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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 Belarusian localization.

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

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

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

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

1.1 Recommended style references

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

Normative references

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

TnyMadanbHbl CNOYHiK 6enapyckan nitapatypHan mosbl. MiHck, 1999.

Benapycki apdarpadiuHbl cnoyHik. MiHck, 2010.

CnoyHik 6enapyckan moBbl. MiHck, 2012.

[pamaTblYHbl CNOYHIK A3escnoBa. 2013.

[pamaTblUHbI CNIOYHIK MPbIMETHIKA, 3aMeHHIKa, Niu3bHika, npbicioya. 2013.
3akoH Pacny6bniki benapychk "A6 MNpasinax 6enapyckan apdarpadii i nyHKTyaLbli"
as 24 uspseHa 2008 roga.

ok wnN R
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Microsoft User interface reference

A helpful reference is the Windows User Experience Interaction Guidelines, available for
download at http://msdn.microsoft.com/en-us/library/windows/desktop/aa511258.aspx.

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:

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

o 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:

o Write short, easy-to-read sentences.

e Avoid passive voice—it's difficult to read and understand quickly.

e Be pleasant and ensure that explanations appear individualized.

e 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.
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2.1 Choices that reflect Microsoft voice

Translating Belarusian 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's often used for technical and commercial content.

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

Because Microsoft voice means a more conversational style, literally translating the
source text may produce target text that's not relevant to customers. To guide your
translation, consider the intent of the text and what the customer needs to know to
successfully complete the task.

2.1.1 Word choice

Terminology

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

Short word forms and everyday words

Microsoft voice text written in US English prefers short, simple words spoken in everyday
conversations. In English, shorter words are friendlier and less formal. Short words also
save space on screen and are easier to read quickly. Precise, well-chosen words add
clarity, but it's important to be intentional about using everyday words that customers
are accustomed to.

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

en-US word en-US word usage

App Use app instead of application or program.

Use pick in more fun, less formal or lightweight situations ("pick a color," not
Pick, choose | "choose a color") and choose for more formal situations (don't use select
unless necessary for the UI).
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For general reference to any drive type (hard drive, CD drive, external hard

Drive drive, etc.). Use specific drive type if necessary.

Fine to use as a synonym for "obtain" or "come into possession of" but avoid

Get .
for other general meanings.

Use in most situations unless information better fits the context. Use info

Info . . .
when you point the reader elsewhere ("for more info, see <link>").

Use for personal computing devices. Use computer for situations about PCs

PC and Macs. Don't switch between PC and computer.

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

You "user," as they sound formal and impersonal.

For information on localizing you, see the section Pronouns.

If the Belarusian Microsoft voice can be conveyed through similar means by using
shortened words or short words used by people in daily conversations, then the
guideline in this section is relevant. Adhere to approved terminology; don't use different
target terms for already established and approved terms.

en-US source term Belarusian word Belarusian word usage

PC nK Use it instead of nepcaHanbHbl kamn'tomap, as
this is a common abbreviation known to users,
plus it makes sense to us it to save space and
create a more concise expression.

operating system AC Use it instead of anepayeiliHas cicmama, as this
is a common abbreviation known to users, plus
it makes sense to us it to save space and create
a more concise expression.

CD drive CD-npbiBag CD-npeigad is okay to use instead of npeisad
CD-0bicka because CD is often used instead of
CD-0bick.

email nowTa Use nowma instead of snekmpoHHas nowma as

it's clear that email is referred to.

email message naBejamMieHHe, Use nasedamseHHe or aicm instead of
nict nasedamsieHHe 31eKmpoHHal nowmel, as it's
clear that an email message is referred to.

Microsoft Belarusian Style Guide Page 7 of 44



2.1.2 Words and phrases to avoid

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

equivalents.

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

Achieve Do

As well as Also, too
Attempt Try
Configure Set up
Encounter Meet
Execute Run
Halt Stop
Have an opportunity Can
However But
Give/provide guidance, give/provide information Help

In addition Also

In conjunction with With
Locate Find
Make a recommendation Recommend
Modify Change
Navigate Go
Obtain Get
Perform Do
Purchase Buy
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Refer to See
Resolve Fix
Subsequent Next
Suitable Works well
Terminate End
Toggle Switch
Utilize Use

For Belarusian Microsoft voice, avoid using formal words and expressions listed in the
table. Use less formal variants provided below.

en-US source

Belarusian

word/phrase to avoid

Preferred Belarusian word/phrase

at the moment y r3Tbl MOMaHT uanep

print BbIBECL|i Ha APYK pa3zpykaBaLb

set up 3ajaupb KaHOirypawbiro Hanaa3iub

identify iA3HTbIdIKaBaLLb BbI3HaublLib

be 3'aynsayua 6biLb (as a linking verb, it's usually omitted in
present tense)

following Hi>kannepaniyaHbls HaCTymMHbIA

try BblKaHaLlb cnpoby nacnpabasaLb

exist icHaBaLlb 6biub (usually in form écys in present tense)

2.2 Sample Microsoft voice text

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

the Microsoft voice.
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2.2.1 Address the user to take action

US English

Belarusian target

Explanation

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

Maposib HANpPaBINbHbI.
MayTapbiue cnpoby. Yaiuanue
parictp.

The user has entered an
incorrect password so provide
the user with a short and
friendly message with

the action to try again.

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

try again.

Knrou npagykTy He nagpiLioy.
MpaBepue Aro i nayrapsbiue
cnpoby.

The user has entered

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

All ready to go

Ycé raTtoBa.

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

Would you like to
continue?

JKagaeue npaudArHyub?

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.

Ha3zaBiLe cBor kamn'toTtap, fK
naxkagaeue. Kani Bbl xouaue
3MAHIub Konep GoHy,
aAKNOYbILLe BbICOKYHO
KaHTpacHacub y «Hanagax IMK».

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

2.2.2 Promote 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.

Belarusian target

MantoHauHbl Naponb — raTa
HOBBbI crnocab axoBbl
Kamn'toTapay 3 C3HCapPHbIMI
3kpaHami. Kab ctBapbiLb CBOWM

BbIIBY | MpblayMBaeLe, AKis
>3CTbl BbIKapbICTOYBaLlb.

