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1 About this style guide

This style guide is intended for the localization professional working on Microsoft
products. It's not intended to be a comprehensive coverage of all localization practices,
but to highlight areas where Microsoft has specific preferences or deviates from
standard practices for Igbo language localization.

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

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

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

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

1.1 Recommended style references

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

Normative references

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

1. Igbo Metalanguage series for Igbo language
Microsoft User interface reference

A helpful reference is the Windows User Experience Interaction Guidelines.
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2 Microsoft voice

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

Three principles form the foundation of our voice:

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

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

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

The Microsoft voice targets a broad set of users from technology enthusiasts and casual
computer users. Although content might be different for different audiences, the principles
of Microsoft voice are the same. However, Microsoft voice also means keeping the audience
in mind. Choose the right words for the audience: use technical terms for technical
audiences, but for consumers use common words and phrases instead.

These key elements of Microsoft voice should extend across Microsoft content for
all language locales. For each language, the specific choices in style and tone that
produce Microsoft voice are different. The following guidelines are relevant for
US English as well as many other languages.

Guidelines
Keep the following guidelines in mind:

o Write short, easy-to-read sentences.

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

e Be pleasant and ensure that explanations appear individualized.

e Avoid slang and be careful with colloquialisms—it's acceptable to reassure and
connect with customers in a conversational tone, but be professional in doing so.

2.1 Choices that reflect Microsoft voice
Translating Igbo language 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.
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The general style should be clear, friendly and concise. Use language that resembles
conversation observed in everyday settings as opposed to the formal, technical
language that's often used for technical and commercial content.

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

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

Examples:
English source Literal Igbo translation Preferred Igbo translation
Network status Okwa netwook Onodu netwook
Height Ogologo Ogo
High Elu Ogo
*Product Label Mmado Meputa/ Nyeaha mmeputa Akara mmeputa
Go to your inbox Gaa na igbe mbata gi Gaa na igbeoz 1 nnabata gi

In translation generally, context matters a lot. The word label (Verb) can be translated as
Nyeaha — "name/mark” but when used as (a noun) used in the asterisked example
above, it should be translated as akara — "“mark” which is very comprehensible and easily
understood by Igbo natives. Never should label be translated as mmado. This
translation is totally confusing.

2.1.1 Word choice
Terminology

Use terminology from the Microsoft Language Portal where applicable, for example key
terms, technical terms, and product names.
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Short word forms and everyday words

Microsoft voice text written in US English prefers 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 be intentional about using
everyday words that customers are accustomed to.

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

en-US word en-US word usage

App Use app instead of application or program.

Use pick in more fun, less formal or lightweight situations (“pick a color,” not
Pick, choose | “choose a color”) and choose for more formal situations (don't use select
unless necessary for the UI).

For general reference to any drive type (hard drive, CD drive, external hard

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

Get Fine to use as a synonym for “obtain” or “come into possession of” but avoid
for other general meanings.

Info Use in most situations unless information better fits the context. Use info
when you point the reader elsewhere (“for more info, see <link>").

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

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

Address the user as you, directly or indirectly through the use of first- and
You second-person pronouns like "you." Avoid third-person references, such as
"user,” as they sound formal and impersonal.

Describe how short words and everyday words are to be used to convey the Igbo
Microsoft voice.
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en-US source term Igbo word Igbo word usage

Use when you have to check for updates, software
versions, upgrades and not when you have to
check (mark) a selection box. Often tulee is also
used to translate check but it does not carry the
intended meaning. Tulee gives the sense of
considering between two options or pondering
over something, not to find/look out for/check. Use
nyochaa when you intend verify.

