Genitive Construction: when there is an English word between the governed and
governing word, it looks better to place the English after the Arabic ones. Like:
Incorrect usage
 اﻟﺒﻴﺎﻨﻴﺔExcel ﺠداول

Correct usage
Excel اﻟﺠداول اﻟﺒﻴﺎﻨﻴﺔ ﻟﺒﺮﻨﺎﻤﺞ

Class Genitive Constructs اﻟﻔﺌﺎت إﻟﻰ اﻹﺿﺎﻓﺔ: These differ in structure between English and
Arabic. English uses a prepositioned singular form of the class word, while Arabic uses
a postpositioned plural form of the same. Thus "Field Area" becomes  اﻟﺤﻘﻮل ﻧﺎﺣﯿﺔand not
اﻟﺤﻘﻞ ﻧﺎﺣﯿﺔ. Singular is used in Arabic genitive construct when the genitive complement
( )إﻟﯿﮫ اﻟﻤﻀﺎفis a function word, hence "Break area" becomes "اﻟﻔﺼﻞ ﻧﺎﺣﯿﺔ," and "Add Print
Wizard" should be طﺎﺑﻌﺔ إﺿﺎﻓﺔ ﻣﻌﺎﻟﺞ.
Genitive Conjunctive Constructs ""إﻟﯿﮫ اﻟﻤﻀﺎف ﻋﻠﻰ اﻟﻌﻄﻒ: This is a very common Anglicism
in translation. In Arabic, the genitive complement is linked solely to its antecedent
regardless of conjunctions. Two Arabic genitive complements, the second of which is a
pronoun, are needed as equivalents to an English one, i.e. the correct translation of
"Creating and Sending Reports" would be  وإرﺳﺎﻟﮭﺎ اﻟﺘﻘﺎرﯾﺮ إﻧﺸﺎءand not اﻟﺘﻘﺎرﯾﺮ وإرﺳﺎل إﻧﺸﺎء.
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3.1.10 Hamza
The Hamza : اﻟﮭﻤﺰةis a very sensitive issue in modern Arabic. What we are concerned
about - assuming that you know the exact rules of "Hamza - is the writing of the
"Hamza' on the "Alef" in the beginning of a word or a verb, which is more commonly
known as اﻟﻜﻠﻤﺔ ھﻤﺰة اﻟﻮﺻﻞ وھﻤﺰة اﻟﻘﻄﻊ ﻓﻲ ﺑﺪاﯾﺔ.
ھﻤﺰة وﺼل

ھﻤﺰة ﻗطﻊ

اﻟوزن

اﻷﻤﺮ

اﻟﻤﻀﺎرع

اﻟﻤﺎﻀﻲ

اﻟﻤﺼدر

اﻷﻤﺮ

اﻟﻤﻀﺎرع

اﻟﻤﺎﻀﻲ

اﻟﻤﺼدر

اﻓﻌل

-

-

-

-

أﻓﻌَل

أ َﻛ َل

أﻛل

ﺜﻼﺜﻲ

-

-

-

-

أدرج

أدرج
ِ

أدرَ َج

إدراج

رﺒﺎﻋﻲ

اﻨﻔﺼل

-

اﻨﻔﺼل

اﻨﻔﺼﺎل

-

أﻨﻔﺼل

-

-

ﺨﻤﺎﺴﻲ

اﺴﺘﺨ ِدم

-

اﺴﺘﺨدم

اﺴﺘﺨدام

-

أﺴﺘﺨ ِدم

-

-

ﺴداﺴﻲ

3.1.11 Localizing colloquialism, idioms, and metaphors
The Microsoft voice allows the use of culture-centric colloquialisms, idioms and
metaphors (collectively referred to "colloquialism") opposite to the Arabic language
where the intended meaning of the colloquialism in the source text is usually translated.
Choose from these options to express the intent of the source text appropriately.
•

•

Attempting to replace the source colloquialism with an Arabic colloquialism that
fits the same meaning of the particular context is undesired, unless it’s a
perfect and natural fit for the context.
If the English colloquialism has no fluent and natural counterpart in Arabic,
translate the intended meaning of the English source (as opposed to literally
translating the original colloquialism).
en-US source