YHiKanbHbl Maposib, Bbl BblbipaeLie

Explanation

Promoting a specific feature
with the use of em-dash to
emphasis the specific
requirements to enable

the feature which in this
situation is picture
password.
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Let apps give you
personalized content
based on your PC's
location, name, account
picture, and other
domain info.

[azBoniub nparpamam
npanaHoyBaLlb Bam
nepcaHasizaBaHae 3mecLiBa,
3bIXO3A4bl Ca 3BECTaK Mpa Balua
MecLla3HaxoykaHHe, iMa, aBatap
ynikoBara 3amicy | jameH.

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

Belarusian target

Explanation

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

Kab BAapHyuua i 3axaBaLb
CBae Jaj3€eHbls, HalicHiLe
KHonky «CkacaBaLib».

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.

Kab nauBepasiub
MaJIFoHaUHbl MapOob,
nparneasblie aro AWy pas i
nayTapbiLie >3CTbl,
nakasaHblsi Ha BblsiBE.

Voice is simple and natural.

The user isn‘t overloaded
with information; we tell
them only what they need
to know to make a decision.

2.24 Explanatory text and support

US Englsh

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.

Belarusian target

AbHayneHHi ycTanaBaHbl, ane
Tpaba nepasanycuiLb nparpamy
Hanaaki Windows 10, kab siHbl
nayani npauaeaup. [Macns
nepasanycky Mbl NpausrHeM 3
Taro Mecua, Ha AKim
npbINbIHIAICA.

Explanation

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

If you restart now, you and
any other people using this
PC could lose unsaved
work.

Kani Bbl nepasanycuiue
Kamn'toTap, TO Bbl i iHWbIA
N0A3i, WTO Aro
BbIKapbICTOYBaoLb, MOTYLib
CTpauiLb He3axaBaHbIs
JaA3eHbis.

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

[3Tbl JaKyMeHT bya3e
ayTamaTblyHa nepamMellyaHbl Y
naTp3abHyto 6ibniaTaky abo

Voice talks to the
user informatively and
directly on the action that

Microsoft Belarusian Style Guide
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you correct invalid or nanky, K To/bKi Bbl Bbinpasiye | will be taken.
missing properties. HeganyLlwyanbHblis abo aACyTHbIS

ynacuiBacui.
Something bad happened! | Y Hac npabnema! He yaanocs Without complexity and
Unable to locate 3HaucLi cnamnaBaHbla dalinbl, using short sentences
downloaded files to create kab cTBapbiub 3arpy3ayHbl USB- | inform the user what has
your bootable USB flash AbICK G3LW-NnamaL. happened.
drive.

3 Language-specific standards

Information about Belarusian-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

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

List of common abbreviations:

Expression Acceptable abbreviation

CTapoHKa (+) c.
MaJIFoHaK (+) man.
rnsaziue (+) ra.

i raTaKk Aanen (+)ir. A
i nagobHae (+) i nag,.
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raasiHa (+) rag3
XBiNliHa (+) xB
ceKyHAa (+) c
roa (+)r.
rajabl (+) rr.
Mecsu, (+) mec.
TblA3€Hb (+) ToIg,
A3€Hb (+) a3.
Kinabaunt (+) Kb
Merabamnt (+) MB
rirabant (+) Th
TapabanT (+) T
Kinabit (+) kbIT
cyTKi (+) cyT

Abbreviations of some measurement units

Unit Abbreviation

KinameTp KM
MeTp M
A3UbIMeTp il
CaHTbIMETpP ™M
MinimeTp MM
rektanitp rn
nitp n
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AAUbINITP Aan
CaHTbINITP can
MininiTp M
TOHa T
Kinarpam Kr
rpam r
A3ubirpam ar
CaHTbIrpam cr
Minirpam Mmr
byt oT.

Note: Belarusian "a3eHb" may have forms "a3eHb," "a3éH" and "aHi" for which a single yet
correct abbreviation can't be found in case of using with variables. So, it's recommended to
use "cyTki" instead which can be abbreviated to "cyt" to suit the forms "cyTki" and "cyTak."

Don't abbreviate such words as Hanpbiknag, Tamy wTto. Consider using 60 as a short
alternative to Tamy wro. Moreover, don't abbreviate other words arbitrarily; use only the
commonly accepted abbreviations listed above.

3.1.2 Acronyms

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

Localized acronyms

English acronyms with a well-known Belarusian translation should be translated. All
acronyms translation should be approved and checked on Microsoft Language Portal.
No ending is added to the acronyms.

Here are examples of some established Belarusian abbreviations (they can be used
without full forms):
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English Belarusian Full translation

(0N (+) AC anepaubliHas cicTama
PC (+) MK nepcaHanbHbl Kamn'roTap
VAT (+) 4B nagartak Ha gajaf3eHyro BapTaclb

Don't use the abbreviation MK for PC unless there are space restrictions; use kamn'toTap
instead.

Unlocalized acronyms

Acronyms that don’t have an established translation will be used as they are in English.
The following general rules apply:

e No ending is added to the acronymes.

The gender of the acronym is determined by the main word in the full translation. When
using in text normally use a descriptor word (usually the main word from the translation)
to provide for the declination, or otherwise use neutral constructions. Descriptors can be
omitted if there are length restrictions (for example in UI) or if the translated text sounds
awkward. The descriptor should not be omitted if it's impossible to determine the
grammatical form of the acronym (for example, its case) without it.