Check Choo/Chota

Use when you intend to format/erase the contents
Wipe off Hichaa/Hichapu | of a drive. When the intention is to cancel an
erroneous input, use kagbuo or kachapu

Any of these English words can be translated as
Choose, Pick, Select | Horo/hoputa horo/hoputa within both formal and informal
settings

2.1.2 Words and phrases to avoid

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

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

Achieve Do

As well as Also, too
Attempt Try
Configure Set up
Encounter Meet
Execute Run
Halt Stop
Have an opportunity Can
However But
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Give/provide guidance, give/provide information Help
In addition Also
In conjunction with With
Locate Find
Make a recommendation Recommend
Modify Change
Navigate Go
Obtain Get
Perform Do
Purchase Buy
Refer to See
Resolve Fix
Subsequent Next
Suitable Works well
Terminate End
Toggle Switch
Utilize Use
en-US source Igbo word to avoid Igbo word/phrase
Terminate bibie Kwusi
Inbox Igbe Igbeozi
Refer to Lelee Gaa na/Choo na
Resolve Nkwekorita Dozie/Mezie
Cut (connection)/Disconnect Chapu/Chabie Wepu
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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

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

Igbo target

Okwuntughe a ezighi ezi.
Okwuntuge niile nwere
mmetuta nha nke
mkpuruedemede.

Explanation

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

the action to try again.

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

Otugwo ihemmeputa a
arughi oru. Biko nyochaa ya
ma nwaa 0zo0.

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

All ready to go

Adila njikere iga

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

Would you like to
continue?

I choro iga n'ihu?

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.

Nye PC gi otu aha- aha
obula i choro. O buru ma
i choo igbanwe ucha
bakgraund ahu, gaa na
mwube PC gbanyuo ngd
elu.

Address the user directly using the
second person pronoun to take the
necessary action.
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2.2.2 Promote a feature

US English

Igbo 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.

Okwuntughe foto bu uzo
ohuru i ji nye aka chekwaa
enyongosiputa kemkpatu PC
gi. I ga ahoro foto ahu- ma
ahummeghari i ga-eji ya na ya
ruo oru- iji kewaputa
okwuntughe nke s00so gi nwe.

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.

Kwe ka apps nye gi ndina
nkeonwe site na ebendobe PC
gi, aha, foto akaunt, nakwa
ufodu ozi nsiebe ndj 0zo.

Promoting the use of
apps.

Depending on the context
of the string you can add
familiarity to the text by
using everyday words for
example, PC.

2.2.3 Provide how-to guidelines

US English

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

Igbo target

Iji laghachi azu ma chekwaa oru
gi, pikinye Kagbuo ma mechaa
ihe ikwesiri ime.

Explanation

Short and clear action
using the second person
pronoun.

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

[ji kwadoo okwuntughe kefoto
ndinugbua gi, legharia anya
mgbe ana-egosi ya 0zo ma
choo omumatu ahummehari
egosiputara na foto gi.

Voice is simple and
natural.

The user isn't overloaded
with information; we tell
them only what they
need to know to make a
decision.

2.24 Explanatory text and SUPPORT

US English

Igbo target

Explanation

E wubela mmezilite mana ekwesiri
ibidoghari mwube Windows 10 ka
ha nwee ike iru oru Mgbe 0
bidogharichara, anyi ga na-aga

The updates are installed,
but Windows 10 Setup
needs to restart for them to
work. After it restarts,

The language is natural,
the way people talk. In this
case voice is reassuring,
letting the user know
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we'll keep going from
where we left off.

n‘ihu, bido na ebe anyi kwusiri.

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.

[ bidogharia komputa gi ugbua,
oru gi nakwa nke ndi 0zo ana-
echekwabeghi ga-efu.

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.

Dokumenti a ga-eji mmereonwe
gafee n'‘obaakwukwo nakwa folda
kwesiri ekwesi mgbe | mezichara
njirimara ndi na-ezighi ezi magbu
ndi nke furu efu.

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.

Ihe 0joo emeela! E nweghi ike
ichota faili ndi ebudatara iji
keputa nnya usorombido flaashi
USB gi.

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

3 Language-specific standards

Information about Igbo-specific standards, such as phone number formats, date
formats, currency formats, and measurement units are available from the GoGlobal
Developer Center.

3.1 Grammar, syntax and orthographic standards

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

This section includes information on how to apply the general language and syntax rules
to Microsoft products, online content, and documentation. Grammatical errors are
introduced during translations from the source language to the target language if
syntactic and orthographic rules of the target language are not considered. Often times,
it's the temptation to transliterate that flaws translation tasks. Sometimes phrase by
phrase translation works, sometimes, it does not. The trick is to understand the entire
sentence (not phrase) to be translated and try as much as possible to give a translation
of the understood/intended meaning of the source sentence in the target language.
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English

(-) Njeozi nnochite
Proxy server
(+) Sava nnochite

Translating server as nnjeozi is a bit confusing to the average Igbo person. It means
“that which serves/offers a service”. You will need to be told the meaning before you
can actually see it as so. Phonologizing server as sava is readily understood by the man
on the streets.