All ready to go

Arabic target
!ﻛل ﺸﻲء ﺠﺎھﺰ ﻟﻼﺴﺘﺨدام اﻵن

3.1.12 Nouns
Plural formation
English plural is the equivalent of both the Arabic plural ( )ﺟﻤﻊand the Arabic dual ()ﻣﺜﻨﻰ.
A proper contextualization is needed for translating the occurrences of English plural.
Example: Spin Arrows are rather  ﺳﮭﻤﺎنand not أﺳﮭﻢ.
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3.1.13 Numbers
This topic includes guidelines when to use numerals (symbol that represents a number.
for example, 1, 2, 3, 234, etc.) and when to spell out numbers (one, two, three, two
hundred and thirty-four) and other aspects for the particular language.
0, 1, and 2 in Arabic are not written in digits:
- 0 is removed: for example: "0 students" is translated as طﻼب ﯾﻮﺟﺪ ﻻ
- 1 is spelled out: 1 student = واﺣﺪ طﺎﻟﺐ
- 2 is reflected in the dual form: 2 students = طﺎﻟﺒﺎن
All other numbers can be written in digits.
3.1.14 Pronouns
In Arabic, pronouns can be handled as follows:
ar-SA old user reference

ar-SA new user reference

.ﻴﻤﻛن ﻟﻠﻤﺴﺘﺨدﻤﻴن ﺘﻐﻴﻴﺮ ﻤوﻋد ﺘﺜﺒﻴت اﻟﺘﺤدﻴﺜﺎت اﻟﺠدﻴدة

.ﻴﻤﻛﻨك ﺘﻐﻴﻴﺮ ﻤوﻋد ﺘﺜﺒﻴت اﻟﺘﺤدﻴﺜﺎت اﻟﺠدﻴدة

 ﺠدﻴد اﻻﺘﺼﺎلBluetooth إظﮭﺎر إﻋﻼم ﻋﻨدﻤﺎ ﻴﺤﺎول ﺠﮭﺎز
ﺒﺎﻟﻛﻤﺒﻴوﺘﺮ

 ﺠدﻴد اﻻﺘﺼﺎلBluetooth أﺨﺒﺮﻨﻲ ﻋﻨدﻤﺎ ﻴﺤﺎول ﺠﮭﺎز
.ﺒﺎﻟﻛﻤﺒﻴوﺘﺮ

Possessive pronouns
Possessive pronouns are often used in English. However, we should avoid overusing
them in Arabic. In fact, Arabic sounds more natural using the definite article, especially
when the possessor is obvious.
Example:
English
Double-click the Skype Name in your Contact List
or the search result
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 ﻓﻲ ﻗﺎﺌﻤﺔ ﺠﮭﺎتSkype اﻨﻘﺮ ﻨﻘﺮ ًا ﻤﺰدوﺠ ًﺎ ﻋﻠﻰ اﺴم
اﻻﺘﺼﺎل أو ﻨﺘﻴﺠﺔ اﻟﺒﺤث
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3.1.15 Punctuation
Punctuations follow the same rules as of English, detailed as follows:
Comma
No space before, space after. Unlike in English, comma in Arabic is typed with a different
set of keys (Shift + )ن:
Example:
." اﻧﻘﺮ ﻓﻮق "إﻋﺎدة اﻟﻤﺤﺎوﻟﺔ،ﻹﺟﺮاء ﻣﺤﺎوﻟﺔ أﺧﺮى
Colon
No space before, space after.
Example:
:ﻓﯿﻤﺎ ﯾﻠﻲ اﻟﺨﻄﻮات اﻟﺘﻲ ﯾﻨﺒﻐﻲ ﻋﻠﯿﻚ إﺟﺮاؤھﺎ
Dashes and hyphens
Three different dash characters are used in English.
As for Arabic, it’s preferable to use the Kashida character which resides on the shifted J
key in Arabic instead of the normal dash on the keyboard due to the horizontal
alignment of this character with the Arabic fonts.
Ellipses (suspension points)
Should be used like source.
Example:
...ﯾﺘﻢ اﻵن ﺗﻨﺰﯾﻞ اﻟﺒﺮﻧﺎﻣﺞ
Period
No space before, space after.
Example:
." اﻧﻘﺮ ﻓﻮق "طﺒﺎﻋﺔ.اﻟﻤﺴﺘﻨﺪ ﺟﺎھﺰ اﻵن ﻟﻠﻄﺒﺎﻋﺔ
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Quotation marks
Quotation marks are used to highlight UI items like button names.
Example:
US English

