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Greek

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

Before you dive in:

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

1.1 Reference material

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



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

Normative references

The Greek Ministry of Education doesn't prescribe an official dictionary. Listed below are
two of the most popular and widely accepted dictionaries of modern Greek, which can
be used as main reference resources for Greek grammar and orthography.

Adhere to these normative references. When more than one solution is possible, consult
the other topics in this style guide for guidance.

1.

Ne&1k6 TNG KOWNG VEOEAANVIKNG, [VoTITOUTO NeogAANVIKWY XTtoudwv (1Spupa
MawvoAn Tplavta@uAAidn) tou AplototeAeiov Mavemiotnuiov OsooaAovikng 1998
Ae& ko6 Tng véag EAANVikAG YAwaoag, . Mrapmviwtn (Kévtpo Ag§ikoloyiag, 1998)
Muwkpn NeogAAnvikn MNpappatik, MavoAng A. Tplavta@uAAidng (Ekdoon
Aplototeleiov MNav/piov Oscoaiovikng 1975)

TuvtakTiko TG Néag EAAnvikng, O.E.A.B. (EkSoon O.E.A.B., 1993)

NeoeAAnvikn Mpappatikng TG AnpoTikig, Ivotitouto NeoeAnvikwy Zroudwv
(Ekdoon 2002, kUplog ouyypaeag: MavwAng Tplavta@uAAidng)

Informative references

These sources are meant to provide supplementary and background information.

ok wnNn =

10.
11.

12.

13.

14.
15.

Avaotactadn — Zupewvidn, Neoloyikog Aavelopog tng NeoeAANVIKAG (1994)

I. Toomavakng, NeogAAnvikn Mpappatikn (Agol Kuplakion - Eotia, 1994)

Xproto. XapaAaptmakng, NeoeAAnvikog Aoyog (Ne@éAn, 1992)

0£0dwpog Kaplng, Ta cwotd EAAnvika (PIAIMMNOTHL, 1991)

lwavva MNanalageipn, A&On otn xprion tng YAwooog pog (ZMIAH, 1993)

University of Chicago, The Chicago Manual of Style (The University of Chicago Press,
14th edition, 1993)

Nwpyog Agomtotng, AVOAUTIKO AeEIKO MANPOPOPIKAG Kt HAEKTPOVIKWY YTTOAOYLOTWY
(DATAPIME.I.E. 1992)

N. M. Avépewwtng, ETupoAroyikd NAegiko tng Kowvng NeogAAnvikng (A.MNM.0., 3n ekdoon,
1992)

TeyomouAog - Putpakng, Meiov EAAnviko Ae€ikd (TeyomouAog — Dutpdakng, 1997)
0£08. Bootavt{dyAov, AVTIAEEIKOV 1 OvopaoTikov Tng NeoeAAnvikng NMwaoong (1990)
D. N. Stavropoulos, Oxford Greek-English Learner’s Dictionary (Oxford University Press,
1992)

X. KAaipng - I'. Mmapmviwtng, MNpappatikr tng Néag EAANVikAG (EAANVIKA Tpdppoato,
2005)

D. N. Stavropoulos - A.S. Hornby, Oxford English-Greek Learner’s Dictionary (Oxford
University Press, 1992)

Abbreviations and Acronyms Dictionary,http://www.acronymfinder.com/

To kokkwvo BBAlapdakL Tou Kelpevoypagov, http://www.copywriters-redbook.gr/



http://www.acronymfinder.com/
http://www.copywriters-redbook.gr/

16. Ne&okomoby Neurolingo, http://www.neurolingo.gr/online tools/lexiscope.htm

17. IATE, European Terminology Database, http://iate.europa.eu

18. Europa, Interinstitutional Style Guide, List of countries, territories and
currencies, http://publications.europa.eu/code/en/en-500

2 Microsoft voice

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

Three principles form the foundation of our voice:

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

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

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

The Microsoft voice targets a broad set of users from technology professionals and
enthusiasts to casual computer users. Although content might be different for
different audiences, the principles of the Microsoft voice are the same. However, the
Microsoft voice also requires us to keep 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 the Microsoft voice should extend across Microsoft content for
all language locales. Each language has specific choices in style and tone that evoke the
Microsoft voice in that language.

2.1 Choices that reflect Microsoft voice

Translating into Greek in a way that reflects the Microsoft voice means the 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. However, being friendly doesn't
mean using overly colloquial language; always maintain a professional tone. To make


http://www.neurolingo.gr/online_tools/lexiscope.htm
http://iate.europa.eu/
http://publications.europa.eu/code/en/en-5000500.htm

your text relevant to the intended audience, use contemporary, up-to-date style and
terminology, close to what people actually say in everyday conversation, rather than the
formal, technical language that's often used in technical and commercial content.

The en-US writers sometimes push the envelope where appropriate:

e Beinformal

e Be friendly

e Talk like a real person and not a PC

o Talk directly to the user (use of "we")

e Use humor

e Use colloquialism or culture-specific phrases

When you're localizing source text written in the Microsoft voice, feel free to choose
wording that varies from standard translations, yet adhere to approved
terminology and stay true to the intent of the source text. Intent is the feeling that
the text is conveying to the user. Literally translating source text written in the Microsoft
voice may produce target text that isn't relevant to customers.

2.1.1 Flexibility

It's important for translators to modify or rewrite translated strings so that they are
appropriate and sound natural to Greek customers. To do so, try to understand the
whole intention of the sentences, paragraphs, and pages, and then rewrite just like
you're writing the content yourself. Sometimes, you need to remove unnecessary
content.

English example Greek example

Alopyavwote ouokeWeLg kGBe gidoug amd k&Be
TomoBeaia

MPAYHXTOTIONOTE SIOSIKTUAKEG ATOMLKEG
OUVQVTNOELG, EKTIAULSEVOTE ULt OUAd 1 PLAo&evhoTe
SladpaoTikad webinar pe €wg kat 1.000

Host meetings of all kinds from
anywhere

Virtually connect one-on-one, lead a
team training, or host an interactive
webinar for up to 1,000 attendees.

OUMMETEXOVTEG.
Share files, coauthor, and edit Kowotowote apxeia, kavte ouvtagn amo Kowou
content simultaneously. KOl TAUTOX POV ETEEEPYQTIT TIEPLEXOUEVOU.

Automatically save everyone's ATIOONKEVOTE UTOMATA TLG CAAYEG OAWV TWV




changes, ideate together in the XPNOTWV, aVTOANGETE 1OEEG OTNV EPAPHOYN
Whiteboard app, and more. Whiteboard kot TToOAA& GAAQ.

Collaborate with people outside your | XuvepyaoTeiTE PHE ATOUA EKTOG TOU OPYAVIOUOU OO
organization YuVOpIANOTE, ouvavTnOEiTe, CLUVTAETE OO KOWVOU
Chat, meet, coauthor docs, and use EYYPOAPA KOL XPNOLUOTIOOTE EQAPHUOYEG YL VO
apps to collaborate seamlessly with OUVEPYOOTEITE XWPIG TIPOPANMATA e EEWTEPLKOVG
external partners, removing obstacles | ouvepyAaTeq, KATAPYWVTAG T EUTTOSIA KO

and strengthening relationships. EVIOXVOVTOG TIG OXETELG.

Photo Fuse works best with photos To KOAGC PWTOYPAPLWV AELTOVPYEL KOAVTEPOL PE
that are similar. TIOPOUOLEG PWTOYPAPLEG.

2.1.2 Word choice

Terminology

Use approved terminology from Microsoft language resources where applicable,
for example for key terms, technical terms, and product names.

The approved Microsoft terminology has been established in the Greek market for many
years, and it's used in the manuals and instructions of many other manufacturers, in
technical publications, in magazines, and in websites. However, for certain terms in
everyday communication, the target audience is using simpler terms. In addition, a large
portion of the audience uses the English terms to express well-known concepts and
technologies. In fact, in some cases, the use of the English terms is dominant, and this is
something that has to be taken into account when you're trying to convey the traits of
the Microsoft voice in your translated text. Such terms can be adopted for the Microsoft
voice in Greek, in addition to the standard approved terms, for the text to sound casual
and less formal. See the list below for some examples of such terms.

en-US term ‘ Greek existing term Greek prefered term

PC HAekTpoVIKOG PC
UTIOAOYLOTNG

email MAVLUMO NAEKTPOVIKOU | e-mail or pvupa e-mail
Taxudpoueiov

Note: The Microsoft voice
term is used only in specific
products because this term is



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

very frequent and visible, and
using two different
translations within the same
product (for example, within
Windows) would cause major
and obvious inconsistencies.

product key

aPLOPOC - KAELSL

KAELOL TIpOiOVTOC

1{ole]le}Vareld
download Tpaypatomoww Anwn | koteBadw
Note: Only when used as
verb
upload TIPAYUATOTIOWW oaveBalw
QTIOOTOAN
Note: Only when used as
verb
ID QVOYVWPLOTLIKO ID or avayvwpLloTiko
site TomoBeaoia site or TomoBeaia
online He ovvdeon online or pe ouvdeon
offline EKTOG ouvdeanc or offline or ektd¢ ocVVdeoNG
Xwpig ovvdeon
voice mail PWVNTIKO Voicemail
Taxudpopeio
blog LOTOAOYLO Blog
sign in €loodog, eloepyxopal oLVOEDN, ouvSEoaL

sign out

€€0dog¢, e&epxopal

QTTOCVVSEDN, ATIOCUVOEO AL




Short word forms and everyday words

Writing US English text in the Microsoft voice means choosing the short, simple words
spoken in everyday conversations. In English, shorter words are generally friendlier and
less formal. Short words also save space on-screen and are easier to read quickly.
Precise, well-chosen words add clarity, but it's important to use the everyday words that
customers are accustomed to.

In Greek, short, everyday words are also used to convey the meaning in a concise and
direct way. People are often reluctant to read and understand long text, especially when
it contains obscure words. That's why the Microsoft voice in Greek uses simple and short

words to convey the meaning in an easy-to-understand way.

en-US source term Greek word Greek word usage

radio padlo Use as an equivalent of «padiopwvo»

camera KAUEP Use as an equivalent of «pwTtoypa@kni pnxavi»
window noapdBupo | Use as an equivalent of «mtapdaBupo StaAdyou»
if av Use as an equivalent of «gav»

might lowg Use as an equivalent of «evdexetaw»

do KAVW Use as an equivalent of «tpaypatomoww»

is being... yilveTtat Use as an equivalent of «mpaypatomoteitow
find Bplokw Use as an equivalent of «evtomiw»

search Yaxvw Use as an equivalent of «avalntw»
information otolxeia Use as an equivalent of «mAnpopopieg»

repair S16pBwan | Use as an equivalent of «emidiopBwaon»

TV TV Use as an equivalent of «tnAgdpaaon»

However, be careful with shortened English words such as "app" or "info" for which there is no
shorter Greek equivalent. For these words, the full form is used in Greek regardless of what
appears in the source («e@appoOyn» or «TANPOYPOPLES»).




2.1.3 Words and phrases to avoid

The Microsoft voice avoids an unnecessarily formal tone. In Greek, writing in the
Microsoft voice means choosing words and expressions that aren't old-fashioned, too
formal, or archaic. Such language can make the text sound unfriendly and sometimes
hard to understand.

The list below shows some word choices that are in keeping with the Microsoft voice:

en-US source Greek word to avoid Greek word/phrase
attempt QTIOTIELPX TpooTI&OEL
success eTiTEVEN gmTLYia
allow for TIOPEXEL TN SLVATOTNTA | ETILTPETIEL
in conjunction with | o€ ouvaptnon pe padi pe
furthermore ETUTIPOOOET emiong
following ETTAKOAOLVOO0C ETIOUEVOC
signin TIPAYHOTOTIOWW €(0080 | ouVSEOpAL
sign out TIpayHaTOTIOWW £€6060 | aTTOGUVSEOHAL

To write in the Microsoft voice in Greek, use brief phrases with simple syntax as much as
possible. Avoid any words or verbs that make the syntax unnecessarily complicated,
formal, or wordy. Try to ensure that the resulting translated phrase is brief, yet complete
and accurate and without any grammatical or syntactical problems.

Use the present tense.

In general, use the active voice, which emphasizes the person or thing doing the action.
It's more direct and personal than the passive voice, which can be confusing or sound
formal. It's OK to use the passive voice to avoid a wordy or awkward construction; when
the action rather than the doer is the focus of the sentence; when the subject is unknown;
and in error messages, when the user is the subject and might feel like they're being
blamed for the error if the active voice were used.



A good example is the use of relative pronouns to create relative clauses inside sentences.
Relative clauses are usually verbose, and they increase the complexity of a phrase.
Sometimes it's possible to avoid them, but not always. Avoid relative clauses if it's possible
to do so without affecting the meaning of the target text.

en-US source text

el-GR word/phrase

el-GR preferred

word/phrase

Specifies the action
that the server will take
when it encounters
different error types
during processing.

KaBopilel TnVv evépyela atnv
omoia pofaivel 0 SLOKOULOTAG
otav avtipeTwrilel Stdpopoug
TUTIOUG OPOAPATWY KOTA TN
Sldpkela Tng emegepyaoiog.

KaBopilel Tnv evépyeta Tou
Slokouloth otav

oV TIHETWTIICEL SLapopoug
TUTIOUG OPOAPATWY KATA TNV
enegepyaoia.

When you double-click
an icon, the program
starts.

Eav kavete SIMAG KAIK O€ éval
€lkovidLo, ekkIvel To oTolxeio
TIOU QVTITIPOCWTIEVEL

Av KaveTe SITTAG KALK O€ €V
€lkovidlo, avolyel To
QVTIOTOLXO TIPOY PO

Developers can go to
the application
management site to
find the apps they are
looking for.

OL TIPOYPOUUATIOTEG UTTOPOVV
va petofolv otnv TomoBesia
Slaxelplong epopuoywv yla va
EVTOTIIOOLV TIG EPAPHUOYEG TIG
omoieg avalnTouv.

OL TIPOYPOUUATIOTEG PTIOPOVV
va petofolv otnv TomoBeoia
Slaxelplong epappoywv ylo
va BPOuV TLG EQAPOYEG TIOU
Wdxvouv.

2.1.4 Word-for-word translation

To achieve a fluent translation, avoid word-for-word translation. If text is translated
literally without an overall understanding of the paragraph or page, the tone will sound
stiff and unnatural. The result may even sound ridiculous, which can drive away
customers. That's why it's crucial to check the source text in the live pages to avoid just
translating a list of strings without context. The text may be split into different sentences
if that helps to simplify the translated text. Sometimes you can omit descriptors to make

the text snappier.

English text

Correct el-GR translation

Incorrect el-GR translation

...are scheduled to run
during...

...£XOUV TIPOYPOUUATIOTEL VX

EKTEAEOTOVV KOTA...

...ElVOL TIPOYPAPHUATIOPEVD VO
TPEEOLV KATAL...




...is configured to run...

...OL TIAPAPETPOL EXOLV
puBuLoTEl WOTE Va
EKTEAEOTEL...

...l€ PUBULOUEVEG TIAPAUETPOUG
vo TpEEouv...

For surfing the web
with lightning
speed, try out...

Mo mepynon oto Web pe
ToXVTNTA EWTOG, SOKIUAOTE
TO...

Mo ogp@aplopa oto Web pe
TAXVTNTEG PWTOC, SOKIUAOTE
TO...

2.2 Sample Microsoft voice text
The following sections have examples of source and target phrases that illustrate the intent of

the Microsoft voice.

2.2.1 Focusing on the user action

To make choices and next steps obvious for the user, focus on the action that the user

needs to take.

US English

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

Greek target

O kwdkog poacfaang dev ival
owoTOG. AOKIHAoTE Eava. loxvel
Slakplon eCWwv-KEPOAiwV.

Explanation

The user has entered an
incorrect password, so provide
the user with a short and
friendly message that lets them
know that they need to try
again.

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

AUTO TO KAELSI TIpoidvTOCg Sev
Asttovpynoe. EAgyEte To Kt
SoklpdaTe Eava.

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

All ready to go

Elote €Tolpol va Eekvroete

A casual and short message
informs the user that setup has
completed and the system is
ready to be used.

Would you like to
continue?

O¢AeTE VO OLVEXIOETE;

The second-person pronoun
"you" is used 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.

AwoTE OTOV UTIOAOYLOTH 00
EVO OVOUQL, OTIOLO OVOUOL DEAETE.
Av BgAeTe vor oANGEETE TO
XPWUO POVTOV,
OTIEVEPYOTIOLNOTE TIG AVTIOETELG
OTLG puBpioELg uTtoAOYLOTH.