Example:

en-US source Belarusian target

RAM RAM

Post- and preposition in complex words with English acronyms

See the following table when translating word combinations that include English
acronyms. Translation of such complex words (the position of the acronym before or
after the noun, and the presence of a dash) depends on the noun.

aapac with a dash, after the acronym (+) IP-agpac

(+) IPv4-appac
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3anic with a dash, after the acronym (+) WINS-3anic
3anbIT with a dash, after the acronym (+) DHCP-3anbIT
30Ha without a dash, before the (+) 3oHa DNS
acronym
iMs with a dash, after the acronym (+) DNS-ims, NetBIOS-imsa

knieHT (except when used
with product names)

with a dash, after the acronym

(+) RAS-knieHT, COM-KknieHT

Exception: knieHt COM+

knieHT (when used with
product names)

without a dash, before the
acronym

(+) knieHT UNIX

MapLipyT

with a dash, after the acronym

(+) OSPF-mapwpyT

MapLUpyTbI3aLibia

with a dash, after the acronym

(+) IP-MapLupyTbI3aLbif

Maz3/b without a dash, before the (+) magans COM
acronym
naket with a dash, after the acronym (+) IP-naket, UDP-naket
npaTakos without a dash, before the (+) npatakon IP, npatakon
acronym DHCP
panaikaLbis without a dash, before the (+) WINS-pannikaubisi, DNS-

acronym

panaikaybia

cepBep (except when used
with product names)

with a dash, after the acronym

(+) DHCP-cepBep, RAS-
cepsep, OLE-cepsep

cepep (when used with
product names)

without a dash, before the
acronym

(+) cepep UNIX, cepsep
Windows

capBic without a dash, before the (+) capsic RAS, capsic SNMP
acronym

TOM without a dash, before the (+) Tom NTFS
acronym

danin with a dash, after the acronym (+) DOC-dain, OSDX-dpann
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3.1.3 Capitalization

In Belarusian, capitalization is used very sparingly therefore capitalize only when you
have to.

What to capitalize?

Names of user interface elements (commands, menus, dialog box titles), program
names, etc. Only the first word is capitalized, for example, BblLbIHA | WIbIPbIHA AY3MKI

When referred to, names of Ul elements should always have bold or italic formatting or,
if that's not possible, enclosed in quotes with an appropriate preceding descriptor.

Don’t capitalize

Names of week days, months, nationalities, languages, etc. are not capitalized. For
example, ayTopak, YUspBeHb, icnaHLbl, NOAbCKas MOBA.

Note: Capitalization of source term doesn't necessarily mean that this term has to be
capitalized in Belarusian.

Here are some frequently occurring cases when you will not capitalize in Belarusian:

Rule Example

Term "web" is not capitalized (+) BbIKapbICTOYyBanLe B36-CTapOHKY

Names of modes, wizards, etc. are not (+) BbIXag 3 Pa>XKbIMY KaHCTpyKTapa
capitalized when referred to descriptively

Contrary to English names of days, months, (+) ayTopak, Man, nanski, HAMeLKas MOBa,
languages, nationalities, also adjectives derived | anoHcki kamn'toTap
from country names are not capitalized

In names consisting of several word only the (+) AbicneTyap KaHTaKTay

first one is capitalized (-) Apicneruap KantakTay

Word "chapter” (and other structure units) is (+) AapaTtkoBbls 3BECTKI /1.y pa3asene 25.
not capitalized

The word "Internet” in compound words is not | (+) IHT3PH3T-CynosKa, IHT3PH3T-Kpama
capitalized, it's capitalized when it's an
independent word
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Note: The word B36 can only be used in compound words. In simple words substitute it

with IHT3pH3T:

(+) NMowyk y IHT3pH3LE
(-) Mowyk y B36e

Note that for Belarusian "all caps" or "no caps"” style used in English is inappropriate.
When translating Ul items in all caps (such as "LOGIN") or not caps (such as "please
enter your id") use regular capitalization.

In Belarusian, we never use title-style capitalization (initial caps).

3.14 Conjunctions

In Belarusian, Microsoft voice can be conveyed by avoiding formal conjunctions:

en-US source text

Belarusian old use of

conjunctions

Belarusian new use of
conjunctions

The installation failed
because a function driver
was not specified for this
device instance.

3 TOW NPbIYbIHBbI, LITO

Apbbinaca nambliaka
yCTanfBaHHA 3 TOW MpPbIYbIHbI,
LUTO He YKa3aHbl ApavriBep
byHKUbII 4N r3Tan Npbiaagbl.

60

YcranaBaHHe He BblKaHaHa, 60
He yKa3aHbl gpariBep QyHKLbli
A1 r3Tan npbliagel.

The file replication service
cannot satisfy the request
because the user has
insufficient privileges.

MakKo/bKi

Capsic kanisiBaHHA dannay He
MO>Xa 3a/1aBOJliLlb 3aMbiT,
NakoJIbKi y KapblCTasbHIKa
HeJacTaTKoBa MpaBoy.

Tamy WTo

Capsic kanisiBaHHA dannay He
MO>Ka BblKaHaLlb 3anbIT, Tamy
LUTO Y BacC HeAacTaTkoBa
npaBoy.

This DSA was unable to
bind to the following
domain in order to
create/register/verify the
service principal names.

3 M3Taun

DSA He 3mario BblkaHalb
NpbIBA3KY Ja AaMeHa 3 M3Tan
CTBap3HHSA, paricTpavbli abo
npaBepki iMEHay cyb'ekTay.

Kab

DSA He 3mario BblkaHalb
NpbIBA3KY Aa AamMeHa, kab
CTBapaulb, paricTpaBaupb abo
npasApaub iMEHbI Cyb'ekTay.

The device is not currently
connected but it's a
remembered connection.

ajHak

Mpblnaga y ratel MOMaHT He
nagsyyaHas, agHak 3BecTki
npa fe y kaH®irypawbli
NPbICYTHIYatOLb.

ane

MNpbuiaga uanep He
nagny4vaHas, ane 3BecTki npa
fe y kaHirypaupli
MPbICYTHIYatOLb.
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3.1.5 Gender

Avoid using masculine or feminine gender when referring to the user. Use neutral
structures and select verbs which don't discriminate any of the sexes.

English example Belarusian example
I accept the terms of the license (-) A 3rogHbI 3 yMOBaMi /liL3H3iIMHara naragHeHHs.
agreement

(+) A NpbImMato yMOBBI NiL3H3INHara naragHeHHs.

3.1.6 Localizing colloquialism, idioms, and metaphors

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

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

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

e Translate the intended meaning of the colloquialism in the source text (not the
literal translation of the original colloquialism in the source text), but only if the
colloquialism’s meaning is an integral part of the text that can't be omitted.