Arabic target

The File Menu

"اﻟﻘﺎﺌﻤﺔ "ﻤﻠف

Mirrored question mark
Unlike in English, a mirrored question mark should be used in Arabic.
Example:

ھﻞ ﺗﺮﻏﺐ ﻓﻲ إﻋﺎدة اﻟﻤﺤﺎوﻟﺔ؟
Parentheses
Opening: Space before, no space after.
Closing: No space before, space after.
3.1.16 Symbols & nonbreaking spaces
Use nonbreaking spaces (CTRL+SHIFT+SPACEBAR) between words that should not
separate onto different lines. You may use them in the following instances:
Between Part, Chapter, or Appendix and its number or letter.
Between a unit of measurement or currency, and the number that goes with it.
Between any items that should not be divided onto separate lines, such as product
names "Microsoft Windows 10" and version numbers "Word 2016."
Percentage
In Arabic don’t leave a space between the number and the % sign. The % sign should be
on the left side of the number.
English
50%
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3.1.17 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. 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.
In Arabic, the verb tense usage can be as follows:
US English source text

Arabic old use of tenses

Once completing
the registration form, you will
need to enter your password.

وﻓور اﻻﻨﺘﮭﺎء ﻤن ﻤلء اﺴﺘﻤﺎرة
 ﺴوف ﻴﺘﻌﻴن ﻋﻠﻴك إدﺨﺎل،اﻟﺘﺴﺠﻴل
.ﻛﻠﻤﺔ اﻟﻤﺮور

وﻴﺘﻌﻴن ﻋﻠﻴك إدﺨﺎل ﻛﻠﻤﺔ اﻟﻤﺮور ﻓور
.اﻻﻨﺘﮭﺎء ﻤن ﻤلء اﺴﺘﻤﺎرة اﻟﺘﺴﺠﻴل

ﻓﻲ ﺤﺎﻟﺔ ﺤدوث ھذا اﻟﺨطﺄ ﻤﺮة
 ﺴﺘﺤﺘﺎج إﻟﻰ اﻻﺘﺼﺎل،أﺨﺮى
.ﺒﻤﺴؤول اﻟﺸﺒﻛﺔ

ﺘﺤﺘﺎج إﻟﻰ اﻻﺘﺼﺎل ﺒﻤﺴؤول اﻟﺸﺒﻛﺔ ﻓﻲ
.ﺤﺎﻟﺔ ﺤدوث ھذا اﻟﺨطﺄ ﻤﺮة أﺨﺮى

ﺒﻤﺠﺮد ﻤﻨﺤك اﻤﺘﻴﺎزات اﻟﻤﺴؤول
 ﺴﻴﻤﻛﻨك ﺘﻐﻴﻴﺮ ﺨﺼﺎﺌص،اﻟﻤطﻠوﺒﺔ
ﺠﻤﻴﻊ اﻟﻤﻠﻔﺎت واﻟﻤﺠﻠدات اﻟﺘﻲ ﺘﺮﻏب
.ﻓﻲ ﺘﻐﻴﻴﺮھﺎ

ﻴﻤﻛﻨك ﺒﻤﺠﺮد ﻤﻨﺤك اﻤﺘﻴﺎزات اﻟﻤﺴؤول
اﻟﻤطﻠوﺒﺔ ﺘﻐﻴﻴﺮ ﺨﺼﺎﺌص ﺠﻤﻴﻊ اﻟﻤﻠﻔﺎت
.واﻟﻤﺠﻠدات اﻟﺘﻲ ﺘﺮﻏب ﻓﻲ ﺘﻐﻴﻴﺮھﺎ

If this error appears again, you
will need to contact the
network administrator.
After being granted the
required administrator
privileges, you will be able to
change the file and folder
properties as required.