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

2.2.2 Explanatory text and providing support

US English

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

Greek target

Ot evnpepwoeLlqg
EYKATAOTABNKOV, OAAG YLO VOl
AELITOUPYNOOLV, TIPETIEL VO
EekvnoeL Eava n eykataotaon
Twv Windows. AQov &ekivnoel
Eava, Ba ouveyiooupe amo To
ONMELO IOV OTOUATATOE.

Explanation

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

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

AV KQVETE ETTAVEKKIVNON TWPQ,
£0¢l¢, KOl OTIoloL GAAOL
XPNOLUOTIOLOVV QUTOV TOV
UTTOAOYLOTH, UTIOPEL VOl XAOETE
gpyaoia ov dev £xeTe
aoONKeVOEL

The tone 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.

ApoV SlopBwoete OLOTNTEG TIOV
Sev elval €ykupeg N Agimtouy,
oUTO TO £YYPAPO HETAKLIVEITAL
QUTOPOTO 0TN owaoTh BBALOONAKN
KOl (PAKENO.

The text is informative and
clearly and directly tells the
user what will happen.

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

TuvePn KaTL aoxnuo! Aev
MTTOPOUVME VO EVTOTIIOOUE T
KoTEBaOopEVO apxeia yLo va
dnpovpyncovpe tn povada flash
USB pe duvatotnta ekkivnong.

Short, simple sentences
inform the user what has
happened.




2.2.3 Promoting a feature

US English

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

‘ Greek target

O KWwAIKOG HE XPNON EIKOVOG
elvat évag véog TpoTog
TIPOOTACLOG TOV UTIOAOYLOTN
00G TIov SLaBETEL 000V PN,
Eoeiq emiAéyeTe TNV elkOVO —KOL
TIG KIVAOELG TIOU XPNOLUOTIOLEITE
ME OUTH — Yyl VOl
SNHLoOVPYNOETE Evav KWOLKO
TPOoPaong Tov ival
QTTOKAELOTIKA SIKOC OOC.

Explanation

Promoting a specific
feature

To promote the picture
password feature, the
text lists the
requirements needed to
enable the feature. The
parenthetical statement
clarifies and emphasizes
the requirements.

Let apps give you

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

EmitpéPte oTIq EQOApPOYEG VO
00 TIPOCPEPOLV
EEUTOULKEVUEVO TIEPLEXOUEVO HUE
Baon tnv Tomobeaoia, To dGvoua,
TNV ELKOVO AOYQPLACHOU KOl
GAAEG TIANPOPOPLEG TOPED TOV
PC oac.

Promoting the use of
apps

Depending on the
context, commonly
used words (such as
"PC") can help make the
text sound familiar and
friendly.

2.2.4 Providing how-to guidelines

US English

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

Greek target

Mo Vo ETIIOTPEWPETE KAL VO
amoBnKeVLOETE TNV Epyacia oag,
TIATAOTE «AKUPO» KOL OAOKANPWOTE
O, TL XpetaleTal.

Explanation

The second-person
pronoun and short,
clear direction help
the user understand
what to do next.

To confirm your current
picture password, just watch
the replay and trace the

Mo va emPePAlIOETE TOV TPEXOVTA
KWOIKO HE XPNON EIKOVOG, ATAWG
TIOPOKOAOUBNOTE TNV avamapaywyn
Ko oxedlaote Ta mopadelypata

The tone is simple
and natural.

The user isn't
overloaded




example gestures shown on
your picture.

KWVAOEWV TIovL gp@avidovtal atnv
EIKOVO COLC.

with information; we
tell them only what
they need to know to
make a decision.

It's time to enter the product
key. Depending on how you
got your copy of Windows,
you'll need either a 25-
character product key or a
digital license to activate it.
When you connect to the
internet, we'll activate
Windows for you.

'HpBe n wpa va TANKTPOAOYATETE TO
KAELSL TTpoidVTOG. AvaAoya e ToV
TPOTIO LE TOV OTIOIO ATIOKTHOATE TO
avtiypago Twv Windows, Ba
XPELOOTE(TE €lTE Evav aplOUO-KAELST
TPOLOVTOG 25 XOPOKTAPWV ELTE pLa
Wnelokn adsla Xxprnong yla va To
evepyomolroete.Otav ouvdebeite oto
Internet, Ba evepyomolicoupe T
Windows yla €04,

The second-person
pronoun "you" and
direct, natural
language clearly tell
the user about the
product key.

3 Inclusive language

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

General guidelines

Comply with local language laws.

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

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



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

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

Don't use profane or derogatory terms.

Don’t use slang that could be considered cultural appropriation.

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

Use this Not this Use this Not this
English examples Target examples
primary/subordinate | master/slave | mpwTtedwWV/SeuTEPEVWV | KUPLOG/UTINPETNG
. demilitarized e OTOOTPATIWTIKOTIONEVN
erimeter network TIEPLUETPLKO SiKTLO ,
P zone (DMZ) REHESER Loovn
stop respondin han OTOOTE VG KPEUAEL/ KPATAPEL
presp 9 9 amokpivetal PER oSy
expert guru €L81KOG yKoupoU
guys; ladies
colleagues; . , . , .
and ouvadeA@oL, OAoL KUPLOL, KUPLEG KAl KUPLOL
everyone; all
gentlemen
mother or , , L ,
parent tather YOVEQG, YOVLIOG MNTEPA N TIATEPOG




3.1 Avoid gender bias
Use gender-neutral alternatives for common terms.

The general use of the masculine gender in Greek refers clearly to people of all genders
and it does not pose an issue. Where applicable though, try to rephrase by using the
plural form of nouns or passive voice instead of active.

The table below contains examples of gender-biased words or compounds that can be
rephrased in Greek and the alternative that should be used to promote gender-
inclusivity.

Use this Not this Comments

Target examples

Ta eyypagpa O mpoedpog StaPLBadet

Safipadovtal oTig T EYYPAPA OTLG If applicable, rephrase in passive voice
OPUOSLEG UTINPETLEG OPUOSLEG UTINPETIES

Ekmraudevtikol KaBnyntng - kaBnyntpwa | Use of an alternative, generic term

Use of an alternative, generic term

ADUERED [ClbpRpel | (NEERpIpiEs (cleaning staff vs. cleaning ladies)

Use of an alternative, generic term
Noookopa (Healthcare staff/worker/professional
VS. nurse)

NoonAeuTikO
TIPOCWTILKO

When presenting generalization, use plural noun forms (for example, atoua,
avOpwTot, portnTég, etc.).

Don't use gendered pronouns (auTn, ekgivng, auTog, ekgivou, Tou, TN, etc.) in
generic references. Instead:

e Rewrite to use the second person plural (courtesy form).

e Rewrite the sentence to have a plural noun and pronoun.

e Use articles instead of a pronoun (for example, Togyypao instead of Toéyypapdtou).
e Refer to a person's role (avayvwatng, epyalduevog, meAdtng, for example).

e Use drtopuo or avBpwmog.



Use this

Not this

Use this

Not this

English examples

Target examples

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

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

Ol TIPOYPOPUUATIOTEG
xpewalovtal mpooaon
o€ OLOKOMLOTEG OTA
TiepLBaAAovTta
T(POYPOUHUATIOUOV TOVG,
oAAG Sev xpetadovTal
TPOCPaan 0Toug
SlaKOULOTEG O0TO Azure.

‘Evog POy pOUUATIOTAG
xpewaletal poafoaon o
OlOKOULOTEG 0T
TiepLlBaAAovTa
TIPOYPOUHUATIONOV TOV,
OAAG Sev xpelaleTan
TPOCPaan 0Toug
SloKouLoTEG oTo Azure.

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

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

Mo vor KOAEDETE KATIOLO
ATOMO, ETUAEETE TO
OVOUO TOU OTOWOU Kall,
OTN OLVEXELD, ETUAEETE
"KAnon".

Mo vor KoOAEoeTE
KATIOLOV, ETIAEETE TO
OVOUA TOV KO, 0TN
OUVEXELD, ETIAEETE
"KAnon".

When you're writing about a real person, use the pronouns that the person

prefers, whether it's ekeivog, ekeivn, ekeivol, or another pronoun. It's OK to use gendered
pronouns (like awtog/ekeivog auTtri/ekeivn, Tou, and T™G) when you're writing about real
people who use those pronouns themselves.

Note: Gender-neutral language should be used in new products and content going
forward, but it's acceptable that we don't update all existing or legacy material.

3.2 Accessibility

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

Focus on people, not disabilities. Don't use words that imply pity, such
as gxewmAnyei or umopepetamno. The preferred option is not to mention a disability unless

it's relevant.




Use this Not this Use this Not this

English examples Target examples
person with a . XTOMO ME .
o handicapped ) avamnpo
disability capp avarmnpia VOTneos
person without a normal person; healthy | &dtopo xwplg KOVOVLIKO ATOMO, VYLEG
disability person avamnnpia ATOMO

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

Use this Not this \ Use this \ Not this

English examples Target examples

Select Click EmtAé€te | Kavte KAIK

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

Spell out words like ouv (or auuBoAoaguv) or mepimou. Screen readers can misread
text that uses special characters like the plus sign (+) or tilde (~).

4 a3 nguage-specific standards

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

4.1 Grammar, syntax, and orthographic standards

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

4.1.1 Abbreviations
Common abbreviations

In general, a word can be abbreviated in Greek in one of three ways:



The first one is to omit some characters from the middle of the word. Maintain the first
and last character and some characters from the middle of the word (usually
consonants).

Example:

(+) Ada (deomowida)
(+) Kog (kvprog)

The second way is to omit the last part of the word, but in this case, the abbreviation
should end in a consonant.

Example:

(+) op. (ap1BuOC)
(+) &nA. (dnAadn)

The third way is to omit some characters from the middle of the word and replace them
with a vertical.

Example:

(+) A/von (AevBuvon)
(+) Oga/vikn (@scoaAovikn)

The following table lists some common abbreviations used in Greek.

\ Acceptable abbreviation

QLWVOG (o (R

apLOUOG ap.

BAéTe BA.
YPoppapL YPaL, Yp.
&nAadn SnA.
deomowida Ada
Slevbuvon oenb., A/von




Word \ Acceptable abbreviation

Si1dakTopag Ap.
EKOTOOTO EK.
eupadov EMP.
KUPLOG, Kupia K.

Ko GAAQL K.Q.
KeAolou (BaBpot Beppokpaaiag) | KéAa.
KUPLOL I KUPLEC K.K.
Kiplog, Kupia Kog, Ka
KEPAAQLO Keeo.
Ko Tt Aot KTA., KATL
KUBLKOG KUP.
METPO T8
Ml MUA.
TopaPaAe TIPPA.
oeAida o€A.
onpeiwon onp.
TOMOG TOW.
TETPAYWVIKOG TETP.
TOVOL TOV.
VOTEPOYPAYPO Y.
XAL&Seg XA
XALOPETPO XH-




\ Acceptable abbreviation

TETPAYWVIKA HETPA T

KOl oUTW KoBeENC K.O.K.

Nonconventional abbreviations

Although abbreviated words should be avoided as a rule in Microsoft products, on rare
occasions they can't be avoided. In such cases, abbreviated forms are specified
(nonconventional abbreviations), especially when a word is too long and doesn't fit in
the space available. This is a common occurrence in dialog boxes. Use a
nonconventional abbreviation very carefully. The meaning of the abbreviated form must
be completely clear and unambiguous to users.

The following general guidelines apply:

e The number of characters remaining should not be less than three.
e Abbreviated forms have a period at the end, unless they are placed at the end of the
sentence.

Caution: The use of abbreviations in highly visible parts of the software interface should
be approved by the terminologist assigned by Microsoft.

Unlocalized abbreviations

Apart from abbreviations that derive from Greek words and that are written in the Greek
alphabet, there are abbreviated forms that are written in Latin characters because they
arise from international, standard terminology or common use. Most of the time, these
concern measurement units.

Unlocalized abbreviations should be maintained as they are, as long as there is no Greek
equivalent or if the unlocalized form is prevalent in the Greek setting (that is, when they
are used more widely than their localized equivalent).

Examples:

English full term Abbreviation

Megahertz MHz




English full term Abbreviation ‘

Milliliter ml
Kilobyte KB
Megabyte MB
Gigabyte GB

Plural number of abbreviations
Abbreviations don't change form when used in the plural.

Example:

(+) 1 xp. (1 XAOpeTPO)
(+) 10 xp. (10 xIA\LOpETPO)

Periods used in abbreviations

A period at the end of an abbreviated form can be omitted only in the following
situations:

e Inunlocalized abbreviations
e When the abbreviation is located before a period in a sentence or before ellipsis.

The rest of the time, abbreviated forms retain the period (if their type of abbreviation
requires one).

4.1.2 Acronyms

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

Acronyms are written in uppercase characters, aren't conjugated, and don't include
dashes or spaces but only periods. The following general rules apply.



Localized acronyms

If it's necessary to use the acronym's gender, use the gender belonging to the most
important component word of the acronym.

Example:

(+) H A.E.H. (H Anpooia Erixeipnon HAektplopov)
(+) H SQL (H yAwooa SQL)

All acronyms that aren't widely known should be written out in full the first time that
they appear in each chapter.

Certain acronyms are established in spoken language as names, and they should
maintain this attribute.

Example:
(+) Néwlep
Unlocalized acronyms

Most common acronym forms in Microsoft products are unlocalized acronyms, mainly
English ones. Contrary to the Greek language, acronyms are written with no periods
separating the characters that compose them. In Greek texts, these acronyms maintain
the form in which they display in English.

Make sure that unlocalized acronyms are reader-friendly. When unlocalized acronyms
appear in the text for the first time, the English words from which they derive as well as
their Greek translation should appear next to them in parentheses.

Example:
(+) OLE (Object Linking and Embedding, 20vdson kat Evowpdtwaon AVTIKELLEVWV)

If the English text contains the spelled-out term, that full text will be translated to Greek
and placed next to the acronym in parentheses the first time that the term appears in
the text.



English Greek example (+)

Color Management Module (CMM) (+) Aetrtoupykn povada Alaxeiplong
Xpwpatwv (Color Management Module,
CMM)

If the acronym and its spelled-out form are used concurrently in a section, in the Greek
translation, the acronym (which is usually maintained in English) should follow the
spelled-out form (which is usually translated), so that it would be easier to correlate the
two distinctive forms of the term. This should happen at every instance of the spelled-
out term inside the translated text.

English Greek example (+)

If you enable authentication you may | (+) E&v evepyomoioste Tov éAeyxX0
need to type a fully qualified domain TOUTOTNTAG UTTOPEL VO X PELXTTEL VO
name. ELOQYAYETE TO TIANPWG TIPOCSLOPLOUEVO
ovopa topéa (FQDN).

Some unlocalized acronyms are very common, so it isn't necessary to include their
translation in Greek.

Examples:

RAM (Random Access Memory)
OLE (Object Linking & Embedding)
DLL (Dynamic Link Library)

CPU (Central Processing Unit)

Acronym gender

If possible, the use of gender should be avoided with English acronyms, by adding a
descriptive word.

English Greek example (+)

Corrupted DLL (+) To apxeio DLL sival kateoTpappEvo

At least one IPX address used by this (+) TovAdyxloTtov piot SlevBuvon IPX tov
computer is not registered in the XPNOLUOTIOLEL AU TOG O UTTOAOYLOTNG SEV
MQIS. elval kataxwpnpevn otnv untnpecia MQIS.




English Greek example (+)

Use HTTP 3.0 (+) Xprion tov MpwTok6AAov HTTP 3.0

If it's necessary to use gender, choose the gender from the word that defines the
acronym:

Greek example (+) Comment

To UNIX To Asttoupytkd ovotnpa UNIX
H CPU H povada CPU
H HTML H yAwooa HTML

This rule also has exceptions. If a gender is already established for the acronym, the
prevailing form should be used. Often, the neutral gender is attributed to acronyms.

If you're not sure which gender to use or if you have a new, unlocalized acronym, work
with the terminologist assigned by Microsoft to identify the appropriate gender.

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

Adjectives agree with nouns in gender, case, and number. Therefore, each adjective has
a threefold declension paradigm for the three genders. Adjectives show agreement both
when they are used as attributes and when they are used as predicates. The vast
majority of adjectives take forms in -o¢ in the masculine, -o in the neuter, and either -n,
-, or-wa in the feminine. There are some other, minor groups and subclasses. Adjectives
agree with the noun in terms of its abstract gender, not in terms of the shapes of the
actual endings; those depend on the individual declension class of both the noun and
the adjective. This means that the concrete endings that occur in any pair of noun and
adjective may be quite different from each other, depending on the classes involved.

Adjectives’ accent

The adjectives’ accent doesn't move in the genitive case.



Greek example (+) Greek example (-)
(+) TwV SLaPopwv TUHTTIWV (-) Twv SLaAPOPWV TUTIWV UNVUPATWY
MNVUUATWV
(+) TOUL TIPOTUTIOVL EYYPAPOU (-) Tou MPOTUTIOV £YYPAPOV

Exception: Note, however, that the adjective's accent can move down in the genitive
case if the adjective is used as a noun.