3.1.1 Abbreviations

Common abbreviations

You might need to abbreviate some words in the UI (mainly buttons or options
names) due to lack of space. However, you should try as much as possible to avoid the

use of abbreviations in your translation. Igbo has little or no support for abbreviated
forms. You can abbreviate in the following ways:

List of common abbreviations:

Expression Acceptable abbreviation Igbo full text
For example (+) Dk Di ka
And so on (+) Doz Dere gawazia

For common measurements such as kilometers, meters, centimeters, millimeters, and so
on, the abbreviations in the following table are used in the product user interface and in
technical documentation.

English Igbo

Measurement abbreviation abbreviation Comment
Gigabyte GB GB
Gigabit GBit GBit
Kilobyte KB KB
Kilobit Kbit Kbit
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Megabyte MB MB

Megabit Mbit Mbit

Megabits per second | Mbit/s or Kbps | Mbit/s or Kbps

Use same type for similar

measurements, for example,

Bytes per second B/s B/s TEES GEr Seeant
=> F/s

Megabytes per MB/s MB/s

second

Kilobytes per second | KB/s KB/s

Point Pt. Pt. No plural form

Inch " is acceptable in Packaging and
tables, but not in body text.

Megahertz MHz MHz

Hertz Hz Hz

Don't abbreviate such words as

Expression Exclusion of abbreviation
Microsoft (+) Microsoft
Microsoft OneNote (+) Microsoft OneNote
Microsoft Outlook (+) Microsoft Outlook

3.1.2 Acronyms

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

Localized acronyms

The following examples show the redundancy in red for Igbo terms
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en-US source Igbo target

URLN URLN Nzuruoke
CDK CDK Keananuanu
IDDigital IDD Dijital

NPPin NP Piinu

Unlocalized acronyms

Many acronyms are standardized and remain untranslated. They are only followed by
their full spelling in English if the acronym must be explained to Igbo-speaking
audiences. If the acronym is commonly known, it can be used on its own.

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:

Examples:
ANSI (American National Standards Institute) ANSI
ISO (International Standards Organization) ISO
ISDN ISDN
DOS DOS
DSL DSL

3.1.3 Adjectives

In Igbo language, adjectives can come before or after the noun in a sentence. In Igbo
Language, handle adjectives in the following manner.
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en-US source Igbo target

Black Clothe Uwe ojii
White house Ulo ocha
Beautiful child Omaricha nwa

Possessive adjectives

The frequent use of possessives is a feature of English language. However, in Igbo,
possessive adjectives are handled this way:

Igbo language has a few possessive adjectives which are expressed with the use of
pronouns like my, m, unu, anyi and ha and with the exception of o/0 which are known
as he, she/it.

en-US source Igbo target

This handsome man is from my village Dimkpa nwoke oma a bu onye obodo anyi

3.1.4 Articles
Unlocalized feature names

Microsoft product names and non-translated feature names are used without definite or
indefinite articles in the English language. We treat them in this way: In Igbo language,
they are regarded as the same.

Example:

en-US source Igbo target

ALT ALT

Localized feature names

Translated feature names are handled in the following way: they are used with a definite
and indefinite article as they are not treated as proper names

Examples:
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en-US source Igbo target

Hide the task Manager when it's minimized | Zoo oru Onyenchikwa mgbe asukolatara ya ala.

Check for a new update and install it. Chota mezilite ohuu ma runye ya
Localized feature names Igbo example

Computer Komputa

Article Atikul

Tabul Tebul

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 Igbo
language?

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

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

The internet may be a helpful reference here.

Check the Microsoft Language Portal to confirm the user of a new loan word and its
proper article to avoid inconsistencies.

Examples:
Delete it from server. Kachapu ya na sava
Switch off the computer Gbanyuo komputa ahu
Name this file and save it now Nye faili a aha ma chekwaa ya ugbua
Type a file location here Tinye aha otu ebendobe faili ebe a
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3.1.5 Capitalization

The implementation of capitalization should be used and highly encouraged especially
in nouns and the beginning of every sentence.