Arabic new use of tenses

Passive constructions
Passive verbs in Arabic must be designated with a ) ُ◌ ( ﺿﻤﺔover the initial consonant to
avoid ambiguity.
Arabic verbs that act on objects through prepositions are often used to translate
impersonal passives in English.
Example:
English
The problem was investigated.
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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 Arabic, 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 https://www.microsoft.com/enus/accessibility/.

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.
Version numbers
Version numbers always contain a period (for example, Version 4.2). Note punctuation
examples of "Version x.x":
For Arabic, handling version numbers depends on the context; if the context is in
English, keep the same format as of the source (Arabic numbers with a period.) If the
context is in Arabic, Hindi numbers with a comma should be used instead:
US English
Skype 4.2
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Skype 4.2
Skype ﻤن4.2 اﻹﺼدار
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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.
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, and
other UI elements that should be consistently translated in the localized product.
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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 Arabic translation

Oops, that can't be blank...

ًﻻ ﻴﻤﻛن ﺘﺮك ھذا اﻟﺤﻘل ﻓﺎرﻏﺎ...

Not enough memory to process this command.

ﻻ ﺘوﺠد ﻤﺴﺎﺤﺔ ذاﻛﺮة ﻛﺎﻓﻴﺔ ﻟﺘﻨﻔﻴذ ھذا اﻷﻤﺮ.

Arabic style in error messages
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
These phrases commonly occur in error messages. When you translate 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:
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English
Can’t …
Could not …
Failed to …
Failure of …

Translation

Example

ﺘﻌذر

.ﺘﻌذر ﺤذف اﻟﻤﻠف

ﻓﺸل

.ﻓﺸل ﺤذف اﻟﻤﻠف

ﺘﻌذر اﻟﻌﺜور

.ﺘﻌذر اﻟﻌﺜور ﻋﻠﻰ اﻟﻤﻠف

اﻟذاﻛﺮة ﻏﻴﺮ ﻛﺎﻓﻴﺔ

.اﻟذاﻛﺮة ﻏﻴﺮ ﻛﺎﻓﻴﺔ

ﻏﻴﺮ ﻤﺘوﻓﺮ

. ﻏﻴﺮ ﻤﺘوﻓﺮ...

Can’t find …
Could not find …
Unable to find …
Unable to locate …
Not enough memory
Insufficient memory
There is not enough memory
There is not enough memory available
... is not available
... is unavailable

Error messages containing placeholders
When localizing error messages containing placeholders, try to anticipate what will
replace the placeholder. This is necessary to get a grammatically and linguistically
correct sentence 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."
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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).
The keyboard is the primary input device used for text input in Microsoft Windows. For
accessibility and efficiency, most actions can be performed using the keyboard as well.
While working with Microsoft software, you use keys, key combinations and key sequences.
In English, references to key names, like arrow keys, function keys and numeric
keys, appear in normal text (not in small caps).
Due to the absence of keyboards, and stickers, that have all of the function keys
in Arabic, the general rule has been to:
•
•

Keep all the keys in English when they are listed as an action to be done or
an instruction to be followed, when directly concerning the user interface.
Translate them when they occur in a narrative or explanatory manner.

Key names
English key name
Alt

Arabic key name
Alt

Backspace

ﻤﺴﺎﻓﺔ ﻟﻠﺨﻠف

Break

Break

Caps Lock

Caps Lock

Ctrl

Control

Delete

Delete

Down Arrow

ﺴﮭم ﻷﺴﻔل

End

End

Enter

Enter

Esc

Esc

Home

Home
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English key name
Insert