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

3.1.7 Nouns
Grammatical animation of program components

All program components and applications such as wizards, agents, clients, browsers, etc.
should be treated as unanimated nouns in all Belarusian Microsoft materials.

Examples:

BbIKapbICTOYBaLb (LUTO?) MancTap not BbikapbIiCTOyBaLb (karo?) Mancrpa
ycTanaBaub (LUTO?) KNieHT not ycTansBaub (Karo?) kjiieHTa

Sequences of nouns in genitive case

Avoid using three or more nouns in genitive case in a row:

Microsoft Belarusian Style Guide Page 19 of 44



(+) Kab nackopbiLb akTbiBaLbItO MparpaMHara 3abecnausHHs, natanedaHynie y ciy>oy
NaATPbIMKI.

(-) Ona nackapaHHA akTbiBaLbli NparpaMHara 3abecnsausHHA natanedanynue y cnyxoby
naaTPbIMKI.

3.1.8 Prepositions

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

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

Pay attention to the correct use of the preposition in translations. Influenced by the
English language, many translators omit them or change the word order.

English example Belarusian expression Comment

(+) 3aMbIT Ha aBcayroyBaHHe The literal translation without the
service request . preposition "3anbIT abcayroyBaHHA"
(-) 3anbiT abenyroysanHsa sounds awkward and is not correct

3.1.9 Pronouns

Capitalization of pronouns "Baw,” "Bawara," etc.

Pronouns "Baw," "Bawara" usually are not capitalized. For example, they should not be
capitalized in documentation, software or materials, addressed to users in general. They
are capitalized in private and business letters addressed to specific people.

Avoiding forms "Baw," "Bawara,” etc.

In English "you/your" is used more often than in Belarusian. Try to avoid forms "BbI,"

"Baw," "Bawara," "Bam," etc. whenever possible. Instead use neutral structures and
passive voice.

English example Belarusian example

Use yOUI‘ mouse to draW CII‘C|eS on the (+) ﬂ'nﬂ MaNnsiBaHHSA prroy Ha CTapOHLI,bI
page. BbIKapbICTOYBalLLe MbILL.
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(-) Ans MansBaHHA KPYroy Ha CTapOHLbl
BbIKapbICTOYBaWLLe BaLly MbILL.

(+) Cnauatky BbibepbILe iMs Y noni «Kamy» anb60o
You must first select a name in the To «Konis».

or Cc box. (-) Bbl Myciye cnavatky BbibpaLb iMa Y noni «Kamy»
anbbo «Konis».

(+) He aTpbimniBaeLLia BbIGpaLb iIMEHBI.

You can't select any names now. .
(-) Bbl He MoxaLe BbIOpaLb iMs.

(+) 3MeHeHbIst Hanagbl YCTyNsALb Y Cily TOAbKI nacas
The settings you changed will not take | Nepa3anycky Microsoft NetMeeting.

effect U”’F” you restart Microsoft (-) Hanagpl, 3MeHeHbIs BaMi, yCTynaLp y Ciny TOAbKi

NetMeeting. nacns Taro, siK Bbl nepasanycuiue Microsoft
NetMeeting.

Would you like to add %s to your (+) flagaup %s y cnic xyTkara Habopy?

SpeedDial list? (-) Bbl xouaLe gagaupb %s y cric xyTkara Habopy?

When "you/your" is necessary to indicate the direction then you should use it in the
translation:

English example Belarusian example

You are about to join a new meeting. You will | (+) Bbl ganyyaeuecsa ga HoBara cxogy. Yce

lose the messages that are currently aKTya/lbHblfl NaBejaMaeHHi byayLb
displayed. Do you want to save the current CTpayaHbif. 3axaBalLlb aKTya/bHbIs
messages? naBejaMaeHHi?

3.1.10 Punctuation

Punctuation must fully comply with the Belarusian grammar. Don’t copy the punctuation
of the source—in most cases this will result in a grammatical error.

Avoid long and clumsy sentences and don't use literal translation. Always use short and
intelligible wording that clearly conveys the meaning of the source.

Commas with Hanpbiknag,

The word Hanpebiknag should be used with commas before and after it:
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(+) Hanpebiknag, rata moxa agbbiuLa, Kani a4arika y>xo BblganeHa 3 nicta.
(+) Cuick He aTpbIMAiBaeLiLLa BblIKaHaLlb, HAMPbIKAAZ, NPbl MepacbiLbl CLiCHYTLIX daniay.

If Hanpbiknag, is used at the beginning or at the end of an unattached clause
(apacobneHbl 3BapoT), it's not separated with a comma:

(+) 3aganue ganywyanbHbla ag3iHKi, HANPbIKAa4 Lani anbbo CaHTbIMETPbI.

If Hanpbiknag, is used within a parenthetic construction (ycrayHas kaHCTPyKLbIS3
Ay>XKami), commas are used as usual:

(+) HekaTopblf anemeHTbl (Hanpbikaag, Cnicbl paccblaki) He aTpbiMiBaeLLa
akcnapTasaub y vCard.

Commas with na smayuaHHi
The phrase na 3mayuyaHHi should not be used with commas.
Examples:

(+) Ma 3mayyaHHi 3Ha43HHe AiybiLLa poyHbiM REG_SZ.
(-) Ma 3mayu4aHHi, 3Hau3HHe niubibya poyHbiM REG_SZ.

Commas with a3akyroubl
There should be no comma after a phrase with g3skytousl at the beginning of a sentence.
Examples:

(+) A3Kytoubl TakOW apXiTaKTypbl CETKI YCTOMNIBbIA Aa aTak 3BOHKY.
(-) A3AKyroubl TaKOW apXiTIKTYpbl, CETKI YCTOMNIBbIA fa aTaK 3BOHKY.

Colon

A colon after alerting words like "Attention", "Warning", "Caution" should be replaced
with an exclamation mark.

English example Belarusian example

(+) YBara!
Warning:
(-) YBara:
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Remember that regular text may not be capitalized after a colon in Belarusian. Such
capitalization is considered to be a language error. It does not apply to lists and direct
speech. If a colon is followed by a new paragraph, it can start with a capital letter.