Igbo language is not far from what English language offers in capitalization. Moreover,
in capitalization, the first Igbo letter in a sentence is capitalize just as it's done in English.

Example:

en-US source Igbo target

Obi is a man Obi bu nwoke

3.1.6 Compounds

Compounding involves the concatenation of two or more words. Igbo compounds
comprise verbs, nouns and phrases. Compounding in Igbo does not comprise verbs
having extensional or inflectional suffixes. Compounds should be understandable and
clear to the user. Avoid overly long or complex compounds. Keep in mind that
unintuitive compounds can cause intelligibility and usability issues.

Examples:
Chukwu + emeka Chukwuemeka
Okwu + chukwu Okwuchukwu
Onye + oshi Onyeoshi

3.1.7 Contractions

For en-US Microsoft voice, contractions help convey a conversational tone and used
whenever possible.

en-US long form en-US contracted form

Do not Don't

If the Igbo Language Microsoft voice can be conveyed through the use of contractions,
then this section is applicable.
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en-US source text

Don’t

Igbolong form

Emekwala

Igbo contracted form

Emela

Don't install

Arunyekwala

Arunyela

3.1.8 Conjunctions

For en-US Microsoft voice, conjunctions can help convey a conversational tone. Starting
a sentence with a conjunction can be used to convey an informal tone and style.

Similarly, the de-DE Microsoft voice can use conjunctions and adverbs to convey a more
natural and easy-to-understand tone.

In Igbo language, conjunction can start a sentence only in ray cases but generally Igbo

language applies conjunction like any other parts of speech.

en-US source text

Igbo language old use of

conjunctions

Igbo language new use of
conjunctions

Since that time, I am fine.

Kamgbeahu, ahu di nnoo
mma

Kamgbe ahu, ahu di m mma

Both my computer and his
laptop are damaged.

Ma komputa m na laptoopu
ya ghasara aghasa

Ma komputa m ma
laptoopu ya emebiela

Your computer mouse and
this flash are damaged.

Odumbi komputa gi na flaashi
a ghasara aghasa

Odumbi komputa gi na
flaashi a emebiela

3.1.9 Gender

In Igbo, genders are distinguished in proper nouns like the name of persons and sex but
not in pronouns; however, paraphrases are used for stylistic purposes.

Examples:

en-US source Igbo target

Nwoke Man
Nwaanyi Woman
Oke Male
Nnekwu Female
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Beside these examples, there are some specific names answered by males and females,
apart from that fact that we have some unisex names but in other things like items, we
don’t have gender distinction.

3.1.10 Genitive

Igbo realizes the genitive in the form of a noun-noun construction. The head noun is
modified by another noun with a tonal variation to show genitive case. A product name
can be modified by another noun to show such relationship. The possessor noun always
comes after the possesses

Convention 1 (for example, attaching a genitive “s” to (trademarked) product names
is not feasible, as it could be interpreted as a modification of such names.)

Example:

en-US source Igbo target

Microsoft Product Themmeputa Microsoft

Convention 2

Example:

en-US source Igbo target

Ada’s book Akwukwo Ada

3.1.11 Localizing colloquialism, idioms, and metaphors

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

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

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

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

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

In localized Igbo text you often need to modify a noun with an adjective since an
adjective can’t minimally project without a noun

Example:

en-US source Igbo target

Good/ Beautiful woman Nwaanyi oma

Note: Oma can't be used alone as a minimal AP. It must modify a noun

3.1.13 Nouns
General considerations

Nouns generally serve as subjects, objects, indirect objects, verbal or prepositional
complements. There can also be nouns modifying nouns as in the examples below.

Examples:
Dog's pen Ulo nkita
Someone’s name Aha mmadu
Obi's house Ulo Obi
Inflection

Igbo nouns don't inflect for number.
Plural formation

There is no inflection on the noun for number. Plurality is realized by modifying with
inherent plural lexical nouns.

Examples: such nouns with inherent plurality include: umy, ndi, and gasi.