Arabic key name
Insert

Left Arrow

ﺴﮭم ﻟﻠﻴﺴﺎر

Num Lock

Num Lock

Page Down

Page Down

Page Up

Page Up

Pause

Pause

Right Arrow

ﺴﮭم ﻟﻠﻴﻤﻴن

Scroll Lock

Scroll Lock

Shift

Shift

Spacebar
Tab

ﻤﺴﺎﻓﺔ
Tab

Up Arrow

ﺴﮭم ﻷﻋﻠﻰ

Windows key

Windows key

Print Screen

Print Screen

Menu Key

Menu Key

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, which help the user to
perform tasks more quickly.
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The ampersand (&) is used in the localization of software to designate keyboard
shortcuts. A keyboard shortcut is the character that appears underlined on a menu or
inside a dialog box.
The general rule is that the keyboard shortcuts should be clearly visible to the user. So
it’s very important to avoid – whenever possible – using the ampersand on ligatures to
designate a keyboard shortcut. This means avoiding the "alef with hamza," for example.
Where the keyboard shortcuts have already been established for commonly used
commands such as the File menu, for example, and all its menu commands, the keyboard
shortcuts must always remain the same—whenever possible—in all Microsoft products.
•
•

•

Avoid using & on English abbreviation unless it’s necessary (for example,
&TCP/IP), where there is no Arabic alternative or would result in duplication.
Avoid assigning a keyboard shortcut to the letter أas the shift key must be used to
write it, which contradicts with the shift key needed to assign the keyboard
shortcut. Also, avoid assigning keyboard shortcuts to following characters: ج, ب, ي, و,
ر, زand  ;ؤas such don't appear properly with keyboard shortcuts assigned to them.
Avoid using the & with Alef with Hamza under; for example; &إدراج.

Sometimes the English uses && representing the meaning of And. This should be
replaced with "و."
Content writers usually just refer to “keyboard shortcuts” in content for a general
audience. In localization, however, we distinguish the following terms:
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Term

Usage
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 toplevel 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

access key

In keyboard shortcuts, most access keys are used with the Alt key.
The letter or number that appears in the ribbon when the Alt key is pressed.
In UI localization, the key tip is the last character present in the strings after
the “`” character.
Example: In UI localization Home`H
key tip

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.
shortcut key

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.
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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.
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.
Standard shortcut keys
US command