Greek example (+) Greek example (-)
(+) TO eminMeSO TWV EKTALSEVOUEVWV (-) TO emimedO TWV EKTASEVOPEVWV
(+) TO AVAYVWPLOTIKO TOV TIPOTUTIOV () TO AVAYVWPLOTIKO TOL TIPOTUTIOV

Possessive adjectives

Possessives are used frequently in the English language. However, in Greek, possessive
adjectives should be avoided. Use the definite article instead of the possessive pronoun.

When the subject is formed by a noun and an adjective and it's necessary to use a
possessive adjective, don't split the adjective and the noun. Instead, use the possessive
after the noun.

Greek example of (+) Greek example (-)
(+) Na TNV aoPaAela Twv (-) Tl TNV 0oPAAELX TWV TIPOCWTILKWVY GAG
TIPOCWTILKWVY SESOUEVWV TOG dedopEvwv
(+) N TNV aoPAAELX TWV (-) T TNV AOEAAELX TWV GNUAVTIKWY 00G
ONMOVTIKWY TIANPOYOPLWY COG TIANPOYOPLWV
4.1.4 Articles

There are two articles in Greek, the definite and the indefinite. They are both inflected by
gender and case, and the definite article is also inflected for number. The article agrees
with the noun it modifies.



The final -v

Final «v» is always maintained in the definite masculine article Tov, the numerical and
indefinite article évav, the personal pronouns autov and Tov, and in the particle cav
(OMOLWUATLKO).

The article Tnv and personal pronouns avtiv and Tnv drop their final “v” when the
following word starts with one of the following continuants: B, y, 6, {, 6, A, W, v, p, 0, @, X

Example:

You can't assign a group as a site owner or secondary contact. Try again, and specify an
individual user account.

(+) Agv givaw SuvaTto va oploeTe pa opada wg KAToxo Tomobeaiog N

devutepevovoa ema@n. MNpoomaBdnote Eava kat kabopiote évav

MEUOVWHIEVO AOYQPLACHO XPNOTN.

The mail folder couldn't be opened. If another application is using this folder, close it on
the other application and try again.

(+) Agv ATav duvatd To Avolypa Tou PakEAoV aAAnAoypapiag. Edv autog o

(PAKEAOG XPNOLLOTIOLEITAL ATIO KATIOLX GAAN EQAPHOYN, KAELOTE TOV OTNV

OAAN epappoyn Kat Ttpoomtabnote ava.

Let's make today just as productive. Plan your day.
(+) Ag kavoupe T onpepvn NuEpa e&ioou Ttapaywytkn. MpoypappatioTse TRV NUEPQ
00,

As a convention, in Microsoft products, the final «v» is always maintained in the words
8gv and pnv, even in situations where it would normally be dropped.

Example:

If you aren't aware that your document contains linked objects or files, use caution when
updating the document.

(+) Eav 8&v yvwpilete OTL TO £yypaPod oaq TEPLEXEL OLUVEESEPEVO QVTIKEIHEVD 1] ap)EiQ,
VO EL0TE TIPOCEKTIKOL OTAV EVNUEPWVETE TO EYYPAPO.

Unlocalized feature names

Microsoft product names and feature names that aren't translated are used without
definite or indefinite articles in the English language. In the Greek language, however,



the definite article is usually used before product names and nontranslated feature
names.

English source Greek example (+) Greek example (-)
Explore Microsoft 365 (+) E€gpeuvnote TO (-) E&epevvnote Microsoft
Microsoft 365 365
Microsoft Excel is a powerful | (+) To Microsoft Excel eivat (-) Microsoft Excel sivat
program V0l LOXVPO TPOYPAUHA éva Lloxupd TIPOYPOpA

Most English product and feature names are preceded by the neuter article, but there
are some exceptions.

Localized feature names

Feature names (and even product names on rare occasions) may be localized. In this
case, use the article that matches the gender of the localized name.

English source Greek example (+) Greek example (-)
Open File Explorer (+) Avoi&te tnVv (-) Avoiéte TO
E€epevvnon apxeiwv «E&epevvnaon apxeiwv»

Articles for terms borrowed from English

When you encounter an English loanword that has been used in Microsoft products
before, consider the following options:

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

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

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

To avoid inconsistencies, always consult Microsoft Terminology - Globalization |
Microsoft Learn to confirm the use of a new loanword and the appropriate article to use
with it. The internet may also be a helpful reference here.



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

English source Greek example (+) Greek example (-)

An external modem was (+) Bp€Onke éva eEwtepikd (-) Bp€bnke évag eEwTtepikog
found. MOVTEW. MOVTEM.

4.1.5 Capitalization

Capitalization rules in Greek and English aren't the same. The following table lists some
of most common differences between Greek and English regarding the capitalization of
words:

Element Initial capital Greek example
English Greek

Nouns that denote residents | Yes Yes (+) OU'EAANveG eival

of a country Eupwmaiot

Adjectives that arise from Yes No (+) Ot EAANVIKEG

country names YPOMPHUATOOELPEG elval SVO
TUTTWV.

Language names Yes Yes (+) NeprapPavetal To
gyXeLpiOlo ota AyyAka.

Days and months Yes Yes (+) To mtpoidv Ba
KUKAO(POPNOEL TNV
Tetaptn 1n PePpovapiov.

The following paragraphs cover some additional rules and guidelines regarding
capitalization in Microsoft products, in both the software itself and support materials.

Software elements

In all elements of menus and dialog boxes (such as buttons and options), only the first
letter of the first word is capitalized in Greek.

Element English

Menu command Page Layout... (+) Aldtogn oeAidag...




Element ‘ English Greek

Button in a dialog box Details... (+) AEMTTOWEPELEG...

Option button (radio button) Multiple random

in a dialog box colors (+) MoAAG Tuxaia XpwhaTa

(+) Mpooappoyn ypauung

Dialog box title Customize Toolbar ,
EPYOAELWV

Advanced Program | (+) PuBpioelg mpoypappatog ylo

Dialeg box title Settings TIPOXWPNUEVOUG

Menu element Display Settings (+) PuBpioelg 086vng

In English, Ul strings often capitalize the first letter of each word. In Greek, this policy is
limited to terms that are considered application names or software elements.

Element English Greek

Application name in a

dialog box itle Device Manager (+) Alaxeiplon Zuokevwv

Application name in a

dialog box title Copy to Clipboard (+) Avtiypapn oto Mpdxelpo

(button)

Application name in a . : :

menu command Help Topics (+) O¢pata otn BonBela

Application name in a Find Setup Wizard (+) Odnyog eykataotaong Tng Eupeong

dialog box title

Disable Plug and Play (+) Xwplig Suvatotnta TomoBETnong Kat
for this printer on this Apeong Aeltoupylag TOV EKTUTIWTH O€
computer. oUTOV TOV UTIOAOYLOTH.

Application name in a
dialog box element

Outlook Deleted Item (+) Eméktaion PoypApHATOG-TIEAKTN
Recovery Client Outlook ytat avékTnon StaypappeEvwy
Extension oToLXElwv

Element title that isn't
capitalized in Greek

When software elements are referred to in documentation, use the same capitalization
that's used in the software user interface.



Example from documentation:

(+) Avoi&te To ¢yypawo.

(+) Ao T0 pevou Apxeio emileéte ATtoOnkevon we...
(+) Kavte kAik oTo koupTti «<ETAoyég».

Example from Help:

(+) EmAé€Te TNV evtoAn Anpovpyia amo to pevouy Apxeio.
(+) EtiAé€Te TOV 08nyd oL BEAETE KOl KATOTILY TO KoupTt "OK."

Headings, titles, and captions

In headings, captions, and image titles, capitalize only the first letter of the first word
and any other terms that require capitalization, as shown above.

Examples:

(+) MwéAro popotoinong (icon caption)
(-) Mwvéro MopgoToinong

Lists with bullets and numbering

In bulleted and numbered lists, each item in the list starts with a capital letter.
Example:

(+) NeploodTepeg MANpoopieg pmopeite va Ppeite ota akdAouBa KePAAaLaL:
210 KEQAAaLO 6 eme€nyeital aVOAUTIKA O TPOTIOG SNULOVPYIOG TUTIOTIONEVWV

ETILOTOAWV.
2T0 KEQPAAQLO 7 TIEPLYPAPETAL O TPOTIOG SNILOVPYILOG ETIKETWY aAANAoypa@iag.

Phrases included in lists (such as chapters, sections, products, or system requirements)
that are neither sentences nor sentence fragments, start with a capital letter.

Example:

(+) Avolypa evog amoBnkeupevou eyypagou 57
Mo va avolgete va amoBnkeupevo eyypago 57
Mo va avolEeTe Eva £yypapo IOV EXETE AVOIEEL TTOAD TTpOoPaTa 58
Mo vae avol&ete TTOAG eyypapa TauToxpova 60



Commands and keywords

In references to programming language commands, use the same capitalization in the
Greek text that's used in English. This guideline also applies to all nonlocalizable
keywords and special terminology.

Examples:

(+) H evtoAn GetWindowsDirectory

(+) H xprion tng ouvaptnong EXACT

(+) Xto mAaiolo Tov gppavifetal TAnKTpoAoynote d:\setup Kol KATOTILV TIATAOTE TO
TANKTPO ENTER.

4.1.6 Compounds

Generally, compounds should be understandable and clear to the user. Avoid overly
long or complex compounds. Keep in mind that compounds that are hard to understand
diminish usability.

A group of two nouns separated by a dash doesn't form a compound. Each noun in the
group should follow declination rules separately.

Example:
(+) N\€EN-KkAeLSL

(+) Eppdvion AéEng-kAetSlon
(+) Ene€epyaoia Aeewv-kAeldLwv

4.1.7 Conjunctions

Writing in the Microsoft voice in English uses conjunctions to make the text sound
friendly and conversational. Starting a sentence with a conjunction can help to convey
an informal tone and style.

Similarly, in Greek, conjunctions and adverbs can be used to convey the informal and
enthusiastic tone of the Microsoft voice.



en-US source text

el-GR old use of conjunctions

el-GR new use of

conjunctions

While your computer
is being updated, you
can keep working.

Mrmopeite va ouvexioste va
epyaleate eVw
TIPOAYHOTOTIOLE(TOL
avafBaBuion Tou
UTIOAOYLOTH OO,

Evw yivetat avafaduion tou
UTIOAOYLOTH 00, £0€lG
MTTIOpPEiTE VO ouvexioeTe va
epyaleate.

While the document is
open, it isn't possible
to create a copy.

Aev gival Suvatni n
dnuovpyia avtypapov,
EVW €lval aVOLKTO TO

EYYPOPO.

Evw givat avolktod to
EYYpPaQo, Sev Umopeite va
SnuLovpyNoETE aVTiypa@o.

While data are saved
on storage, it isn't
possible to add a new
reader.

Aev gival Suvatn n
TIPOCONKN VEOU AVAYVWOTN,
000 amobnkevovTal
dedopeva 0ToV XWPo
amoBnkeuong.

‘Ogo amobnkevovTal
dedopeva 0TOV XWPOo
amoBnkeuong, dev eival
SuvaTo Va TIPOCOETETE VEO
oavayvwaoTtn.

Before printing, enter
envelopes in the tray.

Eloayayete pakeAoug otnVv
KOOETA TPOPOSOCiag TOL
EKTUTIWTN, TIPWV VA
EKTUTIWOETE.

Mpv va ekTuTtwoeTe, BAATE
(POKEAOVG OTNV KAOETA
TPOPOSOCIaG TOU EKTUTIWTH.

Since you modified
the text and not the
spelling error,
AutoCorrect and
Select all options
aren't available.

Ot el oyeg «AuTOpaTN
A6pBwon» kat «Emidoyn
OAwvV» dev gival dloBeatpleg,
ETELON TPOTIOTIOLCATE TO
KElMUEVO Kal OXL TO
opBoypaPikd GPEAL.

Emedn aAAad&ate 1o Kelpevo
KoL OxL To opBoypa@ko
OQAAUQ, OL ETIAOYEG
«Autopatn Alopbwoaon» Kat
«ETiiAoyn 0Awv» dev eival
SloBEatpec.

4.1.8 Contractions

Writing in the Microsoft voice in English uses conjunctions to make the text sound
friendly and conversational.

In Greek, contractions, synaeresis, and aphaeresis are used to present the casual and
friendly tone of the Microsoft voice. However, because these forms of contraction and




elision aren't typically used in Greek in business, technical, and scientific
communications, they shouldn't be used extensively, but rather limited to some key
phrases. If they're used extensively, contractions can make the tone sound too informal
or unprofessional.

en-US source text el-GR long form el-GR contracted form
even if OKOMA KL EQV OKOMA KL OV
The changes you have AmoBnkevovTal ot oAAayég | AtoBnkevovTal oL CANYEG
made are being saved. TIOU £XETE KAVEL TIOV 'XETE KAVEL
You must start from the Mpémel va EEKIVNOETE aTTO Mpémet va EeKivrosTe
beginning ™V 0pxn ot TNV aPXA
It's the parameter that Eivow n mapdpetpog n omoia | Eival n mapdipetpog mov
goes into a command to | mepvdel o€ EVTOAA i TIEPVA OE EVTOAN YL
run EKTEAEDN EKTEAEDN

4.1.9 Gender

In Greek, there are three grammatical genders: masculine, feminine, and neuter.
Determining the gender can be a challenge when the referred noun is a foreign word (as
in the case of unlocalized words or product or feature names), an acronym or
abbreviation, or when an English adjective is used that can refer to both masculine and
feminine genders. In such cases, convention or common usage determines which
gender is used in Greek.

Unlocalized words

As a general rule, unlocalized words take the neutral gender.
Example:

(+) To Internet

(+) Ta bit
(+) Ta pixel



Product names

Product name gender should be specified by Microsoft Hellas in collaboration with the
terminologist assigned by Microsoft. In general, apply the rules mentioned in Acronyms,
in the "Unlocalized acronyms" section.

Here are some general guidelines that may help you determine which gender to use for
product, application, and feature names:

e Server applications are usually rendered using the masculine gender.

e Programming languages are usually rendered using the feminine gender.

e Games are generally rendered using the neuter gender.

e Names ending in -er such as "Manager" or "Publisher" are usually rendered using the
masculine gender.

e "Encarta" and "Access" are rendered using the feminine gender.

However, note that the above guidelines aren't strict or exhaustive. Exceptions can occur
based on usage, context, or marketing preferences.

Examples:

(+) To Microsoft Edge
(+) O Exchange Server
(+) To Exchange
(+) To Outlook
(+) To Word
(+) To PowerPoint
(+) H Access
(+) To Office
(+) Ta Windows

(+) O Publisher

(+) O Team Manager
(+) To Project

(+) To Dynamics 365

Adjectives

In Greek, for entries that are adjectives and can appear under both feminine and
masculine, it's preferable to keep only the masculine form. This is a convention adopted
for the sake of brevity and is also based on common usage in similar situations.



English source

(appearing as a status

Greek example (+)

Greek example (-)

indication)
Online Yuvdedepévog Tuvdedepévog(n)
Available AwaBgaipog AwBgarpog(n)
Busy ATtaloXOANEVOG AmtaoyoAnpevog(n)

Note: For information on adopting gender neutrality on Microsoft products, see Avoid

gender bias.

4.1.10 Genitive

The genitive case, in singular or plural, often poses problems in terms of form and
meaning. It can result in words that sound strange or wrong. For instance, «oL Aioteg —

TWV ALOTWV».

The genitive can also impede understanding, especially when numerous genitive forms
exist in the same sentence, adjacent to one another. This is very common in the original
English text, causing serious translation issues.

Because nouns are widely used for command names, the genitive case must often be
used in both documentation and the software user interface. However, avoid using more
than two adjacent genitive forms in one phrase. This means that the genitive case
should often be replaced by the nominative or causative case, using the appropriate

alternative wording.

English source

Greek example (+)

Greek example (-)

The Setup program
permits the installation of
special chart fonts.

(+) To mpoypappa
EYKATAOTOONG OOC
ETILTPETIEL VA
EYKOTOOTIOETE ELOIKEG
YPOUUATOOELPEG YL
ypagnuata.

(-) To mpoypappa
Eykatdotaong oog
ETIITPETIEL TNV
EYKOTAOTOON ELOIKWV
YPOUUATOOELPWV
YPOPNUATWV.