Dashes and hyphens
Three different dash characters are used in English and in Belarusian:
Hyphen

The hyphen is used to divide words between syllables and to link parts of a compound
word. In Belarusian a hyphen has no spaces before or after and should not be used
instead of a dash.

Example:
(+) IHT3pH3T-Kpama
En dash

The en dash is used as a minus sign, usually with spaces before and after. Space is
omitted only when the minus is used to show that the number is negative.

Example:
(+)1-2=-1

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

Example:
(+) I'n. c. 10-20.
Em dash

The em dash should be used for dashes wherever technically possible. It separates
words in a sentence and has a grammatical function. Dashes should not be substituted
with hyphens.

Notes and examples formatting
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Single in-text notes/examples are introduced by "3aysara”, "Mpbiknag" followed by a full
stop. The full stop should have the same formatting as the preceding word.

English example Belarusian example

Note: For more information, see Chapter | (+) 3ayBara. [lasatkoBblsi 3BeCTKi I/1. ¥ pa3zazene
1. 1.

Slash

Avoid using slashes whenever possible. For example, in many cases you can substitutive
with conjunctions anb60 or i:

English example Belarusian example

(+) Ana nepaycranasaHHA anbbo 3MeHbI Mparpamsl
You will need an installation disk to natpabyeljua ycranépayHel Apick.

reinstall or modify the program. (-) Ansa nepaycransBaHHA/3MeHbI Mparpambl
natpabyeLa ycTanéBayHbl AbiCK.

Slashes can be used when there are length restrictions (for example, in UI).
Ellipses (suspension points)

Ellipsis in Belarusian are used to indicate an intentional omission of a word in the
original text, a pause in speech or an unfinished thought.

Ellipsis is always written together with the preceding word, no spaces.

English example Belarusian example

. . (+) BoikoHBaeuLua 3arpy3ka... [Mayakavue, kani nacka...
Loading... Please wait... . .
(-) BoikoHBaeuua 3arpyska ... [layakawnue, kani nacka ...

Period

Missing trailing period is considered to be a language error when it's omitted in regular
text (even if it's the last sentence in paragraph/on page).

Follow the general rules of punctuation when translating plain texts, help content, online
materials etc.:
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The sentence should end with period unless it's a title, heading, table column or row
titles, picture labels etc.

Quotation marks

Quotation marks are used when referring to Ul items, such as menus and commands, if
they don’t have special formatting (bold, italic etc.).

In the software, in product help and on web-pages use straight quotation marks (same
as in English.) DON'T use single quotation marks.

In the documentation normally chevrons are used, inside chevrons straight quotation
marks are used, for example, «kHonka "laToBa"».

Note: Period stands outside the chevrons in Belarusian text.

Whenever double quotation marks can’t not be used due to technical reasons,
workarounds should be found and used to display double quotation marks ("..." or «») in
Belarusian version. Examples of such workarounds: using two sequenced single quote
characters (*'); using code (such as &quot in HTML) instead of characters.

Parentheses

In Belarusian there is no space between the parentheses and the text inside them. The
placement of a full stop with the parentheses depends on what they refer to: if they
enclose a part of the sentence, the full stop is placed outside the closing bracket; if they
enclose the full sentence, the full stop is placed inside the parentheses.

Example:

(+) Kab npausrsaub, HaLicHiLe KHOMKY «[anein» (Moxa cnatpabilua ykasaub Katou
npagyKkTy).

3.1.11 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
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Belarusian Microsoft voice can be conveyed through the use of sentence fragments.

en-US source text

Belarusian long form

Belarusian sentence
fragment

To <verb> <> <corresponding
noun>, follow the step(s)
below.

Kab <verb> <corresponding
noun>, BblkaHalLe 3ragaHbis
HI>X31 A3EAHHI.

Kab <verb>
<corresponding noun>:

This article deals with the
following:

Y raTblM apTbikyne
pasrasgarouua HacTymnHbIA
MbITaHHI:

Y raTbiM apTbikyne:

Before installing, please
prepare:

Mepag nayaTkam yCTansiBaHHS
HeabxogHa NagpbIxTaBaLib
HacTynHae:

Bam cnatpabiyua:

More info can be found in:

[anaTkoBbIs 3BECTKI .y
HaCTYMHbIX apTbIKyaXx:

['n. Takcama:

To change your account
settings:

Kab 3msHiLb Hanaapl
ynikoBara 3anicy, HeabxoaHa
BblKaHaLlb HacTyrnHae:

Kab 3msHiub Hanagbl
ynikoBara 3anicy, Tp3ba:

3.1.12 Symbols & nonbreaking

spaces

Whenever technically possible, use nonbreaking spaces to avoid a part of a word or a

phrase moving to the next line.

For example, they are used:

1) as a thousands separator (10 000)

2) before % in documentation (10 %)

3) between a number and the following unit (5 kr, 5 °C).

4) between a person’s initials and last name (A. A. Cigapay)

5) in contractions (i r. a.)

6) before a dash (®ann — rata..
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3.1.13 Verbs

In descriptions of services and features try to use verbs in the imperative mood to
engage the user in a direct way. Never use verbs in the infinitive (this would be
considered to be a style error). Also try to avoid using noun phrases and constructions
with MO>Ha, Bbl MOXaLie / 3MoXaLle.

An example of incorrect usage:

(-) AantocTpoyBaLb A3esHHI BallbIX CAOPOY Y iHLWbIX CIpPBIcax i A3AAiLLa AaAaTKOBbIMI
pacypcami 3 cabpami y capsice Windows Services.

An example of correct usage:

(+) Bbl 3MOxKaLe Haubllb A3esHHI BallbIx CABPOY Y iHLWbIX C3pBicax i A3aniyua 3 cabpami
AajaTkoBbIMI pacypcami y cnyxkbe Windows Services.