US English
shortcut key

Arabic command

Arabic shortcut
key

General Windows shortcut keys
Help window

F1

ﻨﺎﻓذة اﻟﺘﻌﻠﻴﻤﺎت

F1

Context-sensitive Help

Shift+F1

اﻟﺘﻌﻠﻴﻤﺎت اﻟﺘﻲ ﺘظﮭﺮ ﺤﺴب
اﻟﺴﻴﺎق

Shift+F1

Display pop-up menu

Shift+F10

ﻋﺮض اﻟﻘﺎﺌﻤﺔ اﻟﻤﻨﺒﺜﻘﺔ

Shift+F10

Cancel

Esc

إﻟﻐﺎء اﻷﻤﺮ

Esc

Activate\Deactivate menu bar
mode

F10

ﺘﻨﺸﻴط/ﺸﺮﻴط وﻀﻊ ﺘﻨﺸﻴط إﻟﻐﺎء
اﻟﻘواﺌم

F10

Switch to the next primary
application

Alt+Tab

اﻟﺘﺒدﻴل إﻟﻰ اﻟﺘطﺒﻴق اﻷﺴﺎﺴﻲ
اﻟﺘﺎﻟﻲ

Alt+Tab
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US command

US English
shortcut key

Arabic command

Arabic shortcut
key

Display next window

Alt+Esc

ﻋﺮض اﻟﻨﺎﻓذة اﻟﺘﺎﻟﻴﺔ

Alt+Esc

Display pop-up menu for the
window

Alt+Spacebar

ﻋﺮض اﻟﻘﺎﺌﻤﺔ اﻟﻤﻨﺒﺜﻘﺔ ﻟﻠﻨﺎﻓذة

Alt+Spacebar

Display pop-up menu for the
active child window

Alt+-

ﻋﺮض اﻟﻘﺎﺌﻤﺔ اﻟﻤﻨﺒﺜﻘﺔ ﻟﻠﻨﺎﻓذة
اﻟﻔﺮﻋﻴﺔ اﻟﻨﺸطﺔ

Alt+-

Display property sheet for
current selection

Alt+Enter

ﻋﺮض ورﻗﺔ اﻟﺨﺼﺎﺌص ﻟﻠﺘﺤدﻴد
اﻟﺘﺎﻟﻲ

Alt+Enter

Close active application
window

Alt+F4

إﻏﻼق ﻨﺎﻓذة اﻟﺘطﺒﻴق اﻟﻨﺸط

Alt+F4

Switch to next window within
(modeless-compliant)
application

Alt+F6

اﻟﺘﺒدﻴل إﻟﻰ اﻹطﺎر اﻟﺘﺎﻟﻲ ﻀﻤن
اﻟﺘطﺒﻴق

Alt+F6

Capture active window image
to the Clipboard

Alt+Prnt Scrn

اﻟﺘﻘﺎط ﺼورة ﻟﻠﻨﺎﻓذة اﻟﻨﺸطﺔ ﻓﻲ
اﻟﺤﺎﻓظﺔ

Alt+Prnt Scrn

Capture desktop image to the
Clipboard

Prnt Scrn

اﻟﺘﻘﺎط ﺼورة ﻟﻠﻨﺎﻓذة اﻟﻨﺸطﺔ ﻓﻲ
اﻟﺤﺎﻓظﺔ

Prnt Scrn

Access Start button in taskbar

Ctrl+Esc

اﻟوﺼول إﻟﻰ اﻟﺰر "اﺒدأ" ﻓﻲ
ﺸﺮﻴط اﻟﻤﮭﺎم

Ctrl+Esc

Display next child window

Ctrl+F6

ﻋﺮض اﻟﻨﺎﻓذة اﻟﻔﺮﻋﻴﺔ اﻟﺘﺎﻟﻴﺔ

Ctrl+F6

Display next tabbed pane

Ctrl+Tab

ﻋﺮض اﻟﺠﺰء اﻟﻤﺒوب اﻟﺘﺎﻟﻲ

Ctrl+Tab

Launch Task Manager and
system initialization

Ctrl+Shift+Esc

ﺘﺸﻐﻴل "إدارة اﻟﻤﮭﺎم" وﺘﮭﻴﺌﺔ
اﻟﻨظﺎم

Ctrl+Shift+Esc

File menu
File New

Ctrl+N

ﻤﻠف ﺠدﻴد

Ctrl+N

File Open

Ctrl+O

ﻓﺘﺢ ﻤﻠف

Ctrl+O

File Close

Ctrl+F4

إﻏﻼق ﻤﻠف

Ctrl+F4
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US command

US English
shortcut key

Arabic command

Arabic shortcut
key

File Save

Ctrl+S

ﺤﻔظ

Ctrl+S

File Save as

F12

ﺤﻔظ ﺒﺎﺴم

F12

File Print Preview

Ctrl+F2

ﻤﻌﺎﻴﻨﺔ اﻟطﺒﺎﻋﺔ

Ctrl+F2

File Print

Ctrl+P

طﺒﺎﻋﺔ

Ctrl+P

File Exit

Alt+F4

إﻨﮭﺎء

Alt+F4

Edit menu
Edit Undo

Ctrl+Z

ﺘﺮاﺠﻊ

Ctrl+Z

Edit Repeat

Ctrl+Y

ﺘﻛﺮار

Ctrl+Y

Edit Cut

Ctrl+X

ﻗص

Ctrl+X

Edit Copy

Ctrl+C

ﻨﺴﺦ

Ctrl+C

Edit Paste

Ctrl+V

ﻟﺼق

Ctrl+V

Edit Delete

Ctrl+Backspace

ﺤذف

Ctrl+Backspace

Edit Select All

Ctrl+A

ﺘﺤدﻴد اﻟﻛل

Ctrl+A

Edit Find

Ctrl+F

ﺒﺤث

Ctrl+F

Edit Replace

Ctrl+H

اﺴﺘﺒدال

Ctrl+H

Edit Go To

Ctrl+G

اﻨﺘﻘﺎل إﻟﻰ

Ctrl+G

Help menu
Help

F1

ﺘﻌﻠﻴﻤﺎت

F1

Font format
Italic

Ctrl+I

ﻤﺎﺌل

Ctrl+I

Bold

Ctrl+B

ﻏﺎﻤق

Ctrl+B

Underlined\Word underline

Ctrl+U

ﺘﺴطﻴﺮ

Ctrl+U
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US English
shortcut key