English source Greek example (+) Greek example (-)

Drop-down form field (+) Emhoyég mediov (-) Emloyég ediov

options (POPUAG: AVATITUCTOUEVO POPUAG AVATITUCCOUEVOU
TAaiolo TAaLaiou

Configure PrintServer (+) Napdpetpot (-) MapdapeTpol

Device Defaults TIPOETUAOYWV YL& TN TIPOETUAOYWV GUOKEVNG
OUOKELN ALOKOULOTH Alakoplotn Ektunwogwv
Exktunwoswv

4.1.11 Localizing colloquialism, idioms, and metaphors

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

For Greek, the first option is to replace the colloquialism in the source text with a Greek
colloquialism that has the same meaning in that particular context. However, because
Greek products also ship to Cyprus, keep in mind that a Greek colloquialism may not be
appropriate for Cyprus.

In case there isn't an appropriate equivalent colloquialism for Greek, you may translate
the intended meaning of the colloquialism in the source text (as opposed to literally
translating the colloquialism in the source text).

Always remember that efforts to be funny or overly creative can result in
unprofessionally colloquial text.

4.1.12 Nouns

Nouns are widely used in the localization of Microsoft products into the Greek language.
Often nouns replace the verbs that are used in the English source text.

Plural number

When the optional plural is represented by the letter "s" between parentheses—for
example, file(s)—we recommend that you use only the plural form of the noun to
facilitate readability.




English source

Import component(s) that
are already registered

Greek example (+)

(+) Eloaywyn otoixeiwv
oV eivat Nén
KOTOX WPNHEVT

Greek example (-)

(-) Etoaywyn
otolxetov(wv) Tou gival
AéN Kataxwpnuevo(o)

If it seems like it's necessary to refer to a singular number, the issue can be treated as
shown in the following example.

English source

Microsoft warrants that
a) the SOFTWARE will
perform substantially in
accordance with the
accompanying Product
Manual(s) for a period of

Greek example (+)

(+) H Microsoft eyyvdtat
oTL () To AOTIZMIKO Bax
AELITOUPYEL OLOLACTIKA
oVPPWVa Pe Ta Eyxelpidia
MpoiovTog Tov To
ouvvodevovuy (1) To

Greek example (-)

(-) H Microsoft eyyvatat 0Tt
(o) To AOTIZMIKO Bax
AELTOVPYEL OLOLAOTIKA
OVPPWVA PE TO(TA)
Eyxetpidlo(a) Mpoidvtog
TIOU TO OUVOSEVEL(OLV), YL

90 days from the date of | Eyxepidio MNpoidvtog mov | mepiodo evevrvta (90)
receipt TO OouVOoOEVEL), yla TIEPIOSO | NUEPWV ATIO TNV
gvevnvta (90) npepwv amod | nueEpopnvia TIapoAafng
TNV NUEPOUNVIa
napaiafng
Inflection

The Greek nominal system displays inflection for two numbers (singular and plural),
three genders (masculine, feminine, and neuter), and four cases (nominative, genitive,
accusative, and vocative). Refer to the normative references for proper inflection rules.

Plural formation

Plural formation rules are different for masculine, feminine, and neuter nouns. Refer to
the normative references for proper plural formation.




4.1.13 Numbers

This topic includes guidelines for when to use a numeral (the
symbol that represents a number, for example, 7, 2, 3, and 234) and when to spell out a
number (for example, one, two, three, and two hundred thirty-four).

In Greek, we usually write numbers below 10 as words, not in digits (for example, €va,
dvo, Tpia).

Numbers above 10 are usually written in digits. However, this isn't a strict rule; the use
of words instead of digits depends on the context.

Exceptions:

o Write digits when referring to pages, chapters, figures, and other document elements
that are numbered sequentially.

Example: chapter 9; page 3; figure 1; table 4;
e Use digits to refer to numbers that are displayed as digits on screen.
Example: line 8; column 5;

e Use digits to refer to units of measurement and time, percentages, street numbers,
distances, and similar figures.

Example: 3,5 ivtoeg; 360 kB; ATto Tig 16:00 swg tig 18:30; 12%; 127 AW,

Usually, it's OK to just follow the style used in the source text.

4.1.14 Prepositions and adverbs

Be careful to use prepositions correctly in the translated text. Many translators,
influenced by the English source text, omit them or change the word order.

In Greek, prepositions normally require the accusative case: ané (from), yix (for), pe
(with), uetd (after), ywpic (without), wg (as), and oe (to, in, or at). The preposition o,
when followed by a definite article, fuses with it into forms like oto (o€ + T0) and otn (o€
+ 1Tn). Although there are only a few simple prepositions native to Demotic Greek, the
two most basic prepositions gg and amé can enter into a large number of combinations



with preceding adverbs to form new compound prepositions—for example, mdvw oe
(on), katw oo (underneath), and mAdt o< (beside).

US English expression

Greek expression

Comment

with respect to

apopa

Avoid structure «apopd ge»

Errors in the use of adverbs and adverbial prepositions are frequent in Greek. A list of

the most common mistakes and how to avoid them is included below.

TtIoV and TTw¢

The interrogative words «moU» and «mtw¢» should always be accented. However, when
the same words are used as relative pronouns they shouldn't have an accent.

English

Greek example (+)

Comment

Are you sure you want to
delete this file?

(+) Elote BEPaiol mwg BAeTE Var
Slaypaete auTod TO APXELo;

Used as
subordinating
conjunction

You can add synchronization
tasks to your schedule and

remove or edit existing ones.

(+) Mmopeite va tpooBEaeTe epyaaieg
OUYXPOVLOUOU OTO XPOVOSIAYPOUUA
00G KOL VO LPOALPETETE N VO
ene€epyaoTElTE KATIOLEG TTOV SN
UTIAXPXOLV.

Used as a
relative pronoun

Documented examples that

show you how to create and
customize Microsoft Access

databases, and ready-to-use
applications.

(+) TEKUNPLWHEVA TIAPASELY LT TIOV
00G Selxvouv mMwGg va dnpovpyeite Kat
va Ttpooappolete Baoelg Sedopevwv
™n¢ Microsoft Access, kaBw¢ Kat
EPAPHOYEG ETOLUEG TIPOG XPNON.

Used as a modal
adverb

A dialog box will appear,

asking where to save the file.

(+) Oa eppavioTel eva apdBupo
SloAdyou To omoio Ba caG pWTA TTOV
TIPETIEL VO aTtoBNnKeVTEL TO apxeio.

Used as an
adverb of place

How does this computer
currently connect to a
network?

(+) Nwg ouvdeeTal aUTAV TN OTLYUA O
UTIOAOYLOTNG O€ €va SikTLO;

Used as a modal
adverb

Where are the files and
settings?

(+) MoV sival Ta apxeia kat ot
pubuioelg

Used as an
adverb of place




oav and wg

Use phrases that include the adverbs «wg» and «oawv» carefully. First, use them only
when necessary. Also, a clear distinction should be made between «oav», which
introduces a comparison (or simile), and the word «w¢». The grammatical case of the
modifier that follows these words should match the case of the referred or inferred
noun (or pronoun).

Greek example (+) Greek example (-)
(+) OpLOPOG TOU EKTUTIWTH WG (-) OpLOUOG TOV EKTUTIWTA TGOV
TIPOETUAEY LEVOL TIPOETUAEY LEVOU
(+) POpTWON MTPOTUTIOL WG KABOAIKOU (-) POpTWON TIPOTUTIOL WC KABOAIKO
(+) PavtaoTteite TNV 066vNn Twv Windows (-) PavtaoTteite TNV 066vNn Twv Windows w¢
GOV TNV ETILPAVELX TOV YPaPEiOV 0aG. TNV EMPAVELX TOV YPAPELIOV 0AG.
w¢ and £éwg

Although the words «w¢» and «€wg» are often used interchangeably in speech, a
distinction should be made when they're used in software or documentation. The
preposition «€wg» is used when we want to define a time interval or a size interval.

Greek example (+) Greek example (-)

(+) Mmopeite va TTANKTPOAOYNOETE UL TLUNA (-) Mmopeite va TANKTPOAOYNOETE UL TLUA
amo 0 éwg 256. amo 0 we 256

(+) TeAevtaia amoBnkevon: Ato: XX/XX/XX (-) TeAevtaia amoBnkevon: Atto: XX/XX/XX

‘Ewg: YY/YY/YY Q¢ YY/YY/YY

(+) Kpatnote 10 KAAVPPA AVOLXTO KATA (-) Kpatnote 10 KEAVPPO AVOLXTO KATA

SeKTIEVTE €WE TPLAVTA EKATOOTA... OEKATIEVTE WC TPLAVTA EKATOOTA...
omwg

Nouns in subordinate clauses introduced with the adverb "6émwg" should agree in case
and number with the nouns that they help to define. If the defining noun is in the
accusative case, the nouns in the subordinate clause should be in accusative, too,
because the same verb is implied and they function as "objects" of that verb.



For example: H Microsoft mpoa@pepel Siapopa TPOYPAUUATA, OTIWG (TIPOCYPEPEL) T
Windows, to Edge, To Outlook.

It's possible to include the nouns in the subordinate clause in nominative case, but only

when the verb "eival” is interjected after "omwg."

For example: H Microsoft mpoo@pepel SLapopa TPOYPAUUATA, OTIWG ElVal TA
Windows, to Edge, To Outlook.

English

You can configure the
settings for the wiki page
library, such as
permissions, page
history, and incoming
links, from the Page tab
on the ribbon.

Greek example (+)

(+) Mmopeite va puBpioete Tig
TIXPAUETPOUG YL TN
BLBAL0BNKN oeAidwv wiki, OTIWG
T SIKALWHATA, TO LOTOPLKO
oeAOOG KA TG ELOEPYOMEVEG
OLVOETELC OTIO TNV KAPTEAX
YeAida otnv Kopdéia.

Greek example (-)

(-) Mmopeite va puBpioete Tig
TIOXPOAUETPOVG YL TN
BLBAL0ONKN ceAidwv wiki, OTIWG
Ta SIKALWHATO, TO LOTOPLKO
OeAIdOG KO OL ELOEPXOUEVEG
OLVOEDELC OTIO TNV KAPTEAX
YeAida otnv Kop&éAa.

antAd and artAwg

The two adverbs "oamA&" and "amAwg" mean different things and shouldn't be used

interchangeably. The adverb "amA&" means "simply" or "in a simple way," while "amAwd'

is a synonym of "povo" (“only").

Greek example (+)

(+) Mmopeite va dSnpovpynoeTe amAd eva
VEO EYYPOUPO, ETIAEYOVTOG TO KOUWTIL...
ATIAWG TTANKTPOAOYNOTE TO OVOUA TOU

apxetov.

apxelov.

Greek example (-)

(-) Mmopeite va dnpovpynoeTe amAwg Eva
VEO £YYPOUPO ETUAEYOVTOG TO KOUUTIL...
ATIAG TIANKTPOAOYNOTE TO OVOUX TOV

apeca and apéocwg

"queoa” is the opposite of "éppeca” and a synonym to "amevBeiag." The adverb
"apéowc” usually has a temporal meaning.

Greek example (+)

Greek example (-)

(+) MOAG avoiete eva veEo Eyypago,
MTTOPEITE OpECWG VO apXIoETE TNV Eloaywyn

(-) MOAg avoiete Eva veEo yypago,
UTIOPEITE AUETT VO OPXIOETE TNV ELCOyWYN




Greek example (+) Greek example (-)

TWV S£80UEVWV 0OG,. Twv SedopEVWVY 0aG.
Mrmopeite va emegepyaoTeite aueca TNV Mmopeite va emeEepyqOTELTE AUETWG TNV
ELKOVAL. ELKOVQL.

TéAewx and TeEAElwG

"teAela” means "perfect” ("pe teAelotnTa”). The adverb "teAeiwg” means "totally”

("evteEAwC").

Greek example (+) Greek example (-)
(+) ETol TO TTAATOG TNG EIKOVOC (-) 'ETol TO TAATOG TNG EIKOVOG
TIPOOOPUOLETAL TEAELX OTO TIAATOG TNG TIPOOOPUOLETAL TEAEIWG OTO TIAXTOG TNG
osAlbac. osAlbac.

TP and peT&

The adverb "mpw", when used without a verb, is always followed by the preposition

"amo." However, the adverb "peta” shouldn't be followed by the preposition "amo."

Greek example (+) Greek example (-)

(+) TomtoBetrote TO Spopéa TPV amd T AéEn | (-) TomoBetrote To Spopéa tptv TN Aéén
Tov BéAete va Slaypaete Tov BéAeTe va Slaypaete.

(+) To apxelo Oa sloaxOet petd TNV Tpgxovoa | (-) To apxeio Ba eloaxBel petd amo tnv
B¢on tou Spopéa. TpEXOVOQ BEan Tou Spopea.

4.1.15 Pronouns

Pronouns are used much more frequently in English than they are in Greek. Be careful
not to overuse pronouns in Greek—this can result in confusing or ambiguous text.
Sometimes it's better to repeat words in a sentence than to use pronouns.



Personal pronouns

There are strong pronouns (stressed, free) and weak pronouns (unstressed, clitic).

Nominative pronouns only have the strong form (except in some minor environments)
and are used as subjects only when special emphasis is intended because unstressed
subjects that are recoverable from context aren't explicitly expressed anyway. The strong
third-person forms also function as generic demonstratives (“this," “that").

English

You fill in the title, author, date,
and other information.

Greek example (+)

(+) Eogig O oupmAnpwoste
TOV TITAO, TO CUVTAKTN, TNV
NUEPOMNVIO KL AAAEG
TIANPOYOPIEC.

Comment

Strong form of
nominative
second-person
pronoun

The {0} for this site
and these additional terms
apply to your submission.

(+) Ot {0} avTAG TNG
TomoBeoiag Kol auTol oL
TPOCHOETOL OPOL LOXVOLV YL
TNV utooAn oag.

Strong form of
third-person
pronouns

Genitive (possessive) pronouns are used in their weak forms as preverbal clitics to
express indirect objects and as a postnominal clitic to express possession.

English

There are host distribution
rules that prevent us from
suggesting change

to your configuration

Greek example (+)

(+) Ydpxouv Kavoveg
SLOVOHNG KEVTPLKWVY
OLOKOULOTWV

TIoV pag epmodilovv va
TIPOTEIVOUE OAAQYEG YL TN
PUOULON TIOPAUETPWY OO

Comment

Weak form of
accusative first-
person pronoun
and genitive
(possessive)
second-person
pronoun

You will be prompted to
activate your software when
it is restarted.

(+) ©a oag (nTNnBsi va
EVEPYOTIOLNOETE TO
AOYIOUIKO oaG, aPOoU
ETIAVEKKLVNOEL

Weak form of
accusative second-
person pronoun
and genitive
second-person
pronoun




The strong genitive forms are relatively rare and are used only for special emphasis.
Often they're doubled by the weak forms.

English Greek example (+) Comment

Database experts ask (+) Eldkol yia Baoeig dSedopevwy adq

. , , : - Strong form of
you questions about a BETOLVV EPWTNOELG OXETIKA E EVA i
commonly used item oTolXElo IOV BEAETE VO SNLLOVPYOETE, ?econ T
you want to create, and | TO OTtolO XPNOLUOTIOLELTOL CUXVE, KOL OTN pronoun
then build it for you. OUVEXELA TO SNULOVPYOUV VIO ECAG.

Strong form of
genitive first-
person
pronoun

We have created reports | (+) Exoupe Snpoupynosl ava@opEg
about the errors for you | oX€TIK& pE TA GPAAPATA YLO VAL TLG
to send to us. oTelAeTE OE EPAG.

Accusative pronouns exist in both a weak and a strong form. The weak form is used as a
preverbal clitic. The weak third-person forms are similar to the corresponding forms of
the definite article.

English Greek example (+) Comment

To import from this file, first | (+) MNa va k&veTe elocaywyn amod outo

convert the file by TO apxelo, HETATPEYTE TO TIPWTQ, Weak form of
canceling out of the wizard, | katapywvTtog To amd Tov 0dnyo Kal accusative
and then open the file and | pet& avoi&te 10 apxeio kat third-person
save it to a supported amoOnKeVOTE TO OE HOPYPN TIOV pronoun
format. vnootnpileTal

(+) Eav yvwpileTe TIC TIHEG OTN POPPA

If you know the values in , ,
y Ttov kaBopidouv TIg dlevbuvoelg

Weak form of

the form that specify the ) , accusative

. NAEKTPOVIKOU ToXUuSPOpEiov, .
email addresses, OBELORGTE TLe KoL TOOOTIOORGTE third-person
revise them and try again. Pl . P d pronoun

TIOAL.

The strong form is used elsewhere in the clause.



English Greek example (+) Comment

The server is unavailable | (+) O Stakoulotng Sev NTAV Strong form of
and could not be SloBgotpog kat Sev gival duvatn n | accusative third-
accessed. TPOoRaon o8 AUTOV. person pronoun

Third-person pronouns have separate forms for the three genders; those of the first and
second person don't. The table below lists all the above-mentioned forms.