When describing actions the user needs to perform, use the verbs in imperative mood:

(+) Mepag TbiM AK NpauAreaLb, ycTantonue HeabxoAHbl KAMMNAHEHTHI.
(-) Mepag TbiM AK Npausrealb, Tp3ba yctansBalb HeabxoAHbIA KaMMaHEHTbI.

It's recommended to use verbs, not nouns, in the clauses of purpose. An exception is the
standard phrase [lna aTpbiMaHHs gagatkoBbix 3Bectak and similar phrases. Nevertheless,
this rule should not be applied mechanically — in some cases the structures with nouns
are more fluent than those ones with verbs.

(+) Kab nepamscuLiub aU3nKi NaMixk apKyLlami, nepausArHiye BblyYaHblgblAna3oH Ha
APABIYOK Y HIXKHAW YacTLbl apKyLua.

(-) Ona nepaMALIY3IHHA AY3eK NaMidX apKyLUami, nepausarHiue BblyYaHbl AblfiNa3oH Ha
APABIYOK Y HIXXHAN YacTLbl apKyLUa.

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 Belarusian, 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.

The localized text has to be accurate, correct and clear. To achieve that try to avoid
wordiness and word-by-word translation.
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Accuracy: As a rule, all English text needs to be translated. In some cases, though, text
can be omitted or added; there should be a specific reason for that and you might need
to check it with project team. The translated text will correctly reflect product
functionality.

Localization: Localization means that the translated text needs to be adapted to the to
the local language, customs and localization standards. For example, in many cases you
would need to use Belarusian names rather than English, for example, Edward — Bacinb,
New York — MiHck. Don't translate every word, but use the style that's natural for
Belarusian.

Example:

In the message "No line, thank you" not every word needs to be translated, like "Hsama
cyBasi, a3akyn"; recommended translation is "Hsama cyBszi."

Consistency: Ensure that all terminology is used consistently both within one
component and across different components (software, help, documentation). In most
cases terminology needs to be consistent also across different products. Moreover, use
consistent style and register and translate similar phrases consistently.

4.1 Accessibility

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

Hardware and software components engage a flexible, customizable user interface,
alternative input and output methods, and greater exposure of screen elements.

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

4.2 Applications, products, and features

Product and application names are often trademarked or may be trademarked in the
future and are therefore rarely translated. Occasionally, feature names

are trademarked, too (for example, IntelliSense™). Before translating any application,
product, or feature name, verify that it's in fact translatable and not protected in any
way. This information can be obtained here.
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Version numbers

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

US English Belarusian target

Version 2.3 Bepcina 2.3

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

4.3 Trademarks

Trademarked names and the name Microsoft Corporation shouldn’t be localized unless
local laws require translation and an approved translated form of the trademark
is available. A list of Microsoft trademarks is here.

44 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:

e Maps

e Flags

« Country/region, city and language names

e Art and graphics

o 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.
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A thorough understanding of the culture of the target market is required for checking
the appropriateness of cultural content, clip art and other visual representations of
religious symbols, and body and hand gestures.

45 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.

4.5.1 Error messages

Here is an example:

Save As >
YWdocument
! That name won't work, Use a name that doesn't include characters like
DT ez
0K

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 Belarusian translation

Oops, that can't be blank... [3Ta Nosie He MOXa 3acTaBauLa NyCcTbIM...
Not enough memory to process this HepacratkoBa namsauj, kab anpauasaupb raty
command. KamaHAay.

Belarusian 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.
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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.

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

In the table below you will find the most common constructions used in the error
messages and the recommended translations. These translations should be used in all
new Microsoft translations and fixed in legacy strings if such strings review is a part of
the current translation/review project. There is no need to request special/separate
review to use the below translation in legacy materials as long as legacy translation is
correct.

Examples:

Translation

English

English Example Belarusian Example

(+) Aabbinaca nambiaka
npbl dapmaTaBaHHi
HocbbITa.

An error occurred while
formatting the media.

An error occurred
while...

Apbbinaca
nambliKa Mpbl...

An error was detected
while accessing the

(+) BblayneHa namblaka
npbl A4OCTyNe Aa

An error was BbisyneHa

detected... nambliKa Mpbl... . . . .
program configuration. | kaH®irypaubli nparpambi.
Can't configure... (+) He aTtpbimniBaeyua
Can't determine... HanaasIle...

Can't He Can't load... (+) He aTtpbimniBaeyua

aTpbiMsiBaeLLa...

Bbl3Ha4blLUpb...

(+) He atpbimniBaeyua
3arpysiupb...

Can't (exceptions)

HEMar4ybiMa...

HE MO>Xa

Can't divide by 0.

The password can't be
blank.

(+) Hemarubima a3aniub
Ha Hy/b.

(+) Maposb He moxa
6bliLb NYCTbIM.

Could not...

He atpbiManacs...

Could not activate help.

(+) He atpbimanacs
BbIK/iKaLb AAaBEAKY.
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Unable to...

...was not able to...

Unable to configure...

The system was unable
to install your device.

(+) He atpbimanacs
Hanaaziub...

(+) He atpbimanacs
ycTansBalb 3Ty npbliagy.

Congratulations! You

(+) YcTtanaBaHHe

Congratulations! Omitted in have successfully BblOpaHay npbinagpl
9 ’ translation installed the selected P P
. nacnsaxoBa 3aBepLuaHa.
device!
(+) MNepayTtBapbiLb raThl
. . Do you want to convert
Omitted in . WpbIPT y papmat
Do you want to... . this font to TrueType
translation TrueType npbl

during installation?

yCTansiBaHHi?

Failed to...

Failure of...

He atpbiManacs...

Failed to create
directory for default
service providers.

Failure of opening
MAPI Forms Manager

(+) He atpbimanacs
CTBapbILpb KaTanor Ans
CiCTam gocTtyny aa
capsicay, sKis
BblKapbICTOYBatoLiLa Na
3May4aHHi.