US command

Arabic command

Arabic shortcut
key

Large caps

Ctrl+Shift+A

ﺤﺮف ﻛﺒﻴﺮ

Ctrl+Shift+A

Small caps

Ctrl+Shift+K

ﺤﺮف ﺼﻐﻴﺮ

Ctrl+Shift+K

Paragraph format
Centered

Ctrl+E

ﺘوﺴﻴط

Ctrl+E

Left aligned

Ctrl+L

ﻤﺤﺎذاة ﻟﻠﻴﺴﺎر

Ctrl+L

Right aligned

Ctrl+R

ﻤﺤﺎذاة ﻟﻠﻴﻤﻴن

Ctrl+R

Justified

Ctrl+J

ﻀﺒط

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.
Example

Arabic pronunciation

SecurID

ِﺴﻛﻴور آي دي

.NET

دوت ﻨت

Acronyms and abbreviations
Acronyms are pronounced like real words, adapted to the local pronunciation.
English words and acronyms are pronounced in Arabic the same way they are
in English.
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Example

Arabic pronunciation

RADIUS

ِردﻴوس

RAS

راس

SQL

ﺴﻛوال

LAN

ﻻن

WAN

وان

WAP

واب

MAPI

ﻤﺎﺒﻲ

POP

ﺒوب

OWA

أوا

Other abbreviations are pronounced letter by letter.
Example

Arabic pronunciation

ICMP

آي ﺴﻲ إم ﺒﻲ

IP

آي ﺒﻲ

TCP/IP

ﺘﻲ ﺴﻲ ﺒﻲ/آي ﺒﻲ

XML

إﻛس إم إل

HTML

إﺘش ﺘﻲ إم إل

URL

ﻴو آر إل

ISA

آي زﻴﻪ

URLS
"http://" should be omitted; the rest of the URL should be read entirely.
"www" should be pronounced as WWW.

Microsoft Arabic Style Guide

Page 34 of 36

The "dot" should be omitted, but can also be read out. If you read it out, then it must be
pronounced the English way.
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 English approved translations.
Treatment of code and variables (%s and %d)
Some of the jobs that are sent for translation in HTML or XLS format often include code
and variables, which should be included in the translations without being modified.
Example

Comment

Zone %s1

"%s1" will be replaced with different pricing zones by Skype
engineers.

Your fax to {fax_recipient}
was successfully sent!

"{fax recipient}" should not be translated and should be placed in
the right spot in the target language.

I agree with B3G's
{LINK_START}Terms of
Service{LINK_END}.

"{LINK_START}Terms of Service{LINK_END}" should be placed as a
unit in the right spot in the target language and the words in the
link, "Terms of Service" in this instance, should be translated in
most cases. Remember that there should not be a space between
the starting link tag and the translated link text.

If you notice a variable that may cause confusion in relation to gender and/or number in
any given string, consult with the project manager in charge of the job.
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The information contained in this document represents the current view of Microsoft Corporation on the issues
discussed as of the date of publication. Because Microsoft must respond to changing market conditions, it should
not be interpreted to be a commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of
any information presented after the date of publication.
This white paper is for informational purposes only. Microsoft makes no warranties, express or implied, in this
document.
Complying with all applicable copyright laws is the responsibility of the user. Without limiting the rights under
copyright, no part of this document may be reproduced, stored in, or introduced into a retrieval system, or
transmitted in any form or by any means (electronic, mechanical, photocopying, recording, or otherwise), or for any
purpose, without the express written permission of Microsoft Corporation.
Microsoft may have patents, patent applications, trademarks, copyrights, or other intellectual property rights
covering subject matter in this document. Except as expressly provided in any written license agreement from
Microsoft, the furnishing of this document does not give you any license to these patents, trademarks, copyrights,
or other intellectual property.
© 2016 Microsoft Corporation. All rights reserved.
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The names of actual companies and products mentioned herein may be the trademarks of their respective owners.
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