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1 Welcome 

  

   

Welcome to the Microsoft Localization Style Guide for Bangla (India). This guide will help 

you understand how to localize Bangla (India) content in a way that best reflects the 

Microsoft voice. 

Before you dive in: 

• Make sure you understand the key tenants of the Microsoft voice. 

• Familiarize yourself with the recommended style references in Bangla (India). 

 

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: 

These normative sources must be adhered to. Any deviation from them automatically 

fails a string in most cases. When more than one solution is possible, consult the other 

topics in this style guide for guidance. 

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


 
 

1. Suniti Kumar Chatterji—The Origin and Development Of The Bangla Language 

2. Haricharan Bandopadhyaya—Bangiya Shabdakosh 

3. Sukumar Sen—Bhasar Ittibritta 

These sources are meant to provide supplementary information, background, 

comparison, etc. 

1. Suniti Kumar Chatterji—Bhasa Prakash Bangla Vyakaran 

2. Pabitra Sarkar—Bangla Banan Samskar 

3. BamonDeb Chakraborty—Uccatara Bangla Vyakaran 

4. Ray, Jayanta—A REVIEW OF TERMINOLOGICAL WORK BEING DONE IN INDIAN 

LANGUAGES Term banks for tomorrow’s world: Translating and the Computer 

4.Proceedings of a conference ... 11-12 November 1982, ed. Barbara Snell. (London: Aslib, 

1983) 

5. The new Samsad English Bengali Dictionary 

6. Samsad Bangla Abhidhan 

7. Bhashariti O Prabandhashaili—Dr. Sukumar Sen and Dr. Subhadra Kumar Sen 

8. Adhunik Bangla Bekaran O Rachana—Jagadish Chandra Ghosh and Nilima Ghosh 

2 Microsoft voice 

Microsoft’s brand personality comes through in our voice and tone—what we say and 

how we say it. The design renaissance across Microsoft products, services, and 

experiences hinges on crisp simplicity. 

Three principles form the foundation of our voice: 

• Warm and relaxed: We’re natural. Less formal, more grounded in honest conversations. 

Occasionally, we’re fun. (We know when to celebrate.) 

• Crisp and clear: We’re to the point. We write for scanning first, reading second. We 

make it simple above all. 

• Ready to lend a hand: We show customers we’re on their side. We anticipate their real 

needs and offer great information at just the right time. 

The Microsoft voice targets a broad set of users from technology enthusiasts and casual 

computer users. Although content might be different for different audiences, the 

principles of Microsoft voice are the same. However, Microsoft voice also means 

keeping the audience in mind. Choose the right words for the audience: use technical 

terms for technical audiences, but for consumers use common words and phrases 

instead.  



 
 

These key elements of Microsoft voice should also extend across Microsoft content for 

all language locales. For each language, the specific choices in style and tone that 

produce Microsoft voice are different.  

2.1 Choices that reflect Microsoft voice 

Translating Bangla (India) in a way that reflects Microsoft voice means choosing words 

and grammatical structures that reflect the same style as the source text. It also means 

considering the needs of the audience and the intent of the text. 

The general style should be clear, friendly, and concise. Use language that resembles 

conversation observed in everyday settings, technical language that is often used for 

technical and commercial content. 

When you are localizing source text written in Microsoft voice, feel free to 

choose words that aren’t standard translations if you think that’s the best way to stay 

true to the intent of the source text. 

Because Microsoft voice means a more conversational style, literally translating the 

source text may produce target text that is not relevant to customers. To guide your 

translation, consider the intent of the text and what the customer needs to know to 

successfully complete the task. 

2.1.1 Transliteration 

Microsoft voice emphasizes to use terms which people use in daily life even if they 

used in transliteration form. Since these days some of the English words are 

most commonly used and if there is no simple and easy to understand local 

language words for respective language then English words (TRANSLITERATION) should 

be used.  

Technical words should be TRANSLITERATED (if there is no correct word in the 

regional language). Ideally Keeping English should be less as Transliteration should 

be used, a list could be prepared and discussed. So the objective of language translation 

should be to make the product user interface easy to use and represent the local 

language to its core strength, hence using Transliteration form is quite acceptable, 

provided these terms must be used in daily life by target users. Some of the examples of 

such terms are:                                                                          

 



 
 

Source Translation Transliteration 

wallet মানিব্যাগ ওয়ালেট 

cloud মমঘ ক্লাউড 

device যন্ত্র নডভাইস 

prepaid gift card পূব্বপ্রদািকরাউপহারকাডব  নপ্রলপডনগফ্টকাডব  

Client গ্রাহক ক্লালয়ন্ট 

Share অংশীদানরকরুি মশয়ারকরুি 

 

2.1.2 Word choice 

Terminology 

Use approved terminology from Microsoft Terminology - Globalization | Microsoft 

Learn, for example for key terms, technical terms, and product names.  

Glossaries 

Microsoft Terminology - Globalization | Microsoft Learn 

Short word forms and everyday words 

Microsoft voice text written in US English prefers the short, simple words spoken 

in everyday conversations. In English, shorter words are generally friendlier and 

less formal. Short words also save space on screen and are easier to read quickly. 

Precise, well-chosen words add clarity, but it is important to be intentional about using 

everyday words that customers are accustomed to. 

Shorter words are generally more conversational in tone, save space on screen, and 

are easier to read quickly. 

en-US source 

term 

bn-IN 

word 
bn-IN word usage 

Share (verb) মশয়ার করুি Use instead of মশয়ার করুি 

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


 
 

Pick, choose 
ব্াছুি, মব্লছ 
নিি 

Use this instead of নিব্বাচি করুি, where a variation in the 

language is needed. 

Drive ড্রাইভ Use this in all the general mention of "Drive" 

  

Country Names 

Names of countries should be in line with the Microsoft terminology available in 

Microsoft Terminology - Globalization | Microsoft Learn. 

For marketing copy, try to make the best word choice for promotional effect. Use short 

catchy sentences. Be creative!                                                              

Source Avoid Better 

Low cost international calls 

to landline and mobile 

phones. 

কম দালম েযান্ডোইি এব্ং 
মমাব্াইে ম ািগুনেলে আন্তর্ব ানেক 
কেগুনে করুি৷ 

েযান্ডোইি এব্ং মমাব্াইে ম ালি 
কম খরলচ আন্তর্ব ানেক কে করুি৷ 

You can call landlines and 

mobiles at great rates, as 

well. 

এছাড়াও আপনি, দারুণ হালর 
েযান্ডোইি এব্ং মমাব্াইলে কে 
করলে পালরি৷ 

মসইসালে, আপনি নব্স্ময়করভালব্ কম 
দালম েযান্ডোইি এব্ং মমাব্াইলে 
কে করলে পালরি৷ 

Amazing ates. চমত্কার হার৷ অেযাশ্চযব দাম৷ 

Be together, anywhere মযলকালিা র্ায়গায়, একনিে হি সংস্পলশব োকুি, মযলকালিা র্ায়গায় 

Free Skype-to-Skype video 

calls put you right there in 

the room. 

Skype-মেলক-Skype মে 
নব্িামূলেযর নভনডও কেগুনে 
আপিালক মসখালি রুলমর মলযয 
রালখ৷ 

Skype মেলক Skype-মে করা 
কেগুনে আপিালক একই ঘলর ব্লস 
কো ব্োর অিুভুনে মদয়৷ 

  

2.1.3 Word-to-word translation 

Avoid word-to-word translation, which usually sounds awkward. Try to translate 

the meaning of the sentence. Carry over the same flavor into the target language using 

the most natural sounding words and phrases.                                                    

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


 
 

Source Avoid Better 

Never miss a call with 

voicemail 

ভলয়সলমইলের সালে একটিও কে 
কলখালিা নমস করলব্ি িা 

ভলয়সলমে সালে োকলে মকালিা 
কে কখলিা মছলড় যালব্ িা 

Cut-price calls abroad from 

any phone 

মযলকালিা ম াি মেলক নব্লদলশ কম 
মূলেযর কেগুনে 

মযলকালিা ম াি মেলক স্বল্প মলূেয 
নব্লদলশ কে করুি 

Skype is software that 

enables the world's 

conversations. 

Skype হে একটি সফ্টওয়যার যা 
নব্লের কলোপকেিগুনেলক সক্ষম 
কলর৷ 

নব্ে র্লুড় চেলে োকা 
কলোপকেিগুনেলক Skype সক্ষম 
কলর মোলে৷ 

 

2.1.4 Words and phrases to avoid 

Microsoft voice avoids an unnecessarily formal tone.   

en-US source 
bn-IN old 

word/phrase 

bn-IN new 

word/phrase 

Attempt প্রলচষ্টা মচষ্টা 

In addition সংলযালগ এর সালে 

Give/provide guidance, give/provide 

information 

পে-প্রদশবক, েেয প্রদাি 
করা 

সাহাযয 

 

2.2 Sample Microsoft voice text 
The source and target phrase samples in the following sections illustrate the intent of 

the Microsoft voice. 

2.2.1 Address the user to take action 

 

US English Bangla target Explanation 

The password isn’t correct, 

so please try 

again. Passwords are case-

sensitive. 

পাসওয়াডব টি ঠিক িয়, োই 
আব্ার মচষ্টা করুি। 
পাসওয়াডব গুনে মকস-সংলব্দিশীে 

The user has entered an 

incorrect password so provide 

the user with a short and 

friendly message with 

the action to try again. 



 
 

This product key didn’t 

work. Please check it and  

এই মপ্রাডাক্ট-কী টি কার্ 
কলরনি। ওটালক পরীক্ষা কলর 
আব্ার মচষ্টা করুি। 

The user has entered 

incorrect product key. The 

message casually and politely 

asks the user to check it and 

try again. 

All ready to go শুরু হলে তেনর 

Casual and short message to 

inform user that setup has 

completed, ready to start using 

the system. 

Would you like to continue? আপনি নক চানেলয় মযলে চাি? 

Use of the second person 

pronoun "you" to politely ask 

the user if they would like to 

continue. 

Give your PC a name—any 

name you want. If you want 

to change the background 

color, turn high contrast off 

in PC settings. 

আপিার PC-টির একটি িাম 
নদি-আপিার পছলের ময 
মকালিা িাম। আপনি যনদ 
পশ্চাদপলটর রঙ পনরব্েব ি 
করলে চাি েলব্, PC মসটিং-এ 
নগলয় হাই কন্ট্রাস্ট অ  কলর 
নদি। 

Address the user directly 

using second person pronoun 

to take the necessary action. 