Singular Plural

en-US source Igbo target en-US source Igbo target

Man Nwoke Men Umu nwoke
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Woman Nwaanyi Women Umu nwaanyi

Person Mmadu Persons Ndi mmadu

House Ulo Houses Ulo gasi

3.1.14 Prepositions

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

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

Preposition in Igbo starts with the marker of (N') with apostrophe before a vowel sound
of the next word in a sentence and (Na) before a consonant sound. We also have (maka)
meaning (because).

Source text expression Igbo expression Comment

Under the computer (+) N'okpuru komputa | The preposition ‘na’ is written in full
when followed by a noun that starts

He lives in Kano (+) O bi na Kano with a consonant but when followed by

a vowel, the vowel in “NA" is omitted,
thereby leaving the 'n’ with apostrophe
when the preposition is followed by a
noun that starts with a vowel.

It's because his computer | O bu maka komputa ya
has a problem. nwere nsogbu.

3.1.15 Pronouns

The Igbo pronouns are the only items that have some form of person/number
differences, although not in all cases.

Examples:
en-US source Igbo target
I (+) mu/m 1st person singular
You (+) gi 2nd person singular
He/She/It (+) o/o 3rd person singular
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We (+) Anyi 1st person plural

You (+) unu 2nd person plural

They (+) ha 3rd person plural

3.1.16 Punctuation

The pronouns in Igbo are capitalized only at sentence-initial positions. In other positions
lowercase is used.

Comma

In Igbo language comma is used both in numbers and otherwise

English examples Igbo examples

Three thousand naira (+) &3, 000

When we went to the market, we saw that

B (+) Mgbe anyi gara ahia, anyi huru ebe ahu.

Colon

Use colons to indicate that the sentence is yet to add more information. We call it in
Igbo language akara kpom kpom ().

Don't capitalize a text following a colon unless the text following the colon is a complete
sense.

Example:
US English Igbo target
The teacher wants to buy these things: (+) Onyenkuzi ahu choro izu ihe ndia:
computer, table, books and ruler. Komputa, tebul, akwukwo na rula

Don't use colons to introduce only one item or idea

Example:
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US English Igbo target

Click on: Save (-) Kere na: Nchekwa (+) Kere na nchekwa

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. Hyphen makes the
auxiliary verb add more meaning to the verb. The hyphen is used to link the auxiliary and
the verb in Igbo language as in the example below. They are used to indicate direction.

Examples:
US English Igbo target
He is eating (-) O na eri nri (+) O na-eri nri.
He is runing. (+) O na-agba oso.
En dash

The en dash is used as a minus sign, usually with spaces before and after. The use of en
dash in Igbo is the same as it's in English. 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. The en dash is used as a minus sign, usually with spaces before and after.

Example:
US English Igbo target
(+) People sleep early in Cross rivers — (+) Ndi mmadu na-alaba ura n‘'oge na mba
Calabar Cross rivers — Calabar

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

Example:
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US English Igbo target

Page 30-59 Ihu akwukwo nomba 30-59

Em dash

The em dash should only be used to emphasize an isolated element or introduce
an element that's not essential to the meaning conveyed by the sentence. The use of
em dash in Igbo is the same as it's in English

Examples:
US English Igbo target
"He is an intelligent man but—" "0 bu nwoke maara ihe nke oma mana—"

"the area he lives is like a computer

market.—Chibuzor Ebe o bi dika ahia komputa."—Chibuzor

Ellipses (suspension points)

Ellipses could be addressed as each of a series of dots, usually three, used in printed and
written material to indicate an omission from text being reproduced or an incomplete
phrase. Just like Hausa language, ellipses in Igbo language is the punctuation used when
words are omitted. Three points are used in the middle of a sentence while four points
are used if it's at the end of the sentence, except the sentence ends with a question
mark or an exclamation mark then it will end like this; ...? or ...! respectively. It may also
indicate a break or suspension in speech. ...

Examples:
US English Igbo target
I bought this computer from... (+) A zuru m komputa a n'aka onye...
The person that destroyed this computer is... | (+) Onye mebiri komputa a bu...