Strong form

Singular = d Third Third Third
. econ
First person o person person person
masculine  feminine neuter
Nominative eyw €00 oVTOG ouTH ouTO
Genitive EpEVL £0€VaL ouToU oUTNG oUTOU
Accusative EpEVL £0€VaL oUTOV oUTAV ouTO
Plural - d Third Third Third
. econ
First person S person person person
masculine feminine neuter
Nominative EMElG £0EI(C avTol OUTEC aUTA
Genitive EUAG £00GC QUTWV QUTWV oUTWV
Accusative EUAG £00GC oUTOUG OUTEC aUTA
Weak form

Singular Third Third Third
Second

First person person person person

person ! o
masculine feminine neuter

Nominative - - TOC ™n TO

Genitive eV} oov TOL ™mg TOV




Accusative ME

(013 TOoV

mn(v) TO

Plural Third Third Third
. Second
First person Ber<on person person person
masculine  feminine neuter
Nominative - - Tol TEG To
Genitive Vlols (o014 TOUG TOUG TOVG
Accusative Hag 00G TOUG TG ™

When to use an accent

The weak forms of personal pronouns (pov, oov, Tov, Tng, Tov, TNV, TO, HAG, OAG, TOVG,
ta) should bear an accent when they might be confused with possessive pronouns.
When there is no such risk, they are unaccented. This issue is very common with the

pronoun «ooG».

In the following example, if the accent is removed from «ooag», the word may be
mistaken for a possessive pronoun, which could change the meaning of the sentence.

English

These settings let you
add and remove profile
associations with your
printer

Greek example (+)

(+) AuTéc ot

pubuioELlg Oag ETITPETTOVV
VO TIPOOBOETETE Kol VOl
KOTOPYELTE OLUOXETIOELG
TIPOW@IA YL TOV EKTUTIWTN
00G

Greek example (-)

(-) AuTéc ol

pubpuioelg oag emITPETOUVV
VO TIPOCBETETE KAl Vo
KOTOPYELTE OLOXETIOELG
TIPO@IA YL TOV EKTUTIWTN

fofels

Special notes

Hio Ko pua

The indefinite pronoun «po» never bears an accent. The numerical «pio» may or may
not bear an accent (similar to the numerical «600»). In Microsoft products, however, the
accented form «pio» is preferred for reasons of emphasis. An easy way to distinguish
the two is to refer to the English source. If the English source has the word «one», the
numerical «pio» should be used.




English Greek example (+) Comment

The numerical «pio»

One page (+) Mia oeAida <hould be used.

(+) EloayayeTe pLo ykupn TLun
yla TNV 18O TNTA IOV
kaBoploTnke.

Enter a valid value for
the specified property.

The indefinite pronoun
«uta» should be used.

0, Tl

Be careful when using the relative pronoun «6,tw», which has a decimal comma. To
distinguish the pronoun from the conjunction «otw» (which doesn't have a decimal
comma), try to replace it with the word «otiénmote». If it can be replaced by the word
«0TIONMOTE», then a comma should be used (6,T1).

Greek example (+) Greek example (-)

(+) ‘O, 1L (oTdNTIOTE) KL OV CLUPEL, OTOV
Siloko oog Ba uTtapxEL Eva avTtiypapo
aoPoAeiag.

(-) ‘Ot KL av oupPei, otov dioko oag Ba
UTTAPXEL EVA QVTLYPAPO AOPOAELNG.

(+) Eivaw mpogaveg 0TL otov diloko oag Ba | (-) Eivaw mpogaveg O,TL otov Sloko gag
UTIAPXEL EVA QVTIYPOPO ACPOAELDC. Bo uTIAPXEL EVa aVTiypaPO AoPOAELa.

4.1.16 Punctuation
General

Punctuation is crucial to the quality of text translated into the Greek language.
Punctuation marks, especially the comma, are often misused, which can hinder the
readability of the translated text. Also, there are some typographic conventions for
punctuation that must be followed.

Apostrophe

We recommend that you avoid the apostrophe in software and documentation. Some of
the vowel modifications that are usually marked by an apostrophe (especially
«oupaipeon» and «amoKoTiA») aren't necessary in written texts—aside from special cases.



Comma

The comma is the most commonly used punctuation mark in software and
documentation. Incorrect comma usage can make the text difficult to understand.
Remember that the comma isn't used the same way in Greek as it is in English.

English Greek example (+) Greek example (-)

(-) Kataypdwte, opyavwoTs,
KOl EVTOTLOTE TLG ONMUELWOELG
KalL TIG TTANPOYOpPIEG 00G OE
éva onpeio.

Capture, organize, and
find your notes and
information in one
place.

(+) Kataypdte, opyoavwote Kot
EVTOTIOTE TIG ONMUELWOTELG KOL TLG
TIANPOYOPLEG OO OE Eva ONELo.

A comma is used to separate:

a) Words or phrases of the same type or with the same function within the sentence. No
comma is used when these words are joined with the conjunctions «kaw» or «r».

Greek example (+)

(+) Mg To Excel pmopeite va Snuiovpynoete SLodlaotata ypa@nuata mitag, papdwy,
OTNAWY, ETILPAVELWV KOl SLOOTIOPAG.

(+) Mmtopeite va avTlypAYPETE, VA ETILKOAANGCETE 1 VO TIOKOWETE TNV ETIAEYUEVN TIEPLOXN.

(+) EmiAoyn opBoywviou TUAMATOG Yl JETAKiVNON, amtokoT 1 StopBwan.

b) Descriptive words or phrases that can be omitted without affecting the meaning of
the primary clause.

Greek example (+)

(+) To Word, to 1o S1adedopEvo POy PO ETIEEEPYATLOG KELEVOU GTOV KOGUO, OOG
TIOPEXEL TIOAAEG SUVATOTNTEG OTN SLaXElPLON EYYPAPWV.

c) Subordinate clauses from the primary clause, especially when the subordinate clause
signifies cause (emeldn k.ATL), result (wote K.ATL), hypothesis (eav k.ATL.), opposition (av
Kol K.ATL), time (0Tav K.ATL), and purpose (Yl va K.ATt), especially when the purpose
clause precedes the primary clause or is very long.



Greek example (+)

(+) Otav avoiéete To €yypa@o, pmopeite va Stopbwaoete To TPOLANUAL.

(+) Eav emiAeé€ete TO kKoupTti oTO, Ba eppavioTel To akOAouBo TapdBupo StaAdyov.

(+) Mo va deite av LTIEAPXOLVV AAAEG KATECTPAUUEVES TIEPLOXEG OE VTOV TO SIOKO, EKTEAEDTE
EVOl OXOAXOTLKO EAEYXO TWPQ.

(+) Opdon Bewpeltal Pt GUVEXOUEVN OELPA ALEEWV OE EVOL EYYPAPO, OV KAL OL AEEELG PTTOPEL
va SloxwpilovTal HETOEY TOUG ATTO KEVOUG XAPAKTNPEG ) aTO onpeia oTigng.

(+) To Word oxedlaotnke yla vat 600G Swoel OAX T TIAEOVEKTHHATA TNG paydailal
€€EALOOOEVNG TEXVOAOYING, WOTE VO UTTOPEITE VO EPYALETTE JIE VEEG KO
OTOTEAEOPATIKOTEPEG PEOOSOUG.

Note: Often, when the subordinate clause follows the primary clause, a comma isn't
necessary. This is true especially with final clauses.

Greek example (+)

(+) AuTO TO TTPOYPAPUD B EAEYEEL TO CVOTNHA OaG YL Va SLamoTwOEl av €xete Stkalwpa
VO XPNOLUOTIOIACOETE UTHV TNV €8IKN €ékdoan avaBaduiong.

d) Parenthetical clauses:

Greek example (+)

(+) To Word, omwg &EpeTe, £xel TTOAEG SLUVATOTNTEG.

(+) To ypa@nua, 0w pTtopeite va SeiTe, SV elval APKETA EVKPLVEG.

(+) To Word, ooV oeAlSOTIOLNOEL TO £YYPOPO, TO EKTUTIWVEL

e) Adverbial phrases, when they pertain to the whole sentence, when they are very long,
or when emphasis is needed.



Greek example (+)

(+) AvoTtuxwg, xaoats.

A comma shouldn't be used to separate:

a) The subject, the object, or the predicate from the verb. Also, the adjectival, attributive,
and adverbial adjuncts from the term that they describe.

Greek example (+) Greek example (-)

(+) Mg to Microsoft Excel pmopeite va
SNMLOVPYELTE KOl VO ATTOBNKEVETE WG
ogvVAPLA CUVOAQ SESOEVWV TIOU TIOPAYOUV
SLAPOPA ATTOTEAECHATAL.

(-) Mg to Microsoft Excel pmopeite va
ONMLOVPYELTE KOL VO TTOONKEVETE WG
oeVAPLA, CUVOAX SESOUEVWV TIOL TIAPAYOUV
SLAPOPA ATOTEAECUATAL.

(+) TN YPOUUN TUTIWV ETUAEETE TOUG
XOPOAKTHPEG TIOV BEAETE VO aVTLYPAYPETE.

(-) TN YPOUUN TUTIWVY, ETUAEETE TOUG
XOPOKTHAPEG IOV BEAETE VA AVTLYPAPETE.

b) Words or phrases that are joined by the conjunctions «kaw», «oUTe», «gite», and «f»,
with the adversative adverb «mapd» or the comparative conjunction «mopd».

Greek example (+) Greek example (-)

(+) Aev Ba pmopeite MAEOV 0UTE VA avoli&eTe
TO £YYPOAPO OUTE VO TO TPOTIOTIOLOETE.

(-) Aev Ba pmopeite MALoV, oUTE va avoifeTe
TO £YYPOYPO, OUTE VA TO TPOTIOTIOLNOETE.

(+) Exete Tn SuvatdTnTa Vo avoifete To
EYYPOPO €ite pe TNV VTOAN Avolypa gite
ETUAEYOVTOG TO KOUUTIL AVOLypO TIOU
Bpiloketal otn Baowkn ypappn epyoieiwy.

(-) ‘Exete Tn SuvatdTnTa va avoifete To
EYYPOPO, €iTe ple TNV EVTOAN Avolyua, site
ETUAEYOVTOG TO KOUTHL AVOLyO TIOU
Bploketal otn Baoikr ypappn epyoreiwv.

(+) Oa ouvexioeTe TOV TIPOYPAPUATIONO
EPYOOLWV TIAPA TNV AVAOTOAN Tou %1;

(-) @a ouvexioeTe TOV TIPOYPAUUATIONO
EPYOOLWV, TIAPA TNV AVAOTOAN Tov %1;

(+) Ta TPOYPAUMATA 0O EKTEAOUVTOL TILO
ypnNyopa omod ToTE.

(-) T IPOYPAUMATA 0OG EKTEAOVVTOL TILO
ypnyopa, amd ToTE.




Note: Sometimes, a comma before «kaw» can improve the readability of the sentence.

Greek example (+)

(+) To mpOPANpa auTd AVvETAL KOl LOALOTA PE TTIOAD EUKOAO TPOTIO.

c) Relative subordinate clauses introduced by «mou» or «omoioc/o/o».

Greek example (+) Greek example (-)

(+) Aev pmopeite va Staxwplioete évav
PAKENO, £&v BpiokeTal o @AKEAO O OTIOIOC

£XEL SIKO TOU GUYXPOVIOHEVO QVTYPAPO.

(-) Agev pmopeite va Staxwploete évav
QAKeAO, Qv PplokeTal og PAKENO, O OTIOLOG
€XEL SIKO TOU CLUYXPOVIOUEVO QVTLYPaPO.

(+) ETuAé€Te TOV PAKEAO TIOU TIEPLEXEL TO
apxelo To omolo Ba emavaPEPETE.

(-) EmAé€Te TOV PAKENO TIOU TIEPLEXEL TO
apxelo, To omoio Ba eMaVaPEPETE.

(+) Eav €xete Ndn to Edgekal BéAete va
EYKOTOOTNOETE TIPOOOETA OTOLXEL TIOV

TIAPOAEIPATE,

(-) Eav €xete nén to Edge kau BgAete va
EYKATOOTNOETE TIPOCOETA OTOLXELD, TIOV
TopoAeiPaTe,

The same applies for prepositional relative clauses:

Greek example (+) Greek example (-)

(+) MAnkTpPOAOYNOTE N TTPOCSLOPIOTE TN
Sladpopn TPOog IO £YyPaAMO 0TO OTOI0
BéAete va SnplovpynosTe TN oVVSEDN.

(-) MAnkTpOAOynOTE N TpoodlopiaTe TN
SLadpopn PO TO £YYPOPO, OTO OTIOLO
BEAeTe va SnULovpyNoETE TN oVVSEDN.

((+) KaBoplopog Tou KAELSLOU UNTpwou amd
To omoio Ba &ekvnaoel n e§aywyn.

(-) KaBoplopodg tou KAESLOU pnTpwov, amd
To omolo Ba Egkvnoel n e€aywyn.

(+) O mapamavw EKTUTWTNG SeV

VOO TNPI(ETAL OTIO TO TIPOYPAUU
081ynong e To oToio €XEL CUOXETIOTEL

(-) O mapamdvw EKTUTIWTAG Sev
VTTOOTNPICETAL OTIO TO TIPOYPAUU
0dnynong, L€ TO OTIOLO £XEL OUOXETIOTEL




However, a comma is needed to separate relative clauses that function parenthetically
within the sentence (as «mtapd&Bean» or «emegnynan»).

Greek example (+) Greek example (-)

(+) AuTr n ouVTOUELON APOPX TO APXELO
TOHOL %1:\\\\%S.%2, To omoio Sev UTAPXEL
0€ OUTOV TOV UTIOAOYLOTH.

(-) AuTr) n CuVTOUELON APOPX TO APXELO
TOpov %1:\\\\%S.%2 10 omoio dev uTtdp)XEL
0€ OUTOV TOV UTIOAOYLOTH).

(+) To Teams, TO OTIOIO AVTIKATEGTNOE TO
Skypeyla eTiiXELPAOELG, Eival eva veo €l60G
TIPOYPAUUATOG CUVOMLALOG.

(-) To TeamsTo OTOIO AVTIKATEGTNOE TO
Skypeyla eTtixeLprOELG Elval eva veo (860G
TIPOYPAUUATOG CUVOMALOG,

d) Participial phrases, when they're short and function as adverbial adjuncts. They are
separated by a comma, however, when they are very long or function as subordinate

adverbial clauses.

Greek example (+) Greek example (-)

(+) ZekvwvToac to Microsoft Excel
gupavideTal n akdAovbn 0Bovn.

(-) ZekwvwvTocg to Microsoft Excel,
gu@aviCetal n akdAovbn 0Bovn.

(+) Mmopeite va avoi&ete eva vEo eyypago
ETUAEYOVTAG TO KOUWTIL «Anpioupyio» oo Tn
BaOLKN YPOUMUN EPYOAEiWV.

(-) MTtopeite va avol&ete eva vEo £yypapo,
ETIAEYOVTOG TO KOUWTIL «Anpiovpyio» oo Tn
BaoLkr) ypoppun epyocAeiwv.

(+) AvolyovTag To KUPLO £yypa@o Kal Ta
oLVOESEPEVA PE UTO SEVTEPEVOVTA
EYYPOPA (=€AV QVOIEETE...), EXETE TN
duvatoTnTA VA...

(-) AvolyovTag To KUPLO £yYPa@o KAl Ta
oLVOESEPEVA E UTO SEVTEPEVOVTA
EYYPAPA (=€AV QVOIEETE...) EXETE TN
duvatodTnTa VA...

Colon

The colon is widely used in both software and documentation. Particular attention
should be paid to the capitalization of the letter that follows a colon. The colon is

usually used in one of two ways:

e To indicate that the text that follows is an explanation of the preceding phrase (often,

after a generic or vague wording)

e Tointroduce a list (for example, a list of actions)




In the first case, the word after the colon is lowercase.

English Greek example (+)

Monochrome printer: No Color (+) MovOXpwHOG EKTUTIWTNG: SEV EQPAPUOLETAL
Management n Alxxeipton Xpwudtwv

Basic management: Determines how (+) Baowkn Staxeiplon: kaBoplopodg Tng

colors will appear in your screen and in EUPAVIONG TWV XPWUATWY 0TV 0806vn Kal Tov
your printer. EKTUTIWTN OO,

However, there are some exceptions to this rule, especially when you want to emphasize
the sentence that follows. This is common with phrases that are introduced by words
such as "Caution," "Note," or "Warning."

English ‘ Greek example (+)

Caution: Setup will delete any filesin | (+) Npoooxn: H Eykatadotaaon Ba Staypadel Tuxov
this disk. uTIapxovVTa apxeia oe autov Tov Sioko.

Note: Some devices in your computer | (+) Znueiwaon: OpLOPEVEG CUOKEVEG TOU UTIOAOYLOTH

may not appear in this list. Setup will | oag lowg dev mapovotdlovtatl o€ autrv T Alota. H
locate and configure these devices at | Eykatdotaon Ba Bpet ko O puBpiosl auTEQ TIg
a later stage. OUOKEVEG OPYOTEPQL.