 

2.2.2 Explanatory text and providing support 

 

US English Bangla target Explanation 

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. 

আপলডটগুলো ইিস্টে করা হলয়লছ, 

নকন্তু মসগুলো কার্ করলে পারার 
আলগWindows মসটআপলক আব্ার 
চােু করার দরকার। নরস্টাটব  করার 
পলর আমরা আব্ালর মযখালি মশষ 
কলরনছোম মসখাি মেলক শুরু করব্। 

The language is natural, the 

way people talk. In this case 

voice is reassuring, letting the 

user know that we’re doing 

the work. Use of "we" 

provides a more personal 

feel. 

If you restart now, you 

and any other people 

using this PC could lose 

unsaved work. 

যনদ এখি আব্ার চােু কলরি েলব্, 

আপনি এব্ং আর যাাঁরা এই PC 

ব্যব্হার করলছি, সব্ অসনিে মডটা 
হানরলয় ম েলব্ি। 

Voice is clear and 

natural informing the user 

what will happen if this action 

is taken. 



 
 

This document will 

be automatically moved 

to the right library and 

folder after you correct 

invalid or missing 

properties. 

আপনি অবব্য ব্া িা োকা 
প্রপাটিব গুনে সংলশাযি করলে পলর এই 
ডকুযলমন্টটি আপিাআপনি সঠিক 
োইলেনর ও ম াল্ডালর সনরলয় মদওয়া 
হলব্। আপিার দ্বারা অবব্য ব্া 
অিুপনিে প্রপাটিব গুনে সংলশাযি করা 
হলয় মগলে এই িনেটি স্বয়ংনিয়ভালব্ 
সঠিক োইলেনর ও ম াল্ডালর 
িািান্তনরে হলব্। 

Voice talks to the 

user informatively and 

directly on the action that will 

be taken. 

Something bad 

happened! Unable to 

locate downloaded files 

to create your bootable 

USB flash drive. 

মকালিা অঘটি হলয়লছ ! আপিার 
ব্ুলটব্ে USB ফ্ল্যাশ ড্রাইভ তেনর 
করার র্িয আমরা ডাউিলোড করা 
 াইেগুলো খুাঁলর্ পানি িা। 

Without complexity and using 

short sentences inform the 

user what has happened. 

 

2.2.3 Promoting a feature 

 

US English Bangla target Explanation 

Picture password is a new way 

to help you protect your 

touchscreen PC. You choose the 

picture—and the gestures you use 

with it—to create a password that’s 

uniquely yours. 

নপকচার পাসওয়াডব  হে 
আপিার টাচনিি PC-মক 
সুরনক্ষে রাখার একটি িেুি 
উপায়। আপনি একটি ছনব্—

এব্ং োর সালে একটি ইনিে 
ব্াছলব্ি—এমি একটি 
পাসওয়াডব  তেনর করলে মযটা 
এলকব্ালর আপিার নির্স্ব। 

Promoting a specific 

feature with the use of 

em-dash to emphasis the 

specific requirements to 

enable the feature which 

in this case is picture 

password. 

Let apps give you 

personalized content based on 

your PC’s location, name, account 

picture, and other domain info. 

আপিার PC-এর অব্িাি, িাম, 

অযাকাউলন্টর ছনব্,এব্ং অিযািয 
মডালমলির েলেযর উপর নভনি 
কলর অযাপলদর আপিালক 
প্রাসনিক নব্ষয়ব্স্তু নদলে নদি।. 

Promoting the use of 

apps. 

Depending on the 

context of the string we 

can add some more 

familiarity to the text by 

using everyday words for 

e.g. PC. 

 



 
 

2.2.4 Providing how-to guidelines 

 

US English Bangla target Explanation 

To go back and save your 

work, click Cancel and finish 

what you need to. 

ন লর নগলয় আপিার কার্টি 
সিয় কলর রাখলে, ব্ানেে 
নক্লক করুি এব্ং আপিার যা 
মশষ করলে হলব্ মসটা 
করুি। 

Short and clear action 

using second person pronoun. 

To confirm your current 

picture password, just watch 

the replay and trace the 

example gestures shown on 

your picture. 

আপিার ব্েব মাি নপকচার 
পাসওয়াডব টি কি ামব করলে, 

শুযু নরলেটি মদখুি এব্ং 
আপিার ছনব্লে মদখালিা 
ইনিলের উদাহরণগুনে মেস 
করুি। 

Voice is simple and natural. 

The user isn’t overloaded 

with information; we tell them 

only what they need to know 

to make a decision. 

It’s time to enter the 

product key. When you 

connect to the Internet, we’ll 

activate Windows for you. 

মপ্রাডাক্ট-কী নেখলে হলব্। 
আপনি যখি ইন্টারলিলট 
সংলযাগ করলব্ি েখি আমরা 
Windows আপিার র্িয 
সনিয় কলর মদব্। 

Speak to the user directly and 

naturally using second person 

pronoun "you" on clear actions 

to enter 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 Bangla (India) examples 

primary/subordinate  master/slave শারীনরকভালব্ অ ক্ষম প্রভু/ভৃেয 

perimeter network  
demilitarized 

zone (DMZ)  
মপনরনমটার  মিটওয়াকব  

অসামনরক মর্াি 
(DMZ) 

stop responding  hang উির মদওয়া ব্ন্ধ করুি  মকলট নদি 

expert guru নব্লশষজ্ঞ গুরুলদব্ 

meeting pow wow নমটিং মর্নেশ, আড্ডা 

colleagues; everyone; all  
guys; ladies and 

gentlemen  
সহকমী, সব্াই 

যে সব্ গুনষ্টর 
মোক/ একগাদা 
মোকর্ি 

lunch and learn; learning 

session  

brown bag 

session  

মযযাহ্নলভার্ চোকােীি 
নমটিং; নশক্ষণীয় মসশি  

মকলর্া নমটিং/ মখলে 
মখলে নমটিং  



 
 

parent mother or father  অনভভাব্ক মা ব্া ব্াব্া 

 

3.1 Avoid gender bias 

Use gender-neutral alternatives for common terms. Avoid the use of compounds 

containing gender-specific terms (পুরুষ, মনহো ইেযানদ). 

The table below contains examples of gender-biased words or compounds that should 

be avoided in <Bangla (India)> and the alternative that should be used to promote 

gender-inclusivity. 

Use 

this 
Not this Comments 

Bangla (India) examples 

নশক্ষােী 
মছলে নশক্ষােী/লমলয় 
নশক্ষােব, ছাি-ছািী  

Gender specific terms for ‘student’, should not be used. 

Instead, some gender-neutral terms which are widely used in 

Bangla (India), can be of great help in that respect. To 

diminish the disparity among the genders is a warm welcome 

in our overall society.  

ইনিনিয়ার 

পুরুষ 
ইনিনিয়ার/মনহো 
ইনিনিয়ার  

Any person should not be confined only by his/her gender, 

so considering this, we should use translation for ‘engineer’ 

irrespective of mentioning the gender along.  

ব্স 
মনহো ব্স/পরুুষ ব্স 
or মানেক/মােনকি 

No designation should be addressed on the basis of gender. 

Rather, it implies some derogatory approach. The gender-

neutral term for ‘boss’ is always better to be used.  

কনব্ 
মনহো কনব্/পরুুষ 

কনব্  

Any person’s literary capability should not be judged by 

his/her gender, his/her embodiment of work should be 

celebrated purely based on merits.  

When presenting generalization, use plural noun forms (for example, ল োক, ল োককরো 
ইত্যোদি).  

  



 
 

Use 

this 

Not 

this 
Comments 

Bangla (India) examples 

মািুষর্ি মোক 
As long as any specific instruction is not provided, in terms of general 

approach, plural addressing would be accepted.  

নশক্ষােীরা নশক্ষােী As long as any specific instruction is not provided, in terms of general 

approach, plural addressing would be accepted.  

Gender-specific pronouns are not used in Bangla (India). 

• The pronoun ‘মস’ is used for he/she. 

• For him/her, ‘োলক’ is used for both the instances. 

When one is writing about a real person, use the pronouns that the person prefers, whether 

it's মস(পুং), মস(স্ত্রী), োরা etc. 

 

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 প্রনেব্ন্ধকো 
আলছ এমি দদুবশাগ্রস্তor মকািও মরালগআিান্ত. The preferred option is not to mention a 

disability unless it's relevant. 

Use this Not this Use this Not this 

English examples Bangla (India) examples 

person with a 

disability  
handicapped নব্লশষভালব্ সক্ষম প্রনেব্ন্ধী 

person without a 

disability  

normal person; healthy 

person  

শারীনরকভালব্ 
সক্ষম 

স্বাভানব্ক ব্যনি; সসু্বালিযর 
অনযকারী 

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 Bangla (India) examples 

Select  Click নিব্বাচি করুি নক্লক করুি 

Keep paragraphs short and sentence structure simple. 

Spell out words like এব্ং, সহ ওসম্পলকব । Screen readers can misread text that uses special 

characters like the ampersand (&), plus sign (+), and tilde (~). 

4 Language-specific standards 

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

(India). 

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 

The abbreviations are formed by taking the first letter of the word followed by full stop 

(.). They are also formed by taking the first letter or the first syllable of the word e.g. ইন্টা. 
Abbreviated form of ইন্টারলিট 

You might need to abbreviate some words in the UI (mainly buttons or options 

names) due to lack of space. This can be done in the following ways: 

The abbreviations are formed by taking first letter of the word followed byvisharga (ঃ ) 
‘aspirate sound’. 

They are also formed by taking the first letter or the first syllable of the word e.g. পনশ্চম 
ব্ি মযযনশক্ষা পষবদ abbreviated form of প ম প  



 
 

List of common abbreviations: 

Dictionary usage 

  

অব্য. অব্যয় "post position" 

নব্. নব্লশষয "noun" 

নব্ণ নব্লশষণ "adjective" 

নি-নব্ণ. নিয়ানব্লশষণ "adverb" 

সব্ব. সব্বিাম “pronoun" 

পুং. পুংনেি "masculine" 

স্ত্রী. স্ত্রীনেি "feminine" 

ব্াং ব্াংো "Bangla" 

সং সংসৃ্কে "Sanskrit" 

ইং ইংলরর্ী "English" 

 

Geographical / Directional 

  

উ  উির "north" 

দ  দনক্ষণ "south" 

 

Administrative / Commercial 

  

মকাং মকাম্পািী "company" 

স্বা  স্বাক্ষনরে  "signed" 

প্রা নে  প্রাইলভটনেনমলটড "Private Limited" 

নসনি  নসনিয়র "senior" 

পৃ  পৃষ্ঠা "page" 

নব্ দ্র  নব্লশষদ্রষ্টব্য "nota bene" 



 
 

উচ্চ  উচ্চো "height" 

উ মা  উচ্চমাযযনমক "Higher Secondary" 

ডা  ডািার "Doctor" 

ইনি  ইনিনিয়ার "engineer" 

Measurements 

মস  মসেনসয়াস "Celsius" 

নকনম নকলোনমটার "kilometer" 

মসনম মসনন্টনমটার' "centimeter" 

মকনর্ নকলোগ্রাম "kilogram" 

গ্রা  গ্রাম "gram" 

English Avoidable Correct abbreviation 

gigabyte নগগাব্াইট GB 

kilobyte নকলোব্াইট KB 

Kilobit নকলোনব্ট Kb 

megabyte মমগাব্াইট MB 

megabit মমগানব্ট Mb 

bits per second নব্ট প্রনে মসলকন্ড bit/s 

mega bits per second প্রনে মসলকলন্ড মমগা নব্ট Mb/s 

kilo bits per second প্রনে মসলকলন্ড নকলো নব্ট Kb/s 

bytes per second প্রনে মসলকলন্ড ব্াইট B/s 

megabyte per second প্রনে মসলকলন্ড মমগাব্াইট MB/s 

kilobyte per second প্রনে মসলকলন্ড নকলোব্াইট KB/s 

Inch ইনি In 



 
 

Mega Hertz মমগা হাটব র্ MHz 

Leave a space between the number and the measurement in Bangla:                            

Source Avoid Better 

5KB  5kB 5 KB 

64MB RAM 64MB RAM 64 MB RAM 

Expression Acceptable abbreviation 

নকলোগ্রা মকনর্ 

Don’t abbreviate such words as: 

Expression (Eng) Bangla (Full) 

Pound পাউন্ড 

Euro ইউলরা 

Ruble রুব্ে 

Dollar ডোর 

Yen ইলয়ি 

Taka টাকা 

Rupee রুপী 

Degree নডগ্রী 

 

4.1.2 Acronyms 

Acronyms are words made up of the initial letters of major parts of a compound term. 

Some well-known examples are WYSIWYG (What You See Is What You Get), DNS 

(Domain Name Server) or HTML (Hypertext Markup Language).  



 
 

The acronyms listed below are originally English acronyms which are used very 

frequently in Bangla in the manner listed below. 

Localized Acronyms 

List of common acronyms: 

• (+) নসটু     মসন্টার  র মেড ইউনিয়ি  ‘CITU’ 

• (+) সুনস       মসাসানেস্ট ইউনিটি মসন্টার অ  ইনন্ডয়া ‘SUCI’ 

• (+) ওলয়ব্কুটা    ওলয়স্ট মব্িে কলের্ অযান্ড ইউনিভানসবটি টিচাসব অযালসানসলয়শি ‘WBCUTA’ 

• (+) উে া    ইউিাইলটড নেব্ালরশি ফ্রন্ট অ  আসাম ‘ULFA’ 

• (+) টাডা       মটলরানরস্ট অযান্ড নডসরাপটিভ অযাকটিনভটিস নপ্রলভিশাি অযাক্ট ‘TADA’ 

• (+) মপাটা    নপ্রলভিশাি অ  মটলরানরস্ট অযাকটিনভটিস ‘POTA’ 

• (+) মপাকা    নপ্রলভিশাি অ  অগবািাইর্ড িাইম অযাক্ট ‘POCA’ 

• (+) মপালটা    নপ্রলভিশাি অ  মটরনরর্ম অনডব িযান্স ‘POTO’ 

• (+) মপলটা    নপপে  র নদ এনেকাে নেটলমন্ট অ  এনিমােস ‘PETA’ 

• (+) সাকব     সাউে এনশয়াি অযালসানসলয়শি  র নরনর্ওিাে মকা-অপালরশাি ‘SAARC’ 

• (+) সা টা    সাউে এনশয়াি ফ্রী মেড এনগ্রলমন্ট ‘SAFTA’ 

• (+) ইউলিসলকা   ইউিাইলটডলিশিস এডুলকশিাে সাইনন্টন ক অযান্ড কােচারাে 
অগবািাইলর্শাি ‘UNESCO’ 

• (+) ইউনিলস     ইউিাইলটডলিশিস ইন্টারিযাশিাে নচলেিস এমালর্ব নন্স  ান্ড ‘UNICEF’ 

• (+) হু    ওয়াল্ডব  মহেে অগবািাইলর্শাি ‘WHO’ 

Typical Bangla Acronyms 

These acronyms are formed by the taking the first syllable of each word. 

• (+) নব্ব্াদীব্াগ    নব্িয় ব্াদে দীলিশ ব্াগ ‘BBD Bag’ 

• (+) েসাগু    েনঘষ্ঠ সাযারণ গুনণেক ‘LCM’ 

• (+) গসাগু    গনরষ্ঠ সাযারণ গুনণেক ‘HCF’ 

Unlocalized Acronyms 

The following list contains examples of acronyms and abbreviations that are considered 

commonly understood; these acronyms and abbreviations should not be localized or 

spelled out in full in English: 

• ANSI (American National Standards Institute) 

• ISO (International Standards Organization) 

• PDF 

• IP 

• GPS 



 
 

If you are unsure what an acronym or abbreviation stands for or refers to, please contact 

the Moderator responsible for this style guide. 

  

4.1.3 Adjectives 

In Bangla (India), adjectives should be handled in the following manner. 

An adjective is a word used for qualifying (or adding something to) the meaning of a 

Noun or Pronoun. 

In Bangla adjective modifies a noun or a pronoun by describing, identifying, or 

quantifying words. An adjective often precedes the noun or the pronoun which it 

modifies. There are different types of adjectives in the Bangla language. This are: 

1. Proper Adjective -beautiful (সুের(, ugly (কুেনসে ( 

2. Verbal Adjective -edited (সম্পানদে(, drawn (অনিে( 

3. Adjective -Very much, too much, too many (অনে, অনযক( 

4. Adverb -quickly (দ্ৰুে( 

In the following examples, the highlighted words are adjectives: 

(+)রাম ভাে মছলে 

(+)সুের ব্ই 

(+)সম্পানদে  াইেটা খুেুি 

(+) লটাটি অনে সুের 

(+)দ্ৰুে প্রলব্শ করুি 

Possessive adjectives 

The frequent use of possessives is a feature of English language. However in Bangla 

(India), possessive adjectives are handled as same in English. 



 
 

Example: You must provide the name of your Microsoft Exchange server (here "Your" is 

possessive adjective) It should be written as আপিালক অব্শযইআপিার Microsoft Exchange 

সাভব ালরর িাম নদলে হলব্৷ 

 

4.1.4 Articles 

General considerations 

The words "a, an, and" are usually called articles. They are called Articles as they have 

some special significance as the part of speech. 

But in Bangla language articles are not used. E.g.  

an icon = for Bangla, only write icon (আইকি ( 

a filename =  াইেিাম 

The folder = ম াল্ডার 

English example Bangla example Explanation 

File already exists 

The file already exists 

This file already exists 

(+) াইেটি ইনেমলযয নব্দযমাি৷ 
(+)এই  াইেটি ইনেমলযয নব্দযমাি৷ 

In complete sentences, 

use determiners 

consistently even if the UI 

string does not.  

Not enough memory to 

complete this operation. 

(+)এই কাযবটি সম্পূণব করার র্িয 
পযবাপ্ত সৃ্মনে মিই৷ 

No need to use a 

demonstrative 

construction, unless it is 

important in context. 

Windows cannot start your 

system. If the problem 

persists, contact your 

network administrator. 

(+)Windows.-আপিার নসলস্টমটি 
সূচিা করলে পালর িা৷ আপিার 
অসুনব্যা হলে োকলে, মিটওয়াকব  
প্রশাসলকর সালে মযাগালযাগ করুি৷ 

Avoid using possessive 

marker "your" unless 

ownership is important in 

context. 

Unlocalized Feature Names 

Microsoft product names and non-translated feature names are used without definite or 

indefinite articles in the English language. For instance, attaching a genitive "s" 



 
 

to trademarked product names is not feasible as it could be interpreted as 

a modification of such names. Additions to a product or component name are 

either added with a hyphen or a periphrastic construction needs to be used. 

For example, instead of expressing a possessive relationship by using the 

genitive marker "s" in English, a periphrastic construction should be used: 

Example: 

• (-) Microsoft’s products 

• Microsoft products 

• Products by Microsoft 

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

Bangla:   

English example Bangla example 

Windows Mail shares your Internet 

Connection settings with Microsoft Edge 

(+) Windows Mail আপিার ইন্টারলিট সংলযালগর 
মসটিংস Microsoft Edge এর সালে অংশীদানর কলর 

Website addresses will be sent to 

Microsoft 
(+)Microsoft-এ ওলয়ব্সাইট ঠিকািাগুনে পাঠালিা হলব্ 

Localized Feature Names 

By contrast, translated feature names are used with a definite or indefinite article as they 

are not treated as proper names. 

Example:   

English example Bangla example 

Activate a window by hovering over it with 

the mouse 

(+) মাউসটি উইলন্ডার উপলর ঘুনরলয় মসটিলক সনিয় 
করুি 

Select a location closest to your office. 
(+) আপিার অন লসর কাছাকানছ একটি অব্িাি 
নিব্বাচি করুি৷ 

 

  



 
 

Articles for English Borrowed Terms 

When faced with an English loan word previously used in Microsoft products, consider 

the following options: 

• Motivation: Does the English word have any formally motivated features that would 

allow a straightforward integration into the noun class system of the Bangla (India) 

language? 

• Analogy: Is there an equivalent Bangla (India) term whose article could be used? 

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

most often? 

The internet may be a helpful reference here. 