Keep in mind the following when using ellipses/suspension points: ellipses/suspension
points, sentences still remain incomplete with the indication of those dots
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Period

Period could be defined as the punctuation mark (.) that's used at the end of a sentence
or in abbreviations

Example:

US English Igbo target

I bought my computer on the internet (+) A zuru m komputa m n‘intaneti.

Quotation marks

Quotation marks are symbols that are used in writing before and after a quotation or
the words that someone speaks. It's also a type of punctuation mark. Quotation marks
are used when referring to chapters, sections and topics for reference purposes.

Example:
US English Igbo target
(+) The president said on tv, “that he must (+) Onyeisi ala kwuru na TV “na ya ga-ata
punish the minister”. onye minista ahu ahuhu”.

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

Parentheses

Parenthesis are curved signs, (), used to enclose an additional inserted word or
comment and distinguish it from the sentence in which it's found.

In English, as well as in Igbo, there is no space between the parentheses and the
text inside them.

Examples:
US English Igbo target
Imo State University (IMSU) (+) Imo State University (IMSU)
The first day of the week (Monday) (+) Ubochi mbu n'izu uka (Monde)
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3.1.17 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. The Igbo Microsoft
voice can be conveyed through the use of sentence fragments too.

Examples:

US English source text Igbolong form Igbo sentence fragment

Are you sure you want to

e Obi o siri gi ike ikachapu aha gi? | Kachapu aha gi?

See the following example Lelee omumaatu na-esota Lelee omumaatu

3.1.18 Split infinitive

This section does not apply to Igbo. In Igbo language infinitive is attach to the verb.
No infinitive in Igbo verb that stands on its own.

Examples:
US English Igbo target
to chew (+) Ita
to buy (+) Izu
to kill (+) Igbu

3.1.19 Subjunctive

Subjunctives could be analyzed as a grammatical mood that expresses doubts, wishes,
and possibilities. Be that as it may, it's seen as one of the most difficult grammatical
subject to analyze.

The following are examples are subjunctive constructions in Igbo. The conjunction ka
or ma its one of its syntactic markers:

Examples:
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US English Igbo target

(+) ka emesia.
See you later . _
(+) ka omesia.

(+) Anyi biara ma anyij hu unu.

e G 19 e e (+) Anyi biara ka anyi hu unu.

Till next time (+) ka odiwakwanu oge ozo.

3.1.20 Symbols & nonbreaking spaces

Apart from currency symbols and separator symbols that have been identified, the
symbols encountered during translation, should be left as they are in English. As for
nonbreaking spaces, in writing currency or symbols apart from the breaks or spaces that
define the unit of the figures, there should be no other break or spacing.

Use non breaking spaces in the following instances:

e As athousand separator

o Between a chapter and its number or letter

o Between any items that should not be written in separate lines
o After a colon

Examples:
US English Igbo target
(+) 825 000 000 (+) &25 000 000
Chapter 2: Writing (+) Amaokwu 2: Ndezi
3.1.21 Verbs

For US English Microsoft voice, verb tense helps to convey the clarity of Microsoft voice.
Simple tenses are used. The easiest tense to understand is the simple present, like we
use in this guide. Avoid future tense unless you're describing something that will really
happen in the future and the simple present tense is inapplicable. Use simple past tense
when you describe events that have already happened.
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US English source text

Igbo use of verb tense

Ada went to the market.

(+) Ada gara ahia

The computer worked very well.

The continuous operation of verbs in Igbo language is marked by auxiliary verb (na).

Examples:

US English source text

Igbo use of Auxilary verb

(+) The computer is working now.

(+) Komputa na-aru oru ugbua

(+) the email is being sent now.

(+) A na-ezipu ozi-e ahu ugbua

The verb is the most relevant element in a sentence. In Igbo language, there are root
verbs and also full verbs. Root verbs are morphological verbs that don't make a

complete sense but through them you add the prefixation and suffixation in verbs in
order to realize a complete sense of their action.

US English source text

Igbo root verbs

US English source text

Igbo full verbs

Go -Ga Went Gara
Eat -Ri Ate Riri
Cook -Si Cooked Siri
Call -Kpo Called Kporo
Say/ Speak -Si Said/ Spoke Siri
Kill -Gbu Killed Gburu

4 Localization considerations

Localization means that the translated text needs to be adapted to the local language,

customs and standards.