WARNING: Any files on this disk will (+) MPOEIAOIMOIHZH: ‘Ooa apxeia utdpxoLV GTOV
be permanently deleted. Siloko Ba SlaypaPovv OpLOTIKA.

In the second case, the same rules apply that govern the use of capitalization in lists. See
the Capitalization section.

English Greek example (+)

To use Microsoft Office 2019 you (+) Noa va xpnotpomnowioete to Office Professional
must have * A computer with 1.6 GHz | 2019 mpémnel va €xete * ‘Evav vmtoAoyloth pe

or faster processor, 2-core * At least enegepyaotn 1.6 GHz | Taxvtepo, 2-upnvo * 4 GB
64 GB RAM RAM

The colon is also used as a list separator in software elements.

Example:



(+) H meproxn keAwwv C1:D9
Dashes and hyphens

Three different dash characters are used in English: the hyphen, the en dash, and the em
dash.

Hyphen

The hyphen is used to divide words between syllables, to indicate a range between two
figures, to link parts of a compound word, and to connect the parts of some colloquial
expressions. There is no space between words and the hyphen. In this case, the
discretionary hyphen (Ctrl+Shift+Hyphen) must be used in order not to separate
compound words.

Example:

(+) Key-word, otyd-oty&
(+) atopa nAwkiog 25-45 sTwv

En dash

The en dash is used as a minus sign, usually with spaces before and after. The en dash is
usually half the width of an em dash. It's produced by the key combination Alt+0150 or
by the key combination “Ctrl”+"-" (hyphen on the numerical keyboard).

Example:

(+)15-6=9
(+)-3°C

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

Example:
(+) 2-3 weeks
Em dash

The em dash is used frequently in English to set off an isolated element or introduce an
element that isn't essential to the meaning of the sentence. The em dash is produced by


http://en.wikipedia.org/wiki/Dash#Em_dash

the key combination Alt+0151. In Greek, most of the time, it can be replaced by a
period, comma, or parentheses. We recommend using the em dash only to set off an
isolated element or to introduce an item that isn't essential or relevant to the meaning
of the sentence.

Example:

(+) E&v mpoxwpnoete oe avadlopyavwaon —Oa Seite ota emOpevVa KEQAAQLX TTOCO
EUKOAO €lval— PETAKIVWVTOAG TLG ETIKEPOAAISEG PTIOPELTE VA aVaSLATAEETE CUVOALKA TO

EYYPaPO 00C.

Note that there should be an empty space before the first em dash and after the second
em dash, but no spaces should be used between the dashes and the parenthetic clause.
That is, the dashes are used just like brackets, without spaces between them and the
phrase that they enclose.

Ellipsis (suspension points)

Use the keyboard shortcut Alt+Ctrl+. to insert the ellipsis (suspension points), rather
than three consecutive periods. They should be used to indicate the omission of words
or phrases, to show an interruption in speech, and to emphasize the text that follows it.

English Greek example (+)

Dialing... | (+) KAnon...

Closing... | (+) KAglowo...

Exclamation point

Use the exclamation point sparingly in software and documentation. When messages in
English use an exclamation point, it can often be replaced by a period in the Greek
version.

English Greek example (+)

Out of memory! (+) H pvApn dev emapkel.




An exception is made for product packaging, marketing text, and any text that contains
a special warning for the user. In these cases, the exclamation point may be used where
necessary.

Nonbreaking space

Even though the nonbreaking space (Ctrl+Shift+Space) isn't a true punctuation symbol
in the Greek language, it may be used to connect words that shouldn't be separated and
appear on different lines. Some examples are:

(+) The word «KegpdAawo», «Mapdptnuo», «Zxnuo» and the accompanying number, e.g.
«KepbdAao50.»

(+) The numerical value of a quantity and the corresponding unit of measurement, e.g.
«25 gK.»

Period

In lists with bullets and numbering

If the phrases in a bulleted or numbered list form complete sentences, they must have a
period at the end.

Example:

(+) NeploodTepeg MANpoopieg umopeite va Ppeite ota akdAouBa KePAAaLaL:
210 KEQAAaLO 6 eme€nyeital aVOAUTIKA O TPOTIOG SNULOVPYIOG TUTIOTIONEVWV
ETULOTOAWV.

2TO KEQPAAQLO 7 TIEPLYPAYPETAL O TPOTIOG SNILOVPYILOG ETIKETWY OAANAoypa@iag.

If the phrases in a bulleted or numbered list complete the introductory sentence and/or
aren't complete sentences, they don't have a period at the end.

Example:

(+) ‘Exete T SuvaToTNTA VO SIOAEEETE L OTTO TIG €ENG ETILAOYEG:
Y1oixlon oto 6e€Lo eplBwpLo

JToixlon oTo apLoTEPO TEPLBWPLO

MARpn otoixion

In phrases included in lists (such as chapters, sections, products, and system
requirements) that don't form a complete sentence or complete the sequence of a
sentence, there is no period at the end.



Example:

(+) Avolypa evog amoBnkeupevou eyypagou 57
Mo va avoiete Eva amoBnkeupevo eyypogo 57
Mo va avol&eTe Eva £yypa@o Tov €XETe avoi§eL TTOAD Tipoopata 58
Mo va avol&ete TIOAAG £yypaga ToauTtoxpova 60

In text between quotation marks

If the text inside the quotation marks is located at the end of a sentence, the period is
placed inside the quotation marks. Otherwise, it's placed outside quotation marks.

Caution: The English source text may use a different convention for placing the period
with quotation marks.

English Greek example (+)

In this case, a message may appear | (+) ZTnv MeEPIMTWON QT PTIOPEL VO EPPAVLIOTEL TO
"Not enough space on the disk." MAVUHO «AgV UTIAPXEL APKETOG XWPOG oToV SloKo.»

Click the OK button. (+) EmAé€te To koupmi «OK.»

A period isn't placed in complete sentences enclosed in quotation marks when the
quoted text is located in the middle of a larger sentence.

English Greek example (+)
If the message "Not enough space on (+) E&v gppavioTel To pAvupa «Agv uTtaPxEL
the disk" appears, delete some OPKETOG XWPOG OTOV SIOKO», SLaypAPTE HEPIKA
redundant files. axpnota apxeia

In text between parentheses

When parentheses are used to add an independent sentence to text, the period is
placed inside the parentheses.

English Greek example (+)
It is possible that there is not (+) Eivat iBavov va pnv €XETE APKETO XWPO OTOV
enough space on your disk. (A Siloko. (MTopel va uPpavIoTEL Kol TO OXETIKO

relevant warning may appear.) TIPOELSOTIOINTIKO PHAVUHAL)




When text between parentheses is at the end of a sentence, the period is placed outside
the parentheses.

English Greek example (+)

It is possible that there is not enough
space on your disk (although in that
case a relevant warning should

appear).

(+) Elvaw iBavd va pnv £XETE APKETO XWPO OTOV
Sloko (av kol Ba €mpeTie 0TNV TEPITITWON QUTH VA
EUPAVLIOTEL TO OXETIKO TIPOELSOTIONTLKO UVUUD).

A period isn't used with a complete (or an incomplete) sentence inside parentheses
when it's located in the middle of a larger sentence.

English Greek example (+)

If there is not enough space on your (+) Eav Sev éxete apkeTd xwpo otov dioko (Ba
disk (a relevant warning will appear), EUPAVLIOTEL TO OXETIKO TIPOELSOTIONTLIKO UAVUHQ),
delete some redundant files. Slaypayte pHEPIKA &xpnoTa opxEia.

In headings and titles

Text in headings and titles never get a period.

In captions

A period is placed at the end of captions, unless the caption consists of a short,
descriptive phrase—for example, the caption of a tool.

In explanations

If explanations aren't complete sentences, they don't end with a period. If explanations
are complete sentences, they do end with a period.

Question mark

Obviously, the Latin question mark should be replaced by the Greek question mark. In
some cases, the Greek question mark is also used as a list separator of software
elements.



English Greek example (+)

Are you sure you want to delete | (+) Elote Befatol mwg BéAeTe va Staypaete auTto
this file? TO apxEio;

Quotation marks

In Greek, we usually apply chevron (« and »), but Latin quotation marks are used, too
("and”). For consistency in Microsoft products, use straight double quotation marks
("and"). Single quotation marks can also be used to set off quoted text that appears
within another quotation. They are also used in files where it isn't possible to use double
quotation marks (for example, in .inf files).

In Microsoft software, quotation marks are used in the following cases.

1) When referring to menu and dialog box elements (such as buttons, titles, and
options).

English Greek example (+)

Click Change Address to enter (+) Ka&vte KAk oto koupTti "AMayn dtevbuvong”, ylax va
your email address TIANKTPOAOYNOETE TNV NAEKTPOVIKH oag StevBuvon

Click Update All on the File
menu to bring your files up-to-
date.

(+) Kavte kAlk otnv emhoyn "Evnueépwaon 0Awv" tou
MEVOU "ApXEl0” YL VO EVNUEPWOETE TO OPXEIX 0O,

2) When referring to a wizard.

English Greek example (+)

Don't run the Hardware Installation (+) Noat punv ektereatel 0 «O8nyoG eykaTAOTAONG
Wizard VALKOU»

Welcome to the PC Card (PCMCIA) (+) KoAwg opioate otov «O8nyod yia k&pteg PC
Wizard (PCMCIA).»

If the reference to the wizard name is in a title rather than a phrase, no quotation marks
are used. Also, when the full name of the wizard isn't mentioned, but the term is used
descriptively, the wizard name doesn't appear in quotation marks.



English Greek example (+) Comment

Rgglstratlon (+) ?§nyoq dnAwaong Sialieg) il
Wizard TIPOIOVTOG
Welcome to the %s Reference to a wizard's full name

(+) Koy opiooarte otov

«OSnyé ar’])\wo.nc TOU %5.» (note that the word

«0bnyog» changes case accordingly)

Registration
wizard.

This wizard helps (+) AuTtog 0 08NnYyog odG Sivel

you register your TN SuVaTOTNTA VOt SNAWOCETE Term "wizard" alone

copy of %s: TO avTlypa@o Twv %s:

Use the Identity (+) Xpnolpomolnote tov In this case, the full name of the
Migration Wizard «Odnyo PETEYKATAOTAONG wizard is "Identity Migration Wizard,"
to perform this TAUTOTNTOG» Yl VO EKTEAECETE | SO this is included in quotation

task. Start the QUTHV TNV evepyela. Ekkivote | marks. In the second sentence, the
Migration Wizard Twpa Tov Odnyo wizard name is used descriptively, so
now. METEYKATAOTAONG. it isn't enclosed in quotation marks.

Note: For information about using a period in text between quotation marks, see the
"Period" section earlier on this page.

Parentheses

In Greek, there is no space between the parentheses and the text inside them.
Parentheses are used in matched pairs within text, to set apart or interject other text.
When the content of the parentheses is linked to the sentence, it should start with a
lowercase letter, and no period should appear at the end. When the content of the
parentheses relates to the whole paragraph, it should start with a capital letter and end
with a period, inside the parentheses.

English Greek example (+)

Welcome to the PC Card (PCMCIA) (+) KoAwg opioate otov «0Odnyo yia kapteg PC
Wizard (PCMCIA)».

It is possible that there is not enough | (+) Eivat TBavov va pnv €XETE APKETO XWPO
space on your disk. (A relevant otov &loko. (MTopEl va EUPAVIOTEL KOL TO OXETIKO
warning may appear.) TIPOELSOTIOINTIKO HAVUHAL)




English Greek example (+)

It is possible that there is not enough
space on your disk (although in that
case a relevant warning should

appear).

(+) Elvaw iiBavd va pnv €XETE OPKETO XWPO
otov Sloko (av Kal Ba ETpeTe OTNV TIEPITITWON QUTAH
VO ELPAVIOTEL TO OXETIKO TIPOELSOTIOINTIKO PAVUUQY).

Semicolon

The semicolon symbol in Greek is a raised period (-) and can be inserted using the
keyboard shortcut Alt+0183. The semicolon is used to introduce a dependent clause or
to emphasize a paratactic structure or an apposition.

Example:
(+) Aev xpelaleTarl va eTIAEEETE TA YELTOVIKA KEALX TO Excel Ta eTtAEyEL pOVO TOV.

Important: The Greek semicolon isn't used in software for technical reasons. In
documentation, it's rare, but it can be used if necessary.

Space

In the Greek language, there shouldn't be a space between the punctuation symbol and
the preceding character. A space follows the punctuation symbol.

4.1.17 Sentence fragments

In English, writing in the Microsoft voice allows sentence fragments to help convey a
conversational tone. They are used when appropriate because they're short and to the
point.

Writing in the Microsoft voice in Greek also uses some specific sentence fragments. This
is a way to consistently represent similar phrases in the source text, while keeping the
sentences brief and aligned with the Microsoft voice.



el-GR long form

en-US source text

Do the following:

XpnooTmolnote Ta frpata

TIOU aKOAOLVOOVV:

el-GR sentence fragment

Kavte ta €€ng:

For more information,
visit <link>.

M TIEPLOCOTEPEC
TIANPOWYOpIeG, eTiokePOeiTe
N Sievbuvaon <link>.

M TIEPLOCOTEPEC
TIAnpowopieg, deite
T1o/Tn/To/TIC <link>.

Right-click the user
account, and then click
Properties.

Kavte 8£€16 KAk oTOV
AOyopLaopd XpNoTn Kal, atn
OUVEXELD, KAVTE KALK OTNV
emiAoyn «lSLoTNTEG».

Kavte g€l KAk oTOV
AOyopLaopO XPHoTn Kol
META ETIAEETE «IBLOTNTE.

There isn't enough
memory available to
perform this function.

Agv UTIAPXEL OPKETN
SloB€oiun wvAun ya tnv
EKTEAEON QUTNG TNG
AslToupylog.

H SwaBgoipun pvnpn dev
EMOPKEL YL TN AetToupyio

Enter date/time.

MANKTPOAOYNOTE
nUEPOUNVia R/Kat wpa.

AwaoTe nuepopnvic/wpa.

Do not show again.

N pnv EQYaVIOTEL UTO TO
mapaBupo Eava.

Na pnv epgavioTel ava.

4.1.18 Subjunctive

In the Greek language, the subjunctive mood indicates probability or objective
possibility. The action indicated by the verb will possibly happen, depending on certain
objective factors or circumstances. The subjunctive has a number of specific uses and is
often used in conditional statements or in purpose clauses.

The subjunctive mood is used in the following ways:

1- The Hortatory Subjunctive—exhorting someone to action: (+) Na @uyelg!

2- The Prohibitive Subjunctive—the action is prohibited: (+) Na pnv ag




3- The Deliberative Subjunctive—the same as the rhetorical question in English: (+) Na

NTOV VTOG 0 AOYO(

4.1.19 Symbols and nonbreaking spaces

The special characters that appear most often in Microsoft products are in the table

below.
Symbol US English name Greek name

Accent acute Otsla

- Accent circumflex Meplomwpevn
Accent grave Bapeia

& Ampersand EMTTOPIKO «KOw»

<> Angle brackets FWVLIOKEG OyKUAEG
Apostrophe ATIOOTPOYOG

& Asterisk Aoteplokog

@ At sign TupBoro @

\ Backslash AvaoTtpogn K&BeToq

{} Braces AyKloTpa

[] Brackets AyKUAEQ

A Caret Kopé

«>» Chevrons EAANVIKG EL0OYWYLIKA
Colon Avw Kol KATW TeAsla

, Comma Koppa

© Copyright symbol JUUPOAO TIVEVHATIKWY SIKOLWUATWV




Symbol

US English name

Dagger

Greek name

Ytawpog otigng (or XupPoro
TIOPOTIOUTING)

Degree symbol

YOppoAo Babuwv

+ Division sign TVppolo daipeong (or da)
$ Dollar sign YupBoAo SoAapiov
* Double dagger ATAOG 0TOVPOG OTIENG
Ellipsis ATIOCLWTINTIKA
— Em dash MeydAn TtowAa (or kepaior)
- En dash Mo
= Equal sign YUpBoAo ioov (or ZUUPoAO LoOTNTOK)
! Exclamation point OQUUOOTIKO
> Greater-than sign MeyoAutepo
5 g'reater—than—or—equaI—to VisvEREee ) oe
sign
- Hyphen EvwTiko
< Less-than sign MikpoTEPO
< Less-than-or-equal-to sign | Mkpdtepo 1| ioo
- Minus sign JUpPoAo apaipeong (or TANV)
x Multiplication sign TUpPoAo TIOAAXTIAQGLOGHOU (Or £Tti)
# Number sign ApBunTtikd oVpBoAo
1 Paragraph mark TUupoAo apaypapou

0)

Parentheses

MoapevBioelg




Symbol

%

US English name

Percent sign

Greek name

YYpBoAo ToocooTov

Period TeAela
Pipe symbol TUpPoAo Sloxeteuong
+ Plus sign YUpupoAro mpdaobeang (or uv)
+ Plus-or-minus sign ZupBoAo ouv-TiAnv
? Question mark AYYAIKO EPWTNUOTIKO
Quotation marks (double) AAG ELoaY WY IKA
Quotation marks (single) Mova €loaywyIKA
® E;r?]i;ired trademark JUpuPoAO oNUATOG KATATEDEVTOG
§ Section mark Zuppolo evotntag
; Semicolon Epwtnuotiko
/ Slash KaBetocg

Straight quotation marks
(double)

AAG ELOOY WY KA

Tilde

Meplomwpevn

™

Trademark symbol

ZUUBOAO EUTIOPIKOV ONUATOG

Underscore symbol

JUpPOAO UTIOYPAUMULONG

Regarding nonbreaking spaces, there's no special instruction in Greek grammar.

Ampersand (&)

For the ampersand symbol - always translate “&" as “and” when it refers to running text. Do not

keep "&" in the target, unless it is part of a tag, placeholder, shortcut or other type of code.




4.1.20Verbs

Greek verb morphology is structured around a basic 2-by-2 contrast of two aspects,
namely imperfective and perfective, and two tenses, namely past and nonpast (or
present).

The aspects are expressed by two separate verb stems, whereas the tenses are marked
mainly by different sets of endings. Of the four possible combinations, only three can be
used in the indicative function: the present (that is, the imperfective nonpast), the
imperfect (that is, the imperfective past), and the aorist (that is, the perfective past). All
four combinations can be used in the subjunctive function, where they're typically
preceded by the particle «vo» or by one of a set of subordinating conjunctions. There
are also two imperatives, one for each aspect.

In English, continuous operations are usually expressed with a gerund, which can be
translated into Greek with a present participle, a noun, or a verb.

English Greek example (+)

A dialog box will appear, asking where | (+) ©a eppaviotel eva tapdBupo SloAoyov,
to save the file. TO OTI0l0 B COC PWTA TIOV TIPETIEL VO
amoBnkevTel To apxeio.

Be careful to choose the correct type when translating a verb. The example below shows
a paragraph written in two different ways. Always check to see which of the two is

appropriate in your context.

Greek example (+) Comment

(+) Eykataotiote auto To Aoylopiko | Continuous tenses are used, implying an
o€ uTtoAoyLoTEG e Windowsyla va action that's ongoing or habitual.
ETUTPETETE OTOUG OLOXELPLOTEG VO
oAA&{OouV TIG EYYPOAPEG TOL PNTPWOL
0€ UTIOAOYLOTEG HECW TOU SLKTVOV.

(+) Eykataotiote outo To Aoylopikd | Noncontinuous tenses are used, implying an
o€ utoAoyloTeg pe Windowsyla va action that occurs once or isn't habitual.
ETUTPEYPETE OTOUC SLAXELPLOTEG VAL



http://en.wikipedia.org/wiki/Grammatical_aspect
http://en.wikipedia.org/wiki/Imperfective
http://en.wikipedia.org/wiki/Perfective
http://en.wikipedia.org/wiki/Grammatical_tense
http://en.wikipedia.org/wiki/Indicative
http://en.wikipedia.org/wiki/Subjunctive
http://en.wikipedia.org/wiki/Imperative_mood

Greek example (+) Comment

AAGEOUV TIG EYYPOPEG TOV UNTPWOU
O€ UTIOAOYLOTEG HECW TOU SIKTVOV.

Ewoayete, e&ayete, mpoPaAAete

Pay attention to verbs like «géayw», «stoayw», and «mpoBaAAw». Their spelling is

confusing.

The general guideline is as follows:

e When the action is to be performed once, the form to use is: eloayayete, e§ayayete,
TIPORAAETE, etc.

e When the action is a repetitive one or an action that has to be performed every time, the
form to use is: elodyete, e§dyete, TPORAAETE, etc.

The correspondence is as follows:

Transitory form Continuous form

egaydyw e€ayw
TPpoRoAw TPORAANW
gloaydyw ELoAyw

Some tips to distinguish the two spellings:

a) Imperative phrases usually employ the transitory form (simple past imperative)

English Greek example (+)
Import the log into the Microsoft Eloayayete To apxeio kataypa@nig ato
Office Excel template mipoTuTo Tov Microsoft Office Excel.

b) Try some other verbs in the phrase to see which form to choose.



English Greek example (+)

Insert a title for your home page. (+) Eloaydyete €vav TITAO Yl TNV KEVTPLKN
oog oeAida (MANKTPOAOYNOTE Evav TITAO Yl
TNV KEVTPLKNA oag oeAida) (Kataxwpnote
gvav TITAO yla TNV KEVTPLKA 0aG OeASQ)

c) If you're unable to determine what the appropriate verb form is, try using a

workaround such as an equivalent descriptive phrase or noun.

English Greek example (+)
You are exporting a .pst file from livetou eaywyn evog apxeiov .pst amo To
Microsoft Office Outlook. Microsoft Office Outlook.

d) When these verbs are found in status bar messages or as third-person tooltips, use

the continuous form.

English Greek example (+)
Finds and displays information on Bpiokel kot TpoBAAAEL TANPOPOPIEC Yo
websites on the internet. TomoBeoieg web oto Internet.

5 Localization considerations

Localization means that the translated text needs to be adapted to the local language,
customs, and standards.

The language in Microsoft products should have the "look and feel" of a product
originally written in Greek, using idiomatic syntax and terminology, while it maintains
a high level of terminological consistency, so as to guarantee the maximum

user experience and usability for our customers.



5.1 Accessibility

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

Hardware and software components engage a flexible, customizable user

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

screen elements. Some accessible products and services aren't available in Greek-
speaking markets. If you have questions about the availability of a specific accessibility
product or service, double-check with the appropriate resources.

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

5.2 Applications, products, and features

The names of applications and products are often trademarked or may be trademarked
in the future and are therefore rarely translated. Occasionally, feature names
are trademarked, too (for example, IntelliSense).

Because errors in the translation of product names and software elements are a high
priority, if you have any doubts, refer to Microsoft language resources.

Product and program names

Product names that are Microsoft trademarks remain unlocalized. Usually, such product
names contain "Microsoft" in the name.

English Greek example (+)

Open Microsoft Excel (+) Avorypa Tou Microsoft Excel

Start Microsoft Access (+) Evapén tng Microsoft Access

Program names contained in Windows and Office are usually translated, unless they're
trademarked.


https://www.microsoft.com/en-us/accessibility/
https://www.microsoft.com/en-us/accessibility/
https://learn.microsoft.com/en-us/globalization/reference/microsoft-language-resources

English Greek example (+)

File Explorer (+) E€epevivnon apxeiwv

About Notepad (+) NMAnpo@opleC yla TO INUELWHATAPLO
Calendar (+) HuepoAoylo

Microsoft Defender (+) Microsoft Defender

BitLocker Drive Encryption (+) Kpumttoypdgnon povadwv Siokou BitLocker

Version names usually also remain unlocalized, with the exception of Microsoft Office
"Home and Student" and "Home and Business" editions, which are translated as
«Ekdoon yla olklakn xprAon Kot padntég» and «EKS0a0N YL OKLOKH XProN KAl ULKPEG
ETIXELPNOELG», respectively.

English Greek example (+)

Office OneNote 2021 (+) Office OneNote 2021
Office 365 ProPlus (+) Office 365 ProPlus
Microsoft Home & Business 2021 (+) Microsoft 2021 Ekdoon yla olklokn

XPNON KOL UKPEG ETILXELPNTELG

Microsoft Office Home & Student 2021 (+) Microsoft Office 2021 Ekdoaon yLa oLkLaKn
XPNon Kot podnteqg

Windows 10 Home (+) Windows 10 Home

In some cases, the product name includes a general term (such as "server"), which may
lead to confusion about what part of the name is localized and when. See the following
example for instances where the product name (for example, Exchange Server) needs to
be distinguished from the server that runs the application (for example, Microsoft
Exchange Server).



English

An error occurred while connecting to
the Microsoft Exchange Server.

Greek example (+)

(+) NoapouolAoTNKE GEAAPX KATA TN
ouvdean UE TO SLAKOULOTH Tou Microsoft
Exchange.

Exchange Server Edition

(+) Ekdoon yiwa tov Exchange Server

Your Microsoft Exchange Server is
unavailable.

(+) O Sdwakopotng Touv Microsoft Exchange
Sev gival dlaBgatpoc.

Microsoft Exchange Server offline address
book:

(+) BipAio StevBuvoewv xwpig ovvdeon Tou
Microsoft Exchange Server:

An error occurred while connecting to
the Microsoft Exchange Server.

(+) NopouoLAoTNKE GPAAPD KOTA TN
ouvdeon Ue To SlakouloTr Tou Microsoft
Exchange.

Product name gender

The gender of the product name should be specified by Microsoft Hellas in
collaboration with the terminologist assigned by Microsoft. In general, apply the rules
mentioned in the Acronyms section, in the "Unlocalized acronyms" paragraph.

Here are some general guidelines that may help you decide the gender of the names of

products, applications, and features:

e Server applications are usually rendered using the masculine gender.

e Programming languages are usually rendered using the feminine gender.

e Games are generally rendered using the neuter gender.

e Names ending in -er such as "Manager" or "Publisher" are usually rendered using the

masculine gender.

"Access" is rendered using the feminine gender.

However, note that the above guidelines are strict or exhaustive. Exceptions can occur,
depending on usage, context, or marketing preferences.

Examples:

(+) To Edge
(+) O Exchange Server
(+) To Exchange




(+) To Outlook
(+) To Word

(+) To PowerPoint
(+) H Access

(+) To Office

(+) Taa Windows
(+) O Publisher
(+) O Team Manager
(+) H Visual C++
(+) To Project

(+) To Minecraft

Names of product elements and features

As a rule, the names of product features and product elements are localized into Greek.
If a feature or an element has an acronym, too, the acronym remains in English.
However, the acronym'’s spelled-out form is localized in Greek.

English Greek example (+)

Information Access Service (IAS) (+) Yinpeoia mpooBaong TANpo@opLwy
(IAS)

Quarantine Enforcement Server (QES) (+) Awokopotng emBoAng kapavtivag (QES)

System Health Agent (SHA) (+) Napdyovtog eVpPLBUNG AstToupyiog
ovotnpatog (SHA)

Version numbers

Version numbers always contain a period (for example, Version 4.2). Version numbers
are usually also a part of version strings, but technically they aren't the same.

Translation of version strings

The names of products, features, and components are often located in the so-
called "version strings” as they appear in the software.

Version strings that contain copyright information should always be translated.

Example:



English Greek target

© 2022 Microsoft Refer to Microsoft Terminology - Globalization | Microsoft Learn
Corporation. All rights to check the correct translations for "All rights reserved" and
reserved. "Microsoft Corporation.”

5.3 Copilot predefined prompts

Copilot prompts are the instructions or questions you use to tell Copilot what you want
it to do. You can ask Copilot to create or edit content, ask questions, summarize
information, and catch up on things.

Across various Microsoft products, you will find an array of predefined prompts
designed to guide users in creating, learning, and using Microsoft Copilot.

Best practices for the localization of Copilot predefined prompts

Copilot prompts are functional. It is crucial that the translations for Copilot predefined
prompts are accurate, consistent, concise, natural, and use the appropriate tone of voice.
Please remember that the quality of these translations can significantly influence Copilot
responses or outcomes.

e Be clear and specific: English prompts are generally questions or requests starting with
an action verb. Make sure the target prompts are natural questions or requests. Avoid
using vague language. Use clear and specific phrases or keywords.

o Keep it conversational: Be consistent with Microsoft Voice principles. Use simple and
natural language when translating prompts. Avoid adopting a tone that resembles a
machine. Use an informal tone of voice and form of address when translating Copilot
predefined prompts. Do not use the courtesy form, use second person singular.

e Be polite and professional: Use kind and respectful language, as this helps foster
collaboration and improves the Al’s responsiveness and performance. Don't use slang
and jargon.

o Use quotation marks: This helps Copilot know what to write, modify, or replace for the
user.

o Pay attention to punctuation, grammar, and capitalization: Clear communication
helps collaboration between Copilot and the user.

o Pay attention to the placement of entity tokens: An entity token is a placeholder that
is used to trigger a pop-up menu in the Ul to let customers choose an entity, such as a
file, contact, meeting, so that the prompt uses specific data from the specified entity. As


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

with any other placeholder, an entity token is not localizable, and the position of the
entity token should make sense in the target text syntax.

Entity token localization exception: Some prompts may be a display text (i.e.,
an example) and, in such cases, the entity token needs to be translated. Read the

Dev comment carefully.
Exception example:

Source string: List key points from [file]

DevComment=Translate [file]

e Be consistent: Some English prompts are remarkably similar. Make sure to translate

them consistently.

Source prompt

List ideas for a fun remote team
building event

‘ Target prompt

Awoe Pov LOEEC YL pLa
SlaoKeSAOTIKI OpASLIKNA
EKONAWGON €KTOG Ypaeiov

Comments

What are the goals and topics from
the meeting? Format each section
with a bolded heading, a bulleted list,
and bolded names

Motol ival oL oTdXOL KAl T
Bpata Tng ovoKeYnNg;

Mop@otoinos k&Be evotnTa

pe eTkePOAISa o€ €vtovn
ypa®n, Alota pe Koukideg
KOl OVOPOTOL OE EVTOVN
ypaen

Propose a new introduction to <entity
type="file'>file</entity>

MPOTEVE PO VEQ ELOYWYN
yla To <entity type="file'>
apxelo</entity>

What were the open issues from
<entity
type="meeting'>meeting</entity>?

Mowx givat T BEpaTa TNG
<entity type="meeting'>
ovokePng</entity> Tov
EKKPEUOLV;

Alternatively:

Mota eivat Tax
VoL TA Bepata
amo TN <entity
type='meeting'>
ovokeYn </entity>

Give me ideas for icebreaker activities
for a new team

Awaog pov 16ggq Yl
SpAOTNPLOTNTEG YVWPLMIOG
yla Tn véa opada




Anpovpynoe pa Alota Je
<placeholder>xpwpata
EUTIVEVOUEVO ATTO TN
Balaooa</placeholder>

Create a list of <placeholder>color
names inspired by the
ocean</placeholder>

5.4 Trademarks

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

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

5.5 Software considerations
This section provides guidelines for the localization of Ul elements.
General guidelines

o Clarity and simplicity are the key considerations.

e Be as short as possible. Avoid unnecessary words.

o Keep in mind that different devices, sizes, and formats are used, and Ul should fit all of
them.

e Try to achieve cross-platform consistency in products used on different platforms,
including the desktop, mobile, and cloud.

Every principle in the following sections may have an exception, based on the product,
the specific experience, and the customer. Interpret the guidelines in the way that results
in the best experience for the customer.

5.5.1 Arrow keys

The arrow keys move the input focus among the controls within a group. Pressing the
right arrow key moves the input focus to the next control in tab order, whereas pressing
the left arrow moves the 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.

Arrow keys are localized as follows in Greek:


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

English Greek

Up arrow (+) Emavw Berog
Down arrow (+) Katw Berog
Left arrow (+) Aplotepo Berog
Right arrow (+) Ag€10 Bérog

5.5.2 Error messages

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

Greek style in error messages

It's important to use consistent terminology and language style in the localized error
messages. Don't just translate them as they appear in the US English product.

Exclamation points aren't used after error messages in Greek.

English Greek example (+) Greek example (-)

An Error Has Occurred! (+) Napovotdotnke oPAApa. | (-) Mapovoldotnke oAl

The word "please” isn't rendered in the Greek translation.

English Greek example (+) Greek example (-)
Please enter a currency. (+) MAnkTpOAOYNOTE X (-) MapokoAw
VOULOMOTLKY HovadaL. TIANKTPOAOYNOTE UL

VOULOUOTIKA povada.