(+) He atpbimanacs
aJKpbILb AblcnieTyap
dopm MAPI

Search in progress

There is a remote mail
session in progress. To

(+) Iaze nowyk

(+) Ia3e appaneHsbl
nalwToBbl ceaHc. Kab

In progress iA3e ) }
start a new session, first | mauaub HOBbI ceaHc,
disconnect the current | cmayaTtky 3aKoHubILE
session. 6aryuybl.
Now make sure (+) MepakaHanuecs, WTO
Make sure nepakaHavLecs nothing is on the Ha LWK/e HiYora He
copyboard NAXbILb
. . The requested
.. Is not available 9 (+) 3anbiTaHblf p3CypCbl
) ) HeAacTynHbl resources were not
... is unavailable evailable AlmaEienlels b
There s not Therelismotenouoh (+) HepactaTkoBa namsui
enough... HeAacTaTKoBa... memory available to . ~
¢ hi K AN BblKaHaHHA 3a4auybl.
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You can type a name
for this device, or you
can use the name
supplied below.

(+) MoxHa anbbo yBecui
nakajaHae imMa And ratan
npblnagel, anbbo
BbIKapbICTOYBaLlb

npanaHaBaHae HixXa3W

You may change .
iMs.

MO>KHa... camera settings, or
click tabs to manage
your pictures.

You can...

Y i
ou may (+) MoxHa 3maHiLb

Hasazbl Kamepbl anbbo
BblKapbICTaLb iHLWbISA
yKnaaki ans npawbl ca
34bIMKaMi.

Error messages containing placeholders

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

Examples:

%d, %ld, %u, and %lu means <number>
%cC 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."

Strings with number placeholders may require different grammatical forms of words in this
string with different values of the placeholder. One of these two options should be used:

1. Change sentence structure so that it's grammatically correct with all possible values.

English example

Belarusian example

%1 folders are detected. (+) 3HoMA3eHa nanak: %1.

1. Use abbreviation.
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English example Belarusian example

The folder contains %1 items. (+) Manka yTpbimniBae %1 anem.

o Don't use forms like "3Hola3eHa %1 dpain(-a, -ay)."
e Don't use structures that will become grammatically incorrect with any possible
variable values:

(-) 3HownAazeHa %1 darinay.

Exception: For "years," translators should first try to find a grammatical structure that
will always be valid. If it's not possible, "years" may be translated as "ragbl" or "ragoy" -
translators are encouraged to use most probable translation in each particular case.

Note: Belarusian “a3eHb" may have forms “a3eHb," "a3én" and "gHi" for which a single
yet correct abbreviation can't be found. So, it's recommended to use "cyTki" instead
which can be abbreviated to “cyt” to suit the forms “cyTki” and "cyTak."

452 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). When referring to a key always use a
descriptor "knaBiwa".

Examples:

(+) HauicHiue knasiwbl ALT+F3
(-) HauicHIue cnanyysHHe knasiw ALT+F3

(+) HauicHiue neByto knasiwy ALT or HauicHiue ALT 3neBa
(-) HauicHiue neBbl ALT.

Key names
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English key name Belarusian key name

Alt Alt

Backspace Backspace
Break Break

Caps Lock Caps Lock

Ctrl Control

Delete Delete

Down Arrow Crtpasika yHi3
End End

Enter Enter

Esc Esc

Home Home

Insert Insert

Left Arrow Crtpanka yneBa
Num Lock Num Lock
Page Down Page Down
Page Up Page Up
Pause Pause

Right Arrow Crtpanka ynpasa
Scroll Lock Scroll Lock
Shift Shift
Spacebar Knagiwa npabeny
Tab Tab
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Up Arrow Ctpanka yBepx

Windows key Knagiwa Windows
Print Screen Print Screen
Menu Key KnaBiwa MeHro

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.

“}u Snipping Tool = || El ||

%Mew qli-l Cancel ‘;f Dptions

Crag the cursor around the area @
wou want to capture,

Usage: is it
allowed?

Keyboard shortcuts special options

“Slim characters”, such as I, |, t, r, f can be

L e — n/a Not applicable to Belarusian

A keyboard shortcut can be
assigned to a character with a
downstroke if there are no other
options (i.e. all other character
have keyboard shortcuts
assigned to them)

Characters with downstrokes, such as g, p,
y, &, u, 4, U, can be used as keyboard no
shortcuts

Extended characters can be used as

e loeend disraLs n/a Not applicable to Belarusian

An additional letter, appearing between
brackets after item name, can be used asa | no
keyboard shortcut

A number, appearing between brackets
after item name, can be used as yes
a keyboard shortcut
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A punctuation sign, appearing between
brackets after item name, can be used as a | no
keyboard shortcut

Duplicate keyboard shortcuts are allowed

. . no
when no other character is available

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

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 UI controls that have text labels. Access keys are assigned to top-level
controls so that the user can use the keyboard to move through the UI quickly.

Example: F in Alt+F

Example in UI localization: H&ome

| Untitled - Notepad - O ®
File Edit Format VNiew Help
MNew Chrl+M
Open... Ctrl+0Q
access key Save CtrlsS
Save As...
Page Setup...
Print... Ctrl+P
Exit

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 Ul localization, the key tip is the last character present in the strings after the

key ti R
yup “*" character.

Example: In Ul localization Home'H
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Dacument? - Waord

References Mailengs Review Vi
5 M L
Segoe Ul 12 A Aa = = ¥
Paste - X AL - LEEE=E=E =.
- ¥ Format Painter B Il e L o i 'a' = X
Clipboard . Font - 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.
Is(hortcut Example: Ctrl+N, Ctrl+V

ey
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.