The language in Microsoft products should have the “look and feel” of a product
originally written in Igbo Language, using idiomatic syntax and terminology, while at the
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same time maintaining a high level of terminological consistency, so as to guarantee the
maximum user experience and usability for our customers.

In doing this work, you might need often to consult your glossary before translating any
word that's a technical term. However, where there is no such word in the glossary, care
should be taken that the new words so coined are intelligible to an Igbo man in the
street. For instance, instead of translating ‘football’ as ‘akpukpoanu ana-agba n'ukwu’,
a very clumsy translation, it's better to borrow the English word, ball and translate it
using Igbo orthography as ‘bolu’.

4.1 Accessibility

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

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

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

4.2 Applications, products, and features

Product and application names are often trademarked or may be trademarked in the
future and are therefore rarely translated. Occasionally, feature names are trademarked,
too (for example, IntelliSense™). Before translating any application, product, or feature
name, verify that it's in fact translatable and not protected in any way. This information
can be obtained here.

Version numbers

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

US English Igbo target

Windows 8 Version 8.1 Windows 8 Version 8.1

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

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

44 Geopolitical concerns

Part of the cultural adaptation of the US-product to a specific market is the resolution of
geopolitical issues. While the US-product is designed and developed with neutrality and
a global audience in mind, the localized product should respond to the particular
situation that applies within the target country/region.

Sensitive issues or issues that might potentially be offensive to the users in the target
country/region may occur in any of the following:

e Maps

e Flags

« Country/region, city and language names

e Art and graphics

o Cultural content, such as encyclopedia content and other text where historical or
political references are present

Some issues are easy to verify and resolve. The localizer should have the most current
information available. Maps and other graphical representations of countries/regions
should be checked for accuracy and existing political restrictions. Country/region, city,
and language names change on a regular basis and should be checked, even if
previously approved.

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

45 Software considerations

This section refers to all menus, menu items, commands, buttons, check boxes, and
other UI elements that should be consistently translated in the localized product.

451 Error messages

Here is an example:
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Save As >

YWdocument
! That name won't work, Use a name that doesn't include characters like
DT ez

OK

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

Considering the underlying principles of Microsoft voice, translators are encouraged to
apply them to ensure target translation is more natural, empathetic and not robot-like.

English term Correct Igbo translation

Oops, that can’t be blank... Oops, nke ahu ekwesighi idi nkiti

Not enough memory to process this

E nweghi ikencheta zuru ezu iji mee ntuziaka a
command.

Igbo style in error messages

Use consistent terminology and language style in the localized error messages, and not
just translate them as they appear in the US product.

English term Igbo error Correct Igbo term

Cancel Error Message (-) Kachapu Mmejo Ozi (+) Kagbuo Ozi Mmejo

Standard phrases in error messages

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

In this circumstances, and due to dynamism of language, error messages can pop up
due to lack of due standardization in the translated language or compliant to the
required glossary.
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These phrases commonly occur in error messages. When you translate them, try to use
the provided target phrases. However, feel free to use other ways to express the source
meaning if they work better in the context.

Examples:

English

Translation

Igbo
example

Comment

Unable to locate ...

Unable to locate driver
software

Can't ... Can't connect . .. | Thelgbo translation
(+) adabaghi | .
Could not ... Could not connect is ok for both.
Failed to ... Failed to connect (+) Njiko The Igbo translation
Failure of ... Failure to connect adabaghi is ok for both.
Can't find driver software

Can't find ... Could not find driver

. software
Could not find ... Unable to find dr ﬁ;)wl\;:)r/g The Igbo translation

nable to find driver

i _— covers all.

Unable to find ... coftware adighi

Not enough memory
Insufficient memory

There is not enough

Not enough memory
Insufficient memory

There is not enough

(+) Ikencheta

The Igbo translation

memory memory ezughi ezu covers all.

There is not enough There is not enough

memory available memory available

... 1s not available ... Is not available (+) O dighi The Igbo translation
.. is unavailable .. is unavailable adi is ok for both.

Error messages containing placeholders

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

%d, %ld, %u, and %lu means <number>
%cC means <letter>
%s means <string>

Examples of error messages containing placeholders:

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

Most source strings have instructions that