Standard phrases in error messages

When translating standard phrases, standardize. Note that sometimes the US English
source text uses various phrases to express the same thing.Examples:

English Translation Example Comment
, Aev givat Suvatn n
Cannot Bev elvat METAYAWTTLON TOL £PYOU
duvatog/-n/-to , , e Verb in present tense.
, Agv Atav SuvaTo To Avolypa .
Could not Agv ATav 0L 0OYEIOL The oUdSa Verb in past tense.
ould not ... SUVOTOC/-1i/-TO QX neG opaoaq
gpyooiag.
H owotn petakivnon tou Term «ametuye» can
Failed to ... ... OTLETUXE. , e , non be placed at either
. , apxeiov [2] améTuye .
Failure of ... Amotuyia ... Artotuvia K&oTac SIM the beginning or the
X PSS end of the sentence.
Aev gival duvatr n vpeon
Cannot find .. Agv givat duvatr) | apxeiov

Could not find | M eueson , Agv nTav 6uyozrr1 n €Vpeon .
Agv ntav duvath | TNG avaPoOPAC. Verb in present tense.
Unable to find | 1 eup;son , éev glvat SPV(XTI‘] n eVpeon Verb in present tense.
Agv gival duvath | GAAWV TIVAKWV. Verb in past tense.
'U"nable o n evpeon... Aev givat Suvatog o Verb in present tense.
i Agv givat SuvaTtdg | EVTOTILONOG TOU ETTOUEVOV
O EVTOTILOMOG ... apxelov og pa akoAouvbia
apxElwV.
Not enough
memory .
Insufficient H HW]H’H oev , -
eMOPKel H pvnpn dev emopket
memory . . , .
. AVETIOPKNG MvNN | AVETIOPKNG HVNHN
There is not . . ,
enoudh H pvrAun dev H pvnApn dev emopket
9 ETIOPKEL Agv vTIAPXEL PKETN
memory ) , .
. Agv vTtadpXEL SlaB<otpn pvApn y
There is not , , . ,
opKeTN Slabeoiun | poOpTWON TOL apxeiov.
enough N
memory VKN
available
... is not ... &gV glval To apxeio dev gival Same translation for
available dlaBsoipo SaBsoipo both instances.




English Translation Example Comment

... is unavailable | ... gv sival O TPOoOPLOPOG AUTAG TNG
SlaBgatpog ouvdeang dev sival
SlaBgatpog

Error messages containing placeholders

In Greek error messages, several problems arise from embedding or concatenating
strings of different inflection or gender within the messages. When you're localizing
error messages that contain placeholders, try to find out what will replace the
placeholder. This is necessary for the sentence to be grammatically correct when the
placeholder is replaced with a word or phrase. Note that the letters used in placeholders
convey a specific meaning. See the examples below:

%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."

Be extra careful when translating phrases that contain placeholders. The syntax must
accept the nominative form of the placeholder. Word order is usually reversed. Gender-
neutral expressions must be used as much as possible, or the placeholder can be
preceded by a descriptive term to avoid gender issues.

English Greek example (+)

(lidspnOutlook_NV) cannot verify that (+) To (lidspnOutlook_NV) &gv sival
%1 sent this message. duvatd va emoAnBgvoel 6TL To %1
QTECTENE UTO TO PHVUUQL

%1%2 message. (+) MAvupa %1%2.

Change the password for %s (+) AMGETe TOV KWOIKO TIPOafaong ylo To
%s.




5.5.3 Keys

In English, references to key names, like arrow keys, function keys, and numeric keys,
appear in normal text and sentence-style capitalization (not in small caps).

Key names aren't localized, except for the following:

e Space (MAAKTPO SLAOTANATOC)
e Up arrow (em&vw BEAog)

e Down arrow (k&tw BEAog)

e Left arrow (aplotepo BEAOG)

e Right arrow (6€€16 BéAoq)

In localized key names, only the first character is capitalized.

Key names
Alt Alt
Backspace Backspace
Break Break
Caps lock Caps Lock
Ctrl Control
Delete Delete
Down arrow Katw Berog
End End
Enter Enter
Esc Esc
Home Home
Insert Insert




English key name Greek key name

Left arrow Aplotepod BENog

Num lock Num Lock

Page down Page Down

Page up Page Up

Pause Pause

Right arrow Ag&10 BENOG

Scroll lock Scroll Lock

Shift Shift

Spacebar MANKTPO SLACTAPATOC
Tab Tab

Up arrow Enavw BeAog
Windows key MANkTPOo Twv Windows
Print screen print screen

Menu key MANKTPO peVOY

5.5.4 Keyboard shortcuts

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

Examples:
New  Anpiovpyia

Cancel Akvupo



Options EmAoyég

Keyboard shortcuts special

Usage: Is it allowed?

options

between brackets after the

"Slim characters," such as /, | Yes The Greek character "t" can be

[ t, r,and f, can be used as used as a keyboard shortcut,

a keyboard shortcut but it should be selected only
when no other full-width
characters are available.

Characters with Yes There are several characters

downstrokes, such as g, J, v, with downstrokes in the Greek

p, and g can be used as alphabet (B, y, ¢ n, W & p. o,

keyboard shortcuts X, ¥) and they can be used as
keyboard shortcuts. However,
they should be selected only
when no other characters
without downstrokes exist.

Extended characters can be Yes All Greek characters are

used as keyboard shortcuts extended characters and
therefore they can be used as
keyboard shortcuts. However,
accented characters (dénio
VW IVTV) can't be used as
keyboard shortcuts—for
example, MNiow. In general,
characters that require two
key strokes (in the example ; +
1) shouldn't be used as
keyboard shortcuts.

An additional letter, Yes Only in exceptional cases.

appearing between

brackets after the item

name, can be used as a

keyboard shortcut

A number, appearing Yes Only in exceptional cases.




Keyboard shortcuts special Usage: Is it allowed?

options

item name, can be used as
a keyboard shortcut

A punctuation sign, Yes Only in exceptional cases.
appearing between
brackets after the item
name, can be used as a
keyboard shortcut

Duplicate Yes Only in exceptional cases. See
keyboard shortcuts are section below.

allowed when no other
character is available

No keyboard shortcut is No
assigned when no more
characters are available
(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 Ul
controls that have text labels. Access keys are assigned to top-level controls so that
access the user can use the keyboard to move through the Ul quickly.
key Example: F in Alt+F
Example in Ul localization: H&ome
In keyboard shortcuts, most access keys are used with the Alt key.

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

kev ti In Ul localization, the key tip is the last character present in the strings after the
YUP o character.

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

Example: Ctrl+N, Ctrl+V

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

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

shortc
ut key

Additional notes
Keyboard shortcut policy for the Greek language
Keyboard shortcuts should be selected using the following order of priority.

1. Use the first character in the string (such as command, menu, or label)—for example,
&Apxeio
2. Ina string containing more than one word, use the first character of one of the other
words—for example, Emépevn &oeAida
Use a "wide," nonhanging character such as '’ or ‘'w'—for example, Eloay&wyn
Use a full-length, nonhanging character such as 'k’ or ‘t'—for example, Avti&8keipevo
Use a "slim," nonhanging character such as ''—for example, MA&y&ua
The last choice is a hanging character such as ‘p’ or "x'—for example, Ap8&xn
Exceptionally, an additional letter, number, or special character, appearing between
brackets after the item name, can be used—for example, ‘Next (&>)’, "Oxt (&n)’, '"Emtihoyn
(&3)'
8. If all other solutions fail, there are two options:

No v AW

e Allow a duplicate keyboard shortcut when no other character is available.
e No keyboard shortcut is assigned when no more characters are available (minor options
only).



5.5.5 Numeric keypad

Avoid distinguishing keys on the numeric keypad from other keys, unless it's required
because the software makes that distinction. If it isn't obvious which keys the user needs
to press, provide the necessary explanation.

5.5.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform

defined functions in a software app. Shortcut keys replace menu commands and are
sometimes given next to the command that they represent. Access keys can be used
only when they're available on-screen, but shortcut keys can be used even when they
aren't accessible on-screen.

Standard shortcut keys

US English Greek command Greek shortcut
shortcut key key

US command

General Windows shortcut keys

Help window F1 Nopd&Bupo BorBslag F1
Context-sensitive | ¢ 1y SYETIKA BorBei Shift+F1
Help

Displ - . , , , .
m':?uay pop-tip Shift+F10 Eppdvion avaduodpevou pevou Shift+F10
Cancel Esc Akupo Esc
Activate/deactivate F10 Evepyomoinan\Amevepyomoinon w0
menu bar mode A£LTOVPYIOG YPOAUUNG PEVOL

Switch to the next EVOAAGYI GTNY ETTOUEY

primary Alt+Tab , yh ot , HEVN Alt+Tab
application KUPLX EQAPHOYN

Display next Alt+Esc Eppdavion emopevou mapaBupou Alt+Esc
il M n M p P




Display pop-up

Epgdvion avadudpevou pHevou

menu for the Alt+Spacebar , Alt+Spacebar
window yla To TapaBupo
D'Sp|a¥ p‘iE'UP Epgpdavion avaSuousvou Hevol
?ciir\]/: Cc;]r”d € Alt+- ylot TO evepyo Alt+ -
window Buyatpiko apdBupo
Display property . . ,
E A

sheet for current Alt+Enter Hpavion (,PU ov l&(;\mr,wv Alt+Enter
selection YL TNV TPEXOVOQ ETILAOYN
Close active , , ,
application Alt+F4 EKAZ:GlMOO T,TapanpOU EVERYNG Alt+F4
window PARHOYNG
\?v\?::jcohv:?/v?tiﬁ EvaAAayr) oto emopevo mapdBupo
(modeless- Alt+F6 S0 s scpap},loyr]cl(cmpBa‘rn K& 1 Alt+Fe

. MN QTOKAELOTIKA TIapdBupa
compliant) Sihyen
application

Capture active
window image to
the clipboard

Alt+Prnt Scrn

Kataypapn elkovag evepyou
mapaBVpou oto Mpdxepo

Alt+Prnt Scrn

Capture desktop

Kataypagn elkovag ETLPAVELOG

image to the Prnt Scrn covaoiac 616 ModYEloo Prnt Scrn
clipboard PY . ROXSR

Access start Ctrl+Esc MpooPaon loro KOUHm Evapéng Ctrl+Esc
button in taskbar OTN YPOM EPYOOLWV

D!splay next child Ctrl+F6 Epgpavion s,nopsvoul Ctrl+F6
window Buyatpikov Tapabupou

Display next Ctrl+Tab Epgpdvion emopevou moapaBupou Ctrl+Tab

tabbed pane

0€ KOPTEAD

Launch Task
Manager and
system
initialization

Ctrl+Shift+Esc

Ekkivnon Awaxeiplong epyaoiwv
KOl TIPOETOLHOGIO CUOTAUATOG

Ctrl+Shift+Esc




File menu

File New Ctrl+N Apxeio Anpovpyia Ctrl+N
File Open Ctrl+O Apxelo Avorypa Ctrl+O
File Close Ctrl+F4 Apxelo KAetowo Ctrl+W
File Save Ctrl+S Apxelo AmtoBnkevon Ctrl+S
File Save as F12 Apxelo AmoBnkevon wg F12
File Print Preview Ctrl+F2 Apxelo lMpoemiokomnon ektumwong | Ctrl+F2
File Print Ctrl+P Apxelo EkTomwon Ctrl+P
File Exit Alt+F4 Apxeio EEodog Alt+F4
Edit menu
Edit Undo Ctrl+Z Ene€epyaoia Avaipeon Ctrl+Z
Edit Repeat Ctrl+Y Ene€epyaoio EmavaiAnyn Ctrl+Y
Edit Cut Ctrl+X Ene€epyaoio Amokomn Ctrl+X
Edit Copy Ctrl+C Ene€epyaoia Avtiypagn Ctrl+C
Edit Paste Ctrl+V Ene€epyaoia EtikoAAnon Ctrl+V
Edit Delete Ctrl+Backspace | Eme&epyaoia Ataypapn Ctrl+Backspace
Edit Select All Ctrl+A Ene€epyaoia EmAoyn oAwv Ctrl+A
Edit Find Ctrl+F Ene€epyaoia Epeon Ctrl+F
Edit Replace Ctrl+H Ene€epyaoia Avtikatdotoon Ctrl+H
Edit Go To Ctrl+G Ene€epyaoio Metdpoaon Ctrl+B
Help menu
Help F1 BonBeix F1

Font format




Italic Ctrl+1 NAGylx ypapn Ctrl+1

Bold Ctrl+B ‘Evtovn ypaen Ctrl+B
E:S(Eelrllii::d/word Ctrl+U Yroypdppion\Ymoypaupion Aégng | Ctrl+U

Large caps Ctrl+Shift+A ‘ONa kepohaia Ctrl+Shift+A
Small caps Ctrl+Shift+K Mikp& ke@oAaia Ctrl+Shift+K

Paragraph format

Centered Ctrl+E 2TO KEVTPO Ctrl+E

Left aligned Ctrl+L AploTepa Ctrl+L

Right aligned Ctrl+R A& L& Ctrl+R
Justified Ctrl+) MARPNC Ctrl+)J

5.6 Voice video considerations

A video that successfully conveys the Microsoft voice has these qualities:

e It addresses only one topic (one customer problem).

e It's brief.

e It has high-quality audio.

e lIts visuals add to and complement the information.

e It uses the right language variant, dialect, and accent in the voice-over.

Successful techniques for voicing video content

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

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

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

o Talk to the customer as if they're next to you, watching you explain the content.

e Record a scratch audio file. Use it to check for length, pace, and clarity.



5.6.1 English pronunciation

Generally speaking, English terms and product names that are left unlocalized in the
target material should be pronounced as English words. For example, "Microsoft"
would be pronounced as "Maiwkpoco@Tt.”

Numbers are pronounced as Greek words. For example, Microsoft Windows Server 2003
is pronounced as "pdikpoco@T youivtooul oepPep Svo xAadeg Tpia.”

Example Phonetics Comment
SecurlD ([j'il;]kjuar al OEKLOUP AL VTL

VTOT VET
NET [dot net]

Exception: Don't pronounce teAsia veT, because it's a product

name. In other cases, "." should be pronounce as "teAsia."

Product names are always pronounced the way they're pronounced

| ]
Skype [skalp]L in the source language.

Acronyms and abbreviations

Acronyms are pronounced like real words, when the combination of consonants and
vowels in the acronym makes that possible. They should be pronounced as they are
read.

STETT [ Pronunciation

RADIUS PAVTIOUC
RAS pog

ISA il

LAN Aav
WAN youav



https://grststyleguideprod.blob.core.windows.net/document/Skype_el-GR.wma

WAP YOUaT

MAPI paTTL

POP TIOTT

Other abbreviations are pronounced letter by letter. They should be pronounced as
acronyms, like they are in English.

Example Pronunciation Comment

ICMP &L OL €M TTL

URL yloU ap €A
The slash character (/) isn't

TCP/IP TLOLTIL G Tl pronounced in this particular
term, just like in English.

HTTP ELTG TLTLTTL

Rgc.exe op KLOU Ol TeAelo &€ Punctuatign should be
rendered in Greek.

XML €€ eM EA

HTML ELTG TLEM EA

SQL £C KLOU €A

ICMP &L Ol € TTL

OWA OOV VTAUTIAYLOU L

1S AL AL £G

URL ylou ap €A

URLs

The "http://" should be left out. The rest of the URL should be read aloud.



Example Pronunciation

VTAUTIAYLOU VTOUTIAYLOU VTAUTIAYLOL TEAEID

http://www.microsoft.com , )
MALKPOCOPT TEAEIQ KOW

Punctuation marks

Most punctuation marks (such as ? ! : ;) are naturally implied by the speaker's tone of
voice.

The em dash (—) is used to emphasize an isolated element or to introduce an element
that isn't essential to the meaning of the sentence. It should be pronounced as a
comma, that is, as a short pause.

When punctuation marks are part of a technical term or phrase—such as an address,
command, or distinguished name—the punctuation marks should be pronounced as
they are in Greek.

Special characters

Pronounce special characters such as /\ ¢ < > + - using the Greek translations
approved in Microsoft Terminology - Globalization | Microsoft Learn. For example, >
should be pronounced "peyoAutepo Tov."

5.6.2 Tone

Use a tone that's appropriate for the text and target audience. For example, an informal,
playful, and inspiring tone may be used for most Microsoft products and games, while a
more formal, informative, and factual tone is appropriate in technical content.

Accent

A person with a neutral accent should be used to record the voice-over. A neutral accent
is one that can't be associated with a specific region, city, origin, or background. If in the
future a product addresses a particular Greek-speaking country (such as Cyprus) or
region, you might consider using someone who has that native accent.


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

Greek pronunciation

Greek words should be pronounced following the standard pronunciation rules for the
language.

If you're unsure about Greek pronunciation, check any Greek mainstream dictionary for
phonetics.

5.6.3 Video voice checklist
Topic and script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

o O O O

Title

e Includes the intent
e Includes keywords for search

Intro: 10 seconds to set up the issue
e Put the problem into a relatable context.

Action and sound

Keep something happening, both visually and audibly, but ...

e ... maintain an appropriate pace.

Synchronize visuals with the voice-over.

Alternate between first and second person if that sounds more natural.
Repeat major points if that's appropriate.

Visuals

o The eye is guided through the procedure
o Smooth, easily trackable pointer motions
o Judicious use of callouts
e Appropriate use of motion graphics, branding-approved visuals, or both



Ending

e Recaps are unnecessary