454 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

Microsoft Belarusian Style Guide Page 38 of 44




US English . Belarusian
US command shortcut key Belarusian command shortcut key
General Windows shortcut keys

Help window F1 AKHO faBeaKi F1
Context-sensitive Help Shift+F1 KaHTakcTHaa paBeaka SHIFT+F1
Display pop-up menu Shift+F10 BbiBag ycnsbiBanbHara SHIFT+F10

MeHH
Cancel Esc CkacaBaupb ESC
Activate\Deactivate F10 YKAKOUIHHE i F10
menu bar mode afKNHOU3HHE pajka

MeHH
Switch to the next Alt+Tab Mepaxoa Aa HacTynHawm ALT+TAB
primary application aCcHOyHal nparpamsl
Display next window Alt+Esc BbiBag HacTynHara akHa | ALT+ESC
Display pop-up menu for | Alt+Spacebar BbiBag ycnabiBanbHara ALT+KJ/TABILLA
the window MEHIO A9 aKHa MPABENY
Display pop-up menu for | Alt+- BbiBag ycnabiBasbHara ALT+-
the active child window MEHIO ANA aKTblyHara

AavyblHara akHa
Display property sheet Alt+Enter BbiBas cTapoHKi ALT+Enter
for current selection ynacuisacuen ans

BbibpaHara ab'ekTa
Close active application Alt+F4 3akpblyyé akTblyHara ALT+F4
window akHa nparpambl
Switch to next window Alt+F6 MNepaxoa pa HactynHara | ALT+F6
within (modeless- HemMajanbHara akHa
compliant) application
Capture active window Alt+Prnt Scrn MNepamaAlIY3HHE BbIABbI ALT+PRNT SCRN
image to the Clipboard aKTblyHara akHa y 6ydep

abmeRy
Capture desktop image Prnt Scrn MNepamsAWwY3HHE BbIABbI PRNT SCRN
to the Clipboard npawoyHara ctana y

bydep abmeHy
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US command

US English

shortcut key

Belarusian command

Belarusian
shortcut key

Access Start button in Ctrl+Esc Joctyn pa kHonki CTRL+ESC
taskbar «[Tyck» Ha naHani
3aaHay
Display next child Ctrl+F6 BbiBag HacTynHara CTRL+F6
window JAayublHara akHa
Display next tabbed Ctrl+Tab Mepaxoa Aa HacTynHawm CTRL+TAB
pane Bobnacui 3 yknagkami
Launch Task Manager Ctrl+Shift+Esc 3anyck MeHeaxapa CTRL+SHIFT+ESC
and system initialization 3afaHHAY i
iHiLbISNI3aLbIA CICT3MBI
File menu
File New Ctrl+N «®ann», «CTBapbILb» CTRL+N
File Open Ctrl+O «@ann», «<AAKpbILb» CTRL+O
File Close Ctrl+F4 «®ann», «3aKpblLb» CTRL+F4
File Save Ctrl+S «Pann», «3axaBaLb» CTRL+S
File Save as F12 «®Dann», «3axaBallb AK» F12
File Print Preview Ctrl+F2 «@avn», «[parnag CTRL+F2
ApyKaBaHara»
File Print Ctrl+P «@ann», «Apyk» CTRL+P
File Exit Alt+F4 «®Pann», «Bbixag» ALT+F4
Edit menu
Edit Undo Ctrl+Z «PaparaBalib», CTRL+Z
«CkacaBaub»
Edit Repeat Ctrl+Y «P3paraBaLb», CTRL+Y
«[MayTapbiLb»
Edit Cut Ctrl+X «PaparaBalib», CTRL+X
«Bblpazayb»
Edit Copy Ctrl+C «PaparaBaLb», CTRL+C

«KanisBaub»
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US command S::rf:ugtl i;:y Belarusian command s::::::::iz:y

Edit Paste Ctrl+V «PaparaBaLib», CTRL+V
«YcTaBiub»

Edit Delete Ctrl+Backspace | «P3garaBaLb», CTRL+BACKSPACE
«Bblganiub»

Edit Select All Ctrl+A «P3paraBaLb», CTRL+A
«Bblnyybliupb yCcé»

Edit Find Ctrl+F «P3paraBaub», «3Hancui» | CTRL+F

Edit Replace Ctrl+H «P3paraBaLb», CTRL+H
«3aMsAHILb»

Edit Go To Ctrl+G «PaaaraBalib», CTRL+G
«[Mepancui»

Help menu
Help F1 [JaBeaka F1
Font format

Italic Ctrl+I Kypciy CTRL+I

Bold Ctrl+B ToycTbl CTRL+B

Underlined\Word Ctrl+U MagkpacniBaHHe/nagkps | CTRL+U

underline CniBaHHe Cioy

Large caps Ctrl+Shift+A Yce Banikia CTRL+SHIFT+A

Small caps Ctrl+Shift+K [ApobHbia BAniKisA CTRL+SHIFT+K

Paragraph format

Centered Ctrl+E Ma u3sHTPLI CTRL+E

Left aligned Ctrl+L MNa neBbIM Kpai CTRL+L

Right aligned Ctrl+R MNa npaBbIM Kpai CTRL+R

Justified Ctrl+) MNa 6akax CTRL+)J
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4.5.7 English pronunciation
General rules

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

Example Phonetics Comment
SecurlD [si'kjuar a1 di:]
.NET [dot net]
Windows Pronounce "Windows" the English way, "server" the
Server 2016 Belarusian way (cepep) and "2016" as Belarusian words
Office Online Pronounce as Belarusian words odic and aHnainH
. P h h
S el roduct names are pronounced the way they are
pronounced in the source language.

Acronyms and abbreviations

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

Example Phonetics

RADIUS [paaplyc]
RAS [pac]

ISA [ica]
MAPI [mani]
POP [mon]
URL [to ap 7]

Microsoft Belarusian Style Guide Page 42 of 44



Other abbreviations are pronounced letter by letter.

Example Phonetics

ICMP <aun-ci-am-ni>

IP <an-ni>

TCP/IP <Tbl-Ci-ni an-ni>

XML <3KC-3M-311>

HTML <314 Tbl 3M 31>

SQL <3C-K'H0-a/1>
URLS

"http://" should be omitted; the rest of the URL should be read entirely.
"www" should be pronounced as [Tpbl gabn-to].

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

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 Belarusian approved
translations.
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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.

© 2017 Microsoft Corporation. All rights reserved.

The example companies, organizations, products, domain names, email addresses, logos, people, places, and events
depicted herein are fictitious. No association with any real company, organization, product, domain name, email
address, logo, person, place, or event is intended or should be inferred.

Microsoft, list Microsoft trademarks used in your white paper alphabetically are either registered trademarks or
trademarks of Microsoft Corporation in the United States and/or other countries.

The names of actual companies and products mentioned herein may be the trademarks of their respective owners.
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