Please always consult Microsoft Terminology - Globalization | Microsoft Learn to confirm 

the user of a new loan word and its proper article to avoid inconsistencies. 

Articles ‘the’ always used in English borrowed terms. But in Bangla (India) language 

articles are not used. 

Example: The Homepage—মহাম পৃষ্ঠা 

  

4.1.5 Compounds 

Generally, compounds should be understandable and clear to the user. Overly long 

or complex compounds should be avoided. Keep in mind that unintuitive compounds 

are ultimately an intelligibility and usability issue. 

English examples Bangla example 

Internet Accounts (+) ইন্টারলিট অযাকাউন্টসমূহ 

Logon script processing (+) নেনপ প্রনিয়াকরণ েগঅি করুি 

Internet News Server Name (+) ইন্টারলিট সংব্াদ সাভব ালরর িাম 

  

This section contains the following topics: 

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


 
 

Compounds with Product or Component Names 

The compounds below contain both, product and component names. The product 

names are marked in red. Product names are usually trademarked and, therefore, must 

remain unchanged. Additions to a product or component name are added with a 

hyphen or, if that is not appropriate, you need to create a periphrastic construction.   

English example Bangla example 

Windows password (+) Windows-এর পাসওয়াডব  

Microsoft Word document (+) Microsoft Word-এর িনেপি 

Microsoft SQL Server Database (+) Microsoft SQL Server-এর ডাটালব্স 

Microsoft Dynamics product family (+) Microsoft Dynamics-এর পণয পনরব্ার 

Compounds with Acronyms, Abbreviations or Numerals 

The compounds below contain either an abbreviation or a numeral followed by a 

component name. The Bangla example below show how such constructions should be 

translated.   

English example Bangla example 

3D Maps (+) 3D মািনচি 

2-D gridlines  (+) 2-D নগ্রডোইি 

SSD disk  (+) SSD নডস্ক 

64-bit machine  (+) 64-নব্ট মমনশি 

MFA registration policy (+) MFA মরনর্লেশি পনেনস 

  

4.1.6 Conjunctions 

For en-US Microsoft voice, use of conjunctions is another way to help convey a 

conversational tone. Starting a sentence with a conjunction can be used to convey a 

formal tone and style. 



 
 

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

As <product> gains features, there is a risk that 

older content may not display correctly. 

But because of these features older 

content may not display correctly. 

Sometimes, use of conjunctions to start a sentence would provide a light formal tone. 

en-US source text bn-IN old use of conjunctions 
bn-IN new use of 

conjunctions 

As <product> gains 

features, there is a risk that 

older content may 

not display correctly. 

যখি পণযটিলে িেুি িেুি তব্নশষ্টয 
আলস েখি একটি নব্পদ োলক ময 
পুরালিা নব্ষয়ব্স্তু সঠিকভালব্ প্রদনশবে 
িাও হলে পালর 

মযলহেু পণযটিলে িেুি তব্নশষ্ঠয 
এলসলছ, পুরালিা নব্ষয়ব্স্তু 
সঠিকভালব্ প্রদনশবে িাও হলে 
পালর 

 

4.1.7 Gender 

What in nature is called the difference of sex is in grammar called the difference if 

Gender. 

There are three Genders in Bangla: Masculine, Feminine and Neuter gender. 

Example: 

মছলে (Noun which is singular and masculine gender.) 

মমলয় (Noun which is singular and feminine gender.) 

ব্ই (Noun which is singular and neuter gender.) 

In Bangla Language Pronoun does not change according to these three genders.  

In Bangla, gender is not grammatical. Moreover, only animate subjects in Bangla can 

be distinguished by gender. Gender is indicated by sex and it is distinguished in these 

different ways either with some qualifying terms, or using different words or by using 

suffix as elaborated below: 

With different suffixes 'আ', 'ঈ', 'আিী'—Masculine can be converted into feminine. 



 
 

আযব→আযবা, নশষয→নশষযা, ছাি→ছািী, নহম→নহমািী 

Masculine word can be converted using different feminine word. 

স্বামী→স্ত্রী; ব্র→ব্য;ূ পুরুষ→স্ত্রী 

You should always recognize your audience’s sensitivity to male and female stereotypes. 

Instead of stressing gender differences or reinforcing stereotypical distinctions between 

men and women, use language that is as neutral as possible. The neutral approach also 

applies to the localization of scenarios, comparisons, examples, illustrations, 

and metaphors. 

Create a balance when assigning roles and functions to men and women (active vs. 

passive roles, leading vs. secondary roles, technical vs. non-technical professions, and so 

on). Scenarios, pictures, metaphors, and comparisons should be based on areas and 

attributes common to both genders. 

Linguistic 

method 
Example Context 

Use a neutral 

noun 

(+)ব্যনি,মিো, দেপনে, 

কমবচারী, ব্যব্হারকারী Concept descriptions, explanations  

Write gender 

separately 
(+)নেনি, োর, 

Only in exceptional cases such as License Terms, 

sometimes in tables (headers or column/row titles, 

for example) 

Suggesting the reader's gender by use of grammatical forms is not allowed. For example 

the same word is used in “he/she” as “মস”in Bangla. 

Example:                  

Source Avoid Better 

I forgot my password. আনমআমারপাসওয়াডব ভুলেনগলয়নছ আমারপাসওয়াডব মলিলিই৷ 

 

4.1.8 Genitive 

Genitive is the noun case indicating possession or origin 



 
 

In Bangla ‘র’ is used to indicate genitive case marker.  

Example: 

Pronominal: 

Contact your Exchange administrator 

(+) আপিার Exchange প্রশাসলকর সলি মযাগালযাগ করুি৷ 

Here ‘আপিার’ is the genitive case. 

Nominal: 

"Ram’s book" 

(+) রালমর ব্ই 
Here ‘রালমর’ is the genitive case. 

Convention 1 (e.g. Attaching a genitive "s" to (trademarked) product names 

is not feasible, as it could be interpreted as a modification of such names.) 

Example: 

Microsoft Word = It is protocol to write as “Microsoft Word”, not as Microsoft 

Word’s.                 

4.1.9 Headings of topic and chapters 

In English the titles for topics or chapters sometimes begin with “How to...” or with 

gerunds, such as “Downloading...” or “Adding...”. Titles on the “-ing” form should not be 

translated using gerunds. Instead use nouns, the infinitive form or phrases such as 

“ডাউিলোড করা”. Whatever form you choose, make sure to keep an eye on parallelism, 

especially in newsletters that may have several titles and subtitles. 

Examples: 

Adding your friends as contacts. 

আপিার ব্নু্ধলদর পনরনচনে নহসালব্ যুি করা। 

Downloading the latest version. 

সাম্প্রনেক সংস্করণ ডাউিলোড করা। 



 
 

4.1.10 Localizing colloquialism, idioms, and metaphors 

The Microsoft voice allows for the use of culture-centric colloquialisms, idioms and 

metaphors (collectively referred to "colloquialism"). 

Choose from the following options to express the intent of the 

source text appropriately. 

• Do not attempt to replace the source colloquialism with an Bangla (India) colloquialism 

that fits the same meaning of the particular context unless it is a perfect and natural fit 

for that context. 

• Translate the intended meaning of the colloquialism in the source text (as opposed to 

literally translating the original colloquialism in the source text), but only if the 

colloquialism’s meaning is an integral part of the text that can’t be omitted. 

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

Colloquialisms (চনেে ভাষা) 

 

র্লিয Alternative forms (র্িয) 

 

মোমার র্লিয নকছু আলছ। 
 

Idioms (ব্াগযারা) 

 

চাপা মদওয়া - মগাপি করা 
কািাকানি - মগাপি পরামশব 
 

 

মগাপাে ব্াব্ু নব্ষয়্টা মচলপ মদওয়ার মচষ্টা করলছি 

 

Metaphors (রূপক) 

 

১. উপমাি ও উপলমলয়র অলভদ কল্পিামেূক অেবােংকারনব্লশষ; 

২. ময দশৃযকালব্য ব্া ব্ণবিায় একর্লির উপর অিয কারও রূলপর ব্া প্রকৃনের আলরাপ হয়; 

 

Ex: সনেে রলয়লছ প'মড়, শুয ুমদহ িাই। 

 



 
 

4.1.11 Modifiers 

A word or group of words which describes or limits any verb, noun, adjective, or adverb 

is Modifiers. Modifiers that applied to nouns are adjectives. Modifiers applied to verbs 

or adjectives are adverbs. Those that are applied to adverbs themselves are also called 

adverbs. Removal of the modifier typically doesn't affect the grammaticality of 

the construction. In Bangla, adverbs and adjectives prototypically function as modifiers, 

but they could have other different functions. Moreover, other constituents can function 

as modifiers as the following examples show: 

(1)       Adjectives Modifiers: 

The video file selected is either too large or too small—চয়ি করা নভনডও  াইেটি 
হয় অনে ব্ৃহে ব্া অনে মছাট৷ 

Description: Here ‘অনে’ is adjectives modifiers. It describes the adjectives "ব্ৃহে" or 

"মছাট." Its removal doesn’t affect the grammaticality of the construction. 

(2)       Adverbs Modifiers: 

This feature automatically saves this message. 

এই তব্নশষ্টযটি স্বয়ংনিয়ভালব্ এই ব্ােব াটি সংরক্ষণ কলর৷ 

Description: Here ‘স্বয়ংনিয়ভালব্’ is adjective modifiers. 

Without modifiers, sentences would be no fun to read. Carefully chosen, well-placed 

modifiers allow you to depict situations with as much accuracy as words will allow. 

 

4.1.12 Nouns 

General considerations 

Many languages differentiate between different noun classes based on features such as 

animacy, shape, gender, and so on. English loan words must be integrated into the noun 

class system of your language. When faced with an English loan word not previously 

used in Microsoft products,  consider the following options:  



 
 

• Motivation: Does the English word have any formally motivated features that 

would allow a straightforward integration into the noun class system of your 

language?  

• Analogy: Is there an equivalent Nepali term that could be used to justify the 

noun class the noun gets assigned to?  

• Frequency: Is the term used in other technical documentation? If so, what noun 

class is it assigned to most often? The Internet may be a helpful reference here. 

Example: 

Example Bangla example 

Delete it from server. (+) Server মেলক নব্লোপ করুি৷ 

DNS cannot resolve the server IP address (+) DNS server IPঠিকািা পুি সমাযাি করলে পালর িা 

Enter a password to log into the server (+) Server-এ েগইি করলে পাসওয়াডব  প্রলব্শ করাি 

Verify the name of the server’s certificate (+) Server-এর শংসাপিটির িামটি যাচাই করুি 

Inflection 

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

Example Bangla example 

Clients (+) ক্লালয়ন্টসমূহ 

Websites (+) ওলয়ব্সাইটসমূহ 

Downloads (+) ডাউিলোডসমূহ 

Proxies (+) প্রনিসমূহ 

Plural Formation 

In Bangla, generally plural is formed from the singular noun by addition of various 

suffixes. However, as the language of localization is very formal so we have a very few 

suffixes to use for forming plural form. These are "গুনে"and "সমূহ"for inanimate object 

and for animate noun it is "মদর", "গণ"and"রা"৷) 



 
 

Source Singular Plural 

File(s)  াইে  াইেসমূহ/ াইেগুনে 

User(s) ব্যব্হারকারী ব্যব্হারকারীলদর/ব্যব্হারকারীগণ/ব্যব্হারকারীরা 

  

4.1.13 Prepositions 

In Bangla post-position are used where English uses preposition. Such post-positions in 

Bangla occur after the possessive case forms of the nouns or pronouns concerned. 

For example- ‘for me’ /আমার র্িয or আমার কারলণ/, ‘in the drive’ /ড্রাইলভ/ 

Common Bangla post-positions: 

সলি, সনহে, পশ্চালে, নপলছ, নপছলি, সম্মুলখ, সমুলখ, সামলি, আলগ, নভের, নভেলর, পালশ, িীলচ, উপলর, মালে, 

ব্ানহলর, ব্াইলর, ব্ালম, দনক্ষলণ; কেকগুনে, মে, মেি, িযায়, সম, পারা, মহি, েুেয, মযি, প্রায়; পযবন্ত, অব্নয, মেলক, 

ছনড়লয়লপনরলয়৷ 
  

US-English expression Bangla (India) expression 

migrate to ...এলে িািান্তরণ 

Migrate from ...এর মেলক িািান্তরণ 

import to ...এলে আমদানি 

import from ...এর মেলক আমদানি 

export to ...এলে রপ্তানি 

export from ...এর মেলক রপ্তানি 

update to ...এলে আপলডট 

upgrade to ...এলে আপলগ্রড 

change to ...এলে পনরব্েব ি 

click on ...নক্লক করক 



 
 

US-English expression Bangla (India) expression 

connect to ...এলে সংলযাগ করুি 

welcome to ... ...এলে স্বাগেম 

 

The examples below contain frequently occurring noun phrases that are preceded by a 

preposition. Please use this table as a reference. 

US-English 

expression 

Bangla 

(India) expression 
Comment 

in the toolbar (+) সরিামদলের মভের 
Postposition comes after noun in 

Bangla 

on the tab (+) টযালব্র ওপর   

on the menu (+) মমিুর ওপর   

on the net (+) মিলটর ওপর   

on the Internet (+) ইন্টারলিলটর ওপর   

on the Web (+) ওলয়লব্র ওপর   

on a web site (+) ওলয়ব্সাইলটর ওপর   

on a web page (+) ওলয়ব্পৃষ্ঠার ওপর   

Be aware of proper preposition use in translations. Many translators, influenced by the 

English language, omit them or change the word order. 

For the Microsoft voice, use of prepositions is another way to help convey a casual or 

conversational tone. Starting or ending a sentence with a preposition is acceptable 

practice in conveying Microsoft voice. 

en-US old use of prepositions en-US new use of prepositions 

Developers can go to the application 

management site to find the apps for which 

they are looking. 

Developers can go to the application 

management site to find the apps they are 

looking for. 



 
 

The concept of prepositions does not exist in Bangla. 

  

4.1.14 Pronouns 

A pronoun can replace a noun or another pronoun. For example, instead of saying "Ram 

is a student," the pronoun "he" can be used in place of the noun 'Ram' and the sentence 

can be written as 'He is a student'. Bangla pronouns are classified as personal (I, we, you, 

he, she, they), demonstrative (this, these, that, those), relative (who, which, that, as), 

indefinite (e.g., each, all, everyone, either, one, both, any, such, somebody), interrogative 

(who, which, what), possessive, sometimes termed possessive adjectives (my, your, his, 

her, our, their), and reflexive (e.g., myself, herself). The entire pronoun depends upon its 

function in the sentence structure.  

In contrast to the dual base pattern found in the pronominal system of Western New 

Indo-Aryan, Bangla uses single bases to which endings are added agglutinative: sing. 

1আনম; 2েুনম(familiar), আপনি(polite); 3মস(familiar), নেনি(polite). The plural forms are: 

আমরা, মোমরা, আপিারা, োহারা/োরা. These are declined as nouns: আনম, আমার, আমালক, etc. 

However, according to accepted tone of localization only formal pronoun will be used. 

Example: 

(+) If you do not know this information, contact your Exchange administrator -  

যনদআপনিএইেেযটিিার্ালিিলসলক্ষলিআপিারExchange প্রশাসলকরসলিলযাগালযাগকরুি৷ 

For en-US Microsoft voice, use of personal pronouns is a powerful way to express all the 

attributes of the Microsoft voice. The source text is moving away from indirect methods 

of referring to the user as “user” and instead addressing the user directly through the 

use of first- and second-person pronouns like “you.” Third-person references, such as 

“user,” are avoided as they sound formal and impersonal.   

en-US old user reference en-US new user reference 

Users can change when new updates get installed. 
You can change when new updates get 

installed. 

This setting provides users with the best display 

appearance. 

Choose one of these schemes or make 

your own. 



 
 

For Bangla Microsoft voice, use direct 1st person for an intimate effect. Limit use of ‘এটা’, 
‘ওটা’ as these do not sound very nice.   

bn-IN old user reference bn-IN new user reference 

কখি িেুি আপলডট ইন্সটে করা হলব্ মসটা 
ব্যব্হারকারীগি পনরব্েব ি করলে পালরি। 

কখি িেুি আপলডট ইন্সটে করা হলব্ মসটা 
আপনি পনরব্েব ি করলে পালরি। 

এই মসটিংটি ব্যব্হারকারীলদর সব্লচলয় ভালো প্রদশবি 
প্রদাি কলর। 

এই নস্কমগুনের মলযয মেলক ব্াছুি ব্া নিলর্ 
একটি ব্ািাি। 

 

Possessive pronouns 

Possessive pronouns are often used in English. However, we should avoid overusing 

them in Hindi. In fact, Bangla sounds more natural using the definite article, especially 

when the possessor is obvious. 

Examples: 

Double-click the Skype Name in your Contact List or the search result. 

আপনোরপদরদিদত্ত্োদ কোকত্ Skype নোকেবোঅনুসন্ধোনফক িবুোর-দিককরুন। 

 

Where is your home PC located? 

আপনোরক োে PC লকোথোয়আকে? 

 

4.1.15 Punctuation 

Please follow the following basic rules for the use of punctuation marks in Bangla. If 

your language uses a character set that is based on the Latin alphabet, make sure to 

include a space after commas and periods. 

Bulleted lists 

In Bangla the sign of bulleted lists is the same as in English.  

Punctuation in bulleted lists 

Punctuation marks: (:), (;), (!), (.), (,), and (?)  

Generally, and unless otherwise specified, insert a space before the following 

elements: 

- A value and its symbol, such as: 16 MB 



 
 

Leave one single space after a period (.).  

Please DO put a space between an email address and a punctuation mark or a URL 

and a punctuation mark: 

Bulleted elements: we should keep them as they are written in english source text. 

Comma 

Comma used as a separator when several names or items are written consecutively and 

also short pauses. In contemporary writing, the comma is often omitted, but this open 

style should be followed only when there is little or no risk of misreading. Commas are 

mostly used in Adverbial Clauses, Adjectival Clauses, Introductory Participial Phrases, 

Parenthetical Elements, Interjections, Transitional Adverbs, and Similar Elements, Direct 

Address, Display Lines, Appositives, Coordinative Adjectives, Complementary or 

Antithetical Elements, Series or Lists, That Is, Namely, and Similar Expressions, Separating 

Identical or Similar Words, Titles, Addresses, and Dates, Elliptical Constructions, Maxim, 

Proverbs, and Other Familiar Expression and Questions 

Examples: 

(+) ঠিকািা পুনস্তকা মখাোর সময়, প্রেলম এই ঠিকািা োনেকাটি মদখাি৷ 

(+) মুি/ব্যস্তসময়, নব্ষয়, অব্িাি 

Colon 

Colon informs that what follows proves, clarifies, explains, or simply enumerates 

elements of what is referred to before. Colon is used for relating clauses and introducing 

statements, quotations, or lists. 

Example: (+) সমস্ত ভারেব্াসী আমার ভাই: স্বামী নব্লব্কািে 

Do not use colons to unnecessarily create a longer sentence. Two shorter sentences are 

better than a single long sentence and are easier to read. 

Dashes and Hyphens 

Three different dash characters are used in English: 

  



 
 

Hyphen 

The hyphen is used to divide words between syllables, to link parts of a compound 

word, and to connect the parts of an inverted or imperative verb form. 

Example: Drop-down = ড্রপ-ডাউি, e-mail = ই-লমে 

  

En Dash 

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

smaller than an em dash but usually longer than a regular hyphen, the en dash is often 

used in place of the word "to" such as 

Example: 

10–5 p.m. 

The en dash is also used in number ranges, such as those specifying page numbers. No 

spaces are used around the en dash in this case. 

Em Dash 

The em dash as known in Bangla as "dash" should only be used to emphasize an 

isolated element or introduce an element that is not essential to the meaning conveyed 

by the sentence. Theem dash is most often used to indicate a break in thought or to set 

an appositive off from the rest of the sentence. It can also be used to show a date when 

the time frame in question has not yet ended (Example: Robin Cook, 1976—). 

Em Dash (—), denotes a pause in thought, a parenthetical statement. Use of the em 

dash sparingly in formal writing. In informal writing, em dashes may replace 

commas, semicolons, colons, and parentheses to indicate added emphasis, 

an interruption, or an abrupt change of thought. 

The Em dash is used in much the way a colon or a set of parentheses is used; it 

can show an abrupt change in thought or be used where a full stop (or "period") is too 

strong and a comma too weak. Em dashes are sometimes used in lists or definitions, but 

that is a style guide issue; a colon is often recommended for use instead. 

Examples:                                      



 
 

Source Avoid Better 

Internet connection—broadband 

is best (GPRS is not supported 

for voice calls). 

ইন্টারলিট সংলযাগ – েডব্যান্ড 
সব্লচলয় ভাে (ভলয়স 
কেগুনের র্িয 
GPRS সমনেবে িয়)৷ 

ইন্টারলিটসংলযাগ – 
েডব্যান্ড মসরা (ভলয়স 

কেগুনেরর্িয GPRS সমনেবে 

িয়)৷ 

Here's {PRICE} Skype Credit—on 

us 

এই হে {PRICE} Skype 

মিনডট-মানকব ি যুিরালে 

এই হে মানকব ি যুিরালের 
{PRICE} Skype মিনডট 

3-5 ৩ মেলক ৫ ৩-৫ 

 

Ellipses (Suspension Points) 

Omission from a sentence of words needed to complete the construction or meaning. 

The triple-dot (…) punctuation mark is also called a suspension point, pointsofellipses; an 

ellipsis can also be used to indicate a pause in speech, an unfinished thought, or, at the 

end of a sentence, a trailing off into silence. 

Example: (+) র্ীব্ি িদীর দটুি পালর... 

However, in localization this is hardly used. 

Period 

A punctuation mark (৷) indicating a full stop, placed at the end of declarative sentences 

and other statements thought to be complete. There is no space between the last letter 

and the period. Use one space between the period and the first letter of the next 

sentence.  

Example: (+) সাভব ালর ব্ােব াগুনের একটি কনপ মরলখ যাি৷ 

A punctuation mark (.) indicating a full stop, placed at the end of declarative sentences 

and other statements thought to be complete, and after many abbreviations. 

Quotation Marks 

Quotation marks are used when referring to Bangla. 



 
 

Please use curly double quotation marks. Quotation marks “ ” inform that what 

follows proves, clarifies, explains, or simply enumerates elements of what is referred to 

before.  

Example: “সেস্ত ভোরত্বোসী আেোর ভোই” - স্বোেীদবকবকোনন্দ.  

Do not ever use inverted commas: '…'. 

Example: 

Source Avoid Better 

Select "OK" when you 

are ready to create 

your account. 

যখি আপনি আপিার অযাকাউন্ট তেনর 
করার র্িয প্রস্তুে োলকি েখি "ঠিক 
আলছ" নিব্বাচি করুি৷ 

আপনি অযাকাউন্ট তেনর করার 
র্িয প্রস্তুে হওয়ার পর 
“ওলক” নিব্বাচি করুি৷ 

 

Parentheses 

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

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

Example: (+) (এই নব্কল্প নিব্বাচি করুি যনদ সময় অেব্া কালিকশি গনে নব্লব্চিামূেক হয়) 

 

4.1.16 Sentence fragments 

For the Microsoft voice, use of sentence fragments helps convey a conversational tone. 

They are used whenever possible as they are short and to the point. 

Use short and to the point sentences to convey any meaning. 

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

Use the following steps এই কাযবটি করলে এই পদলক্ষপ গ্রহণ করুি এইভালব্ করুি 

 



 
 

4.1.17 Subjunctive 

In general, the subjunctive is a verb mood that is used to express an action or state of 

being in the context of the speaker's reaction to it. Frequently, sentences that contain a 

subjunctive verb are used to express doubt, uncertainty, denial, desire/wish, commands, 

reactions or a strong emotional attitude to the clause containing the subjunctive verb. 

In Bangla Subjunctive mood also specifically associated with the past tense + ten (মেি৷) 

Example: If my father was a teacher he would teach me. (যনদ আমার ব্াব্া নশক্ষক হলেি 
নেনি আমালক পড়ালেি) 

4.1.18 Symbols & non-breaking spaces 

A symbol is something such as an object, picture, written word, sound, or particular 

mark that represents something else by association, resemblance, or convention. See 

some traffic signs 

Example: (+)োমুি, সামলি সু্কে, সাব্যাি 

A symbol is something such as an object, picture, written word, sound, or particular 

mark that represents something else by association, resemblance, or convention.  

Example: 

Symbol Meaning of the symbol 

☺ হানস 

☼ সূযব 

♥ মপ্রম 

=D> হােোনে 

♀ পুরুষ 

♫ সিীে 

The non-breaking space is also known as a hard space or fixed space. In HTML non-

breaking space is created by replacing the space with “&nbsp”. 



 
 

4.1.19 Verbs 

Verbs are words that convey action (bring, read, walk, run), or a state of being (exist, 

stand). In most languages a verb may agree with the person, gender, and/or number of 

some of its arguments, such as its subject, or object. A verb expresses action, event, 

state of being, state of happening etc. For example, যাি ‘go’, করুি 
‘do’, শুিুি‘ listen’, হাসুি ‘laugh’, নেখুি ‘write’ are all verbs. Bangla verbs take forms for 

three persons—first, second, and third. Bangla verbs can be in perfect or non-perfect 

forms. Perfect refers to the action completed or perfected at the time of saying, and 

non-prefect refers to the remaining states of the action like ongoing or not yet started. 

Bangla verbs take forms for future tense, present tense and past tense. For example, মস 
যায়‘(he) goes’ is for present tense, ময যাইলেনছে‘(he) went’ is for past tense, and মস 
যালব্‘(he) will go’ is for future tense. 

Example: 

English 

example 

Bangla examples 

(In future tense) 

Bangla examples (In 

past continuous tense) 

Bangla examples (In 

present continuous 

tense) 

chat (+) চযাট করলব্ (+) চযাট কলরনছে (+) চযাট করলছ 

crawl (+) িে করলব্ (+) িে কলরনছে (+) িে করলছ 

debug (+) নডব্াগ করলব্ (+) নডব্াগ কলরনছে (+) নডব্াগ করলছ 

Other examples are drive করলছ, surf করলছ, search করলছ, download করলছ, upload করলছ 
and install করলছ etc. Here drive, play and surf, etc., all are verbs which are borrowed as 

loan words in Bangla. 

For US English Microsoft voice, verb tense helps to convey the clarity of Microsoft voice. 

Simple tenses are used. The easiest tense to understand is the simple present, like we 

use in this guide. Avoid future tense unless you are describing something that will really 

happen in the future and the simple present tense is inapplicable. Use simple past tense 

when you describe events that have already happened. 

  



 
 

en-US old use of verb tense en-US new use of verb tense 

After you are finished installing the tool, the 

icon will appear on your desktop. ["are finished" 

is in present perfect tense] 

After you finish installing the tool, the icon 

appears on your desktop. ["finish” is in 

simple present tense] 

Please use the normal present and the present perfect tense for Bangla. 

en-US source text bn-IN old use of verb tense 
bn-IN new use of verb 

tense 

After you are finished installing 

the tool, the icon will appear on 

your desktop.  

টুেটি ইিস্টেকরা হলয় যাওয়ার 
পলর, আপিার মডস্কটলপ আইকিটি 
মদখা যালব্। 

টুেটি ইিস্টে করার পর, 

আপিার মডস্কটলপ আইকিটি 
মদখা যালব্। 

 

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 Bangla (India), using idiomatic syntax and terminology, while at the 

same time maintaining a high level of terminological consistency, so as to guarantee the 

maximum user experience and usability for our customers. 

5.1 Accessibility 

Accessibility options and programs are designed to make the computer usable 

by people with cognitive, hearing, physical, or visual disabilities. 

Hardware and software components engage a flexible, customizable user 

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

screen elements. Some accessible products and services may not be available in Bangla 

(India)-speaking markets. Please double-check with the appropriate resources. 

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

us/accessibility/. 

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


 
 

5.2 Applications, products, and features 

Application/product names are often trademarked or may be trademarked in the future 

and are therefore rarely translated. Occasionally, feature names are trademarked, too 

(e.g. IntelliSense™). 

There are few non trademarked application names, Software, Hardware & technical 

terms which should be transliterated, as translating in native language may result 

confusion to the user. Few terms are also there which are widely used in English and 

user has clear understanding on intended use of those applications or features. Those 

terms should be transliterated. 

Few examples of those terms are: 

English example Bangla India example 

Database (+) মডটালব্স 

Disc drive (+) নডস্কড্রাইভ 

Interface (+) ইন্টারল স 

Internet (+) ইন্টারলিট 

Meta Data (+) মমটালডটা 

Schema (+) নস্কমা 

Network (+) মিটওয়াকব  

Virus (+) ভাইরাস 

Version numbers 

Version numbers always contain a period (e.g., Version 4.2). Please note the following 

punctuation examples of "Version x.x": 

  

US English Bangla India 

Version 8.1 সংস্করণ 8.1 



 
 

WCAG 6.2 WCAG 6.2 

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

the same. 

Translation of version strings 

Product, feature and component names are often located in the so-

called "version strings" as they appear in the software.  

Version strings that contain copyright information should always be translated. 

Example: 

US English Bangla India 

© 2023 Microsoft 

Corporation. All rights 

reserved. 

Please refer to Microsoft Terminology - Globalization | 

Microsoft Learn to check the correct translations "All 

rights reserved" and "Microsoft Corporation." 

 

5.3 Trademarks 

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

unless local laws require translation and an approved translated form of the trademark 

is available. A list of Microsoft trademarks is available for your reference at the following 

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

  

5.4 Software considerations 

This section refers to all menus, menu items, commands, buttons, check boxes, etc., 

which should be consistently translated in the localized product. 

5.4.1 Arrow keys 

The arrow keys move input focus among the controls within a group. Pressing the right 

arrow key moves input focus to the next control in tab order, whereas pressing the left 

https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks


 
 

arrow moves input focus to the previous control. Home, End, Up, and Down also have 

their expected behavior within a group. Users can’t navigate out of a control group 

using arrow keys. 

5.4.2 Error messages 

Error messages are messages sent by the system or a program, informing the user of an 

error that must be corrected in order for the program to keep running. The messages 

can prompt the user to take action or inform the user of an error that requires rebooting 

the computer. 

Considering the underlying principles of Microsoft voice, translators are encouraged to 

apply them to ensure target translation is more natural, empathetic and not robot-like. 

English term Correct Bangla translation 

Something went wrong. নকছু গন্ডলগাে হলয়লছ। 

Not enough memory to process this command.  এই আলদশটি প্রনিয়ার র্িয যলেষ্ট সৃ্মনে মিই। 

 

Bangla (India) Style in Error Messages 

It is important to use consistent terminology and language style in the localized error 

messages, and not just translate them as they appear in the US product. 

In Bangla language there is no specific style for error messages. Main principles for 

translation are clarity, comprehensibility, and consistency. 

Example: 

English  Translation  

Can't rename "Pictures" because a file 

or folder with that name already exists 

(+) "নচিগুনে"র পুিরায় িামকরণ করলে পালর িা কারণ 
এই িালমর একটি  াইে ব্া ম াল্ডার ইনেমলযয রলয়লছ 

  

Standard Phrases in Error Messages 

Error messages written in US-English are occasionally inconsistent. As you localize the software 
into Bangla, you should ensure that you use a standard phrase for error messages that have the 
same meaning and purpose in the US-English version. 



 
 

The phrases bellow commonly occur in error messages. When you are translating them, 

try to use the provided target phrases. However, feel free to use other ways to express 

the source meaning if they work better in the context. 

The following table provides US-English examples of inconsistent error messages and 

their corresponding, standardized Bangla: 

Examples: 

English Translation Example  Comment  

Cannot … 

Could not … 
পালর িা... 

(+)  াইেটি সংরক্ষণ 
করলে পালর িা 
(+)  াইেটি সংরক্ষণ 
করলে পালরনি 

Both English sentences’ 

meaning is same. 

Failed to … 

Failure of … 
ব্যেব হলয়নছে... 

(+) সন্ধাি করলে ব্যেব 
হলয়নছে. 
(+) সন্ধাি করলে 
ব্যেবো. 

  

Cannot find … 

Could not find … 

Unable to find … 

Unable to locate … 

সন্ধাি করলে পালর 
িা... 
সন্ধাি করলে 
পালরনি... 

(+)  াইেটি সন্ধাি 
করলে পালর িা 
(+)  াইেটি সন্ধাি 
করলে পালরনি 

(+)  াইেটি সন্ধাি 
করলে অক্ষম 

  

Not enough memory 

Insufficient memory 

There is not enough 

memory 

There is not enough 

memory available 

পযবাপ্ত সৃ্মনে মিই 
অপযবাপ্ত সৃ্মনে 

(+) নডলস্ক পযবাপ্ত সৃ্মনে 
মিই 
(+) নডলস্ক অপযবাপ্ত 

(+) নডলস্ক পযবাপ্ত সৃ্মনে 
মিই 
(+) পযবাপ্ত সৃ্মনে 
উপেভয মিই 

  

... is not available 

... is unavailable 
...উপেভয মিই 

(+)  াইেটি উপেভয 
মিই 
(+)  াইেটি অিুপেভয 

  

  

  



 
 

Error Messages Containing Placeholders 

When localizing error messages containing placeholders, try to find out what will replace 

the placeholder. This is necessary for the sentence to be grammatically correct when the 

placeholder is replaced with a word or phrase. Note that the letters used in placeholders 

convey a specific meaning, see examples below: 

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

%c means <letter> 

%s means <string> 

Examples of error messages containing placeholders: 

"Checking Web %1!d! of %2!d!" means "Checking Web <number> of <number>." 

"INI file "%1!-.200s!" section" means "INI file "<string>" section." 

If your language has agreement between adjectives and nouns, and the noun is a 

placeholder, it can be important to know what exact string will be in the placeholder, so 

that a preceding adjective can be inflected  

Accordingly, the wording of most source strings has already been adjusted to avoid 

such localization issues and a syntactic construction has been chosen in which 

a placeholder is not modified by an adjective. However, be mindful of such issues when 

localizing software. In some languages there is also agreement between a noun subject 

and the verb. If your language has syntactic agreement, try to reword the translation to 

avoid a potentially ungrammatical sentence. 

Example: 

English example Message User will see Bangla example 

Replace invalid %s? 
Replace invalid data? 

Replace invalid file? 
(+) অবব্য %s পুি িাপি করলব্ি? 

%s already exists 
File already exists 

Name already exists 
(+) %s ইনেমলযয নব্দযমাি 

%s is now set as your 

personal contact. 

Regina is now set as your 

personal contact 

(+) %s এখি আপিার ব্যনিগে পনরনচনে 
নহসালব্ মসট আলছ৷ 



 
 

English example Message User will see Bangla example 

Mr. Kim is now set as your 

personal contact 

%s stopped working 

and was closed 

The application stopped 

working and was closed 

The program stopped 

working and was closed 

(+) %s কার্ করা ব্ন্ধ কলরলছ এব্ং ব্ন্ধ 
নছে 

  

5.4.3 Keys 

In English, References to key names, like arrow keys, function keys and numeric keys, 

appear in normal text (not in small caps). Names of keys appearing on keyboard should 

not be translated. 

Key Names 

English Key Name  Bangla (India) Key Name  

Alt Alt 

Backspace Backspace 

Break Break 

Caps Lock Caps Lock 

Ctrl Control 

Delete Delete 

Down Arrow নিম্নেীর 

End End 

Enter Enter 

Esc Escape 

Home Home 



 
 

English Key Name  Bangla (India) Key Name  

Insert Insert 

Left Arrow ব্ামেীর 

Num Lock Num Lock 

Page Down Page Down 

Page Up Page Up 

Pause Pause 

Right Arrow ডািেীর 

Scroll Lock Scroll Lock 

Shift Shift 

Spacebar মস্পসব্ার 

Tab Tab 

Up Arrow উর্ধ্বেীর 

Windows key Windows কী 

Menu Key মমিুকী 

Print Screen Print Screen 

 

5.4.4 Keyboard shortcuts 

Sometimes, there are underlined or highlighted letters in menu options, commands 

or dialog boxes. These letters refer to keyboard shortcuts, which help the user to 

perform tasks more quickly. 

Examples: 

New 

Cancel 

Options 



 
 

Populations of Bangla speakers are also found in India, Nepal and Singapore. Bangla is 

the national language of Bangladesh and it is also the state language of the Indian state 

of West Bengal. There are only slight differences in the way Bangla and Bangla are 

spoken and there is no difference in the script.  

The Bangla keyboard layout has been standardized several times that no consistent 

layout is used. Moreover phonetic keyboards are also preferred for general use.  

Other than national standard Jatiyo, other popular layouts are InScript, Avro, Bijoy and 

other phonetic counterparts.  

JATIYO NATIONAL STANDARD: 

 

Bijoy (private) physical keyboards. 

 

Bangla / Bangla is the second largely spoken Indic Language. 

Suggestion: TO LOCALIZE 

• Both keyboards layouts are almost similar and differ from InScript (used for 

soft keyboard) version.  

• A lot of people use Bangla keyboards and stickers in Bangladesh and West Bengal. 

They prefer soft, physical versions over transliteration softwares. 

• Transliteration softwares are not that useful because of language complexity.  



 
 

• Though a lot of people seem to recognize English characters, this attempt to 

localize keyboard shortcuts would be worth it as the number of keyboard users over 

transliteration software users (comparatively by proportion) is relatively high over all 

other Indic Languages except Hindi. 

• Linux platforms already support localization of keyboard shortcuts. 

The following table lists special options for keyboard shortcuts in US-English interfaces 

and describes whether each option is allowed in Bangla: 

Keyboard shortcuts 

special options 

Usage: Is 

it allowed? 
Notes 

"Slim characters," such as I, l, t, r, f 

can be used as 

keyboard shortcuts 

no 
Bangla characters cannot be termed as 

"slim," compare to the Roman ones. 

Characters with down strokes, 

such as g, j, y, p and q can be 

used as keyboard shortcuts 

yes 

Maximum Bangla characters are written 

with a down stroke. For example: গ, দ, ি, 

প, ে, হetc. And গ, দ, ি, প, ে, হ is a valid 

keyboard shortcut characters for use. 

Extended characters can be used 

as keyboard shortcuts 
no 

Bangla conjuncts which are combinations 

of two consonants cannot be used as 

keyboard shortcuts.  

An additional letter, appearing 

between brackets after item 

name, can be used as 

keyboard shortcuts 

no 

If in any circumstance, such additional 

letters will occur, also not possible to use 

as keyboard shortcuts. 

A number, appearing between 

brackets after item name, can be 

used as keyboard shortcut 

yes The numbers can be used. 

A punctuation sign, appearing 

between brackets after item 

name, can be used as 

keyboard shortcut 

no 

Regarding Bangla language, the 

punctuation marks are not necessary to 

use as keyboard shortcuts. 

Duplicate keyboard shortcuts are 

allowed when no other character 

is available 

yes Yes, it can be allowed. 



 
 

Keyboard shortcuts 

special options 

Usage: Is 

it allowed? 
Notes 

No keyboard shortcut is assigned 

when no more characters are 

available (minor options only) 

no No, it can’t be assigned. 

Additional notes: 

The following table lists the keyboard shortcutsthat are permissible in Bangla. Please 

note that only single stroke characters can be used. In Bangla language there are only 

18 (eighteen) single stroke characters, so the numbers also allowed to use as 

keyboard shortcut. 

Keyboard shortcut character Preferred or allowed? Case-sensitive? 

ক,গ,চ,র্,ট,ড,ে,দ,ি,প,ব্,ম,য,র,ে,,স,হ Preferred False 

0 ,1  ,2 ,3  ,4  ,5 ,6  ,7 ,8  ,9  Allowed False 

Content writers usually just refer to “keyboard shortcuts” in content for a general 

audience. In localization, however, we distinguish the following terms: 

Term Usage 

access 

key 

A subtype of keyboard shortcut. A letter or number that the user types to access UI 

controls that have text labels. Access keys are assigned to top-level controls so that 

the user can use the keyboard to move through the UI quickly. 

Example: F in Alt+F 

Example in UI localization: H&ome 

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

key tip 

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

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

“`” character. 

Example: In UI localization Home`H 



 
 

                              

                 

shortcu

t key 

A subtype of keyboard shortcut. A key that the user types to perform a common 

action without having to go through the UI. Shortcut keys are not available for 

every command.  

Example: Ctrl+N, Ctrl+V 

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

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

choices for shortcut keys. 

  

5.4.5 Numeric keypad 

It is recommended that you avoid distinguishing numeric keypad keys from the other 

keys, unless it is required by a given application. If it is not obvious which keys need to 

be pressed, provide necessary explanations. 

In the Inscript keyboard is available but not applicable for Bangla language. 

5.4.6 Shortcut keys 

Shortcut keys are keystrokes or combinations of keystrokes used to perform 

defined functions in a software application. Shortcut keys replace menu commands and 

are sometimes given next to the command they represent. While access keys can be 

used only when available on the screen, shortcut keys can be used even when they are 

not accessible on the screen. 

  



 
 

Standard Shortcut Keys 

US Command 
US English 

Shortcut Key 

Bangla (India) 

Command 

Bangla (India) 

Shortcut Key 

General Windows Shortcut keys 

Help window F1 সহায়ো উইলন্ডা F1 

Context-sensitive Help Shift+F1 প্রসি-সংলব্দিশীে সহায়ো Shift+F1 

Display pop-up menu Shift+F10 পপ-আপ মমিু প্রদশবি Shift+F10 

Cancel Esc ব্ানেে Esc 

Activate\Deactivate menu 

bar mode 
F10 

মমিুব্ার মমাড 
সনিয়/নিনিয় 

F10 

Switch to the next primary 

application 
Alt+Tab 

পরব্েী প্রােনমক 
অযানেলকশলি সুযইচ Alt+Tab 

Display next window Alt+Esc িেুি উইলন্ডা প্রদশবি Alt+Esc 

Display pop-up menu for 

the window 
Alt+Spacebar 

উইলন্ডার র্িয পপ-আপ 
মমিু প্রদশবি 

Alt+Spacebar 

Display pop-up menu for 

the active child window 
Alt+- 

সনিয় চাইল্ড উইলন্ডার 
র্িয পপ-আপ মমি ু
প্রদশবি 

Alt+- 

Display property sheet for 

current selection 
Alt+Enter 

ব্েব মাি নিব্বাচলির র্িয 
তব্নশষ্টযনশটটি প্রদশবি 

Alt+Enter 

Close active application 

window 
Alt+F4 

সনিয় অযানেলকশি উইলন্ডা 
ব্ন্ধ 

Alt+F4 

Switch to next window 

within (modeless-

compliant) application 

Alt+F6 

এর মলযয পরব্েী 
উইলন্ডালে সুযইচ 
(লমাডলেস-অিুসারী) 
অযানেলকশি 

Alt+F6 

Capture active window 

image to the Clipboard 
Alt+Prnt Scrn   Alt+Prnt Scrn 



 
 

US Command 
US English 

Shortcut Key 

Bangla (India) 

Command 

Bangla (India) 

Shortcut Key 

Capture desktop image to 

the Clipboard 
Prnt Scrn 

নক্লপলব্ালডব  সনিয় উইলন্ডা 
নচি কযাপচার 

Prnt Scrn 

Access Start button in 

taskbar 
Ctrl+Esc 

কাযবদলে সূচিা মব্াোলম 
অযালিস 

Ctrl+Esc 

Display next child window Ctrl+F6 
পরব্েী চাইল্ড উইলন্ডা 
প্রদশবি 

Ctrl+F6 

Display next tabbed pane Ctrl+Tab 
পরব্েী টযাব্যুি  েক 
প্রদশবি 

Ctrl+Tab 

Launch Task Manager and 

system initialization 
Ctrl+Shift+Esc 

কাযব পনরচােক েি এব্ং 
নসলস্টম সূচিা Ctrl+Shift+Esc 

File Menu 

File New Ctrl+N িেুি  াইে Ctrl+N 

File Open Ctrl+O  াইে মখাো Ctrl+O 

File Close Ctrl+F4  াইে ব্ন্ধ Ctrl+F4 

File Save Ctrl+S  াইে সংরক্ষণ Ctrl+S 

File Save as F12  াইে এইরূলপ সংরক্ষণ F12 

File Print Preview Ctrl+F2  াইে মুদ্রণ পূব্বরূপ Ctrl+F2 

File Print Ctrl+P  াইে মুদ্রণ Ctrl+P 

File Exit Alt+F4  াইে প্রিাি Alt+F4 

Edit Menu 

Edit Undo Ctrl+Z সম্পাদিা অকরণ Ctrl+Z 

Edit Repeat Ctrl+Y সম্পাদিার পুিরাব্ৃনি Ctrl+Y 

Edit Cut Ctrl+X সম্পাদিা মছদি Ctrl+X 

Edit Copy Ctrl+C সম্পাদিা কনপ Ctrl+C 
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Edit Paste Ctrl+V সম্পাদিা মেপি Ctrl+V 

Edit Delete Ctrl+Backspace সম্পাদিা নব্লোপ Ctrl+Backspace 

Edit Select All Ctrl+A সম্পাদিা সকে নিব্বাচি Ctrl+A 

Edit Find Ctrl+F সম্পাদিা সন্ধাি Ctrl+F 

Edit Replace Ctrl+H সম্পাদিা প্রনেিাপি Ctrl+H 

Edit Go To Ctrl+B সম্পাদিা এলে যাি Ctrl+B 

Help Menu 

Help F1 সহায়ো F1 

Font Format 

Italic Ctrl+I নেযবক Ctrl+I 

Bold Ctrl+G িূে Ctrl+G 

Underlined\Word underline Ctrl+U 
নিম্নলরখানিে/শব্দ 
নিম্নলরখানিে 

Ctrl+U 

Large caps Ctrl+Shift+A ব্ড়হালের অক্ষর Ctrl+Shift+A 

Small caps Ctrl+Shift+K মছাটহালের অক্ষর Ctrl+Shift+K 

Paragraph Format 

Centered Ctrl+E মকন্দ্রীয় Ctrl+E 

Left aligned Ctrl+L ব্ালম সানরব্দ্ধ Ctrl+L 

Right aligned Ctrl+R ডালি সানরব্দ্ধ Ctrl+R 

Justified Ctrl+J সামিসয Ctrl+J 

 



 
 

5.5 Voice video considerations 

A good Microsoft voice video addresses only one intent (one customer problem), is not 

too long, has high audio quality, has visuals that add to the information, and uses the 

right language variant/dialect/accent in voiceover. 

Successful Techniques for Voicing Video Content 

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

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

• Use SEO (Search Engine Optimization). Include search phrases in the title, description, 

and headers so that people can easily find the topic. 

• Talk to the customer as if (s)he is next to you, watching you explain the content. 

• Record a scratch audio file. Check for length, pace and clarity. 

5.5.1 English pronunciation 

General Rules 

Generally speaking, English terms and product names left unlocalized in target material 

should be pronounced the English way. For instance, Microsoft must be pronounced the 

English way. However, if your language has an established pronunciation for some 

common term (such as "server") the local pronunciation should be used. Moreover, 

pronunciation can be adapted to the Bangla (India) phonetic system if the original 

pronunciation sounds very awkward in Bangla (India).  

Example Phonetics Comment 

SecurID [sı’kjuər aı di:] নসনকউর আইনড 

.NET [dot net] ডট মিট 

Skype [skaip] 
 

Acronyms and Abbreviations 

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

Example Phonetics Comment 

RADIUS [ˈrādēəs] মরনডয়াস 

https://grststyleguideprod.blob.core.windows.net/document/Skype_bn-IN.wma


 
 

RAS [ræs] র যাস 

ISA [ˈisə] ইসা 

LAN [læn] েযাি 

WAN [wɑn] ওয়াি 

WAP [wɑp] ওয়াপ 

MAPI [ˈmæpi] মযানপ 

POP [pop] পপ 

URL [ju-ɑr-ɛl] ইউআরএে 

Other abbreviations are pronounced letter by letter.   

Example Phonetics Comment 

ICMP [aɪ-si-ɛm-pi] আইনসএমনপ 

IP [ɪp] আইনপ 

TCP/IP [ti-si-pi/ɪp টিনসনপ/আইনপ 

XML [ɛks-ɛm-ɛl] এিএমএে 

HTML [eɪʧ-ti-ɛm-ɛl] এইচটিএমএে 

OWA [oʊ-ˈdʌbəlju-eɪ] ওডাব্লুএ 

SQL [ɛs-kju-ɛl] এসনকউএে 

URLs 

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

"www" should be pronounced as ˈdʌbəlju ˈdʌbəlju ˈdʌbəlju. 

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

pronounced the English way, as "dot" or [dɑt].   



 
 

Example Phonetics 

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

in 

[eɪʧ ti ti pi: // ˈdʌbəlju ˈdʌbəlju 

ˈdʌbəlju.ˈmaɪˌkroʊˈsɔft.kɑm/ɛn ɪn] 

Punctuation Marks 

Most punctuation marks are naturally implied by the sound of voice, e.g. ? ! : ; ,  

En Dash (–) are used to emphasize an isolated element. It should be pronounced as a 

comma, i.e. as a short pause. 

Special Characters 

Pronounce special characters such as / \ ˘ < > + - using the Bangla 

(India)translations approved in Microsoft Terminology - Globalization | Microsoft Learn. 

 

5.5.2 Tone 

Use a tone matching the target audience, e.g., more informal, playful and inspiring tone 

may be used for most Microsoft products, games etc., or formal, informative, and factual 

in technical texts etc. 

In order to make the content more friendly and straightforward, usage of transliteration 

of Software/ IT/ Mobile content should be given more preference as compared 

to translation of those terms. Keeping in mind tone of voice, it is recommended to avoid 

textbook language, and usage of friendly and easy to understand formal style and terms 

to be followed. 

  

5.5.3 Video voice checklist 
Topic and Script 

• Apply the following Microsoft voice principles: 

o Single intent 

o Clarity 

o Everyday language 

o Friendliness 

o Relatable context 

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


 
 

Title 

• Includes the intent 

• Includes keywords for search 

Intro: 10 Seconds to Set up the Issue 

• Put the problem into a relatable context 

Action and Sound 

• Keep something happening, both visually and audibly, BUT… 

• …maintain an appropriate pace 

• Synchronize visuals with voice-over 

• Fine to alternate between first and second person 

• Repetition of big points is fine 

Visuals 

• Eye is guided through the procedure 

o Smooth, easily trackable pointer motions 

o Judicious callout use 

• Appropriate use of motion graphics and/or branding-approved visuals 

Ending 

• Recaps are unnecessary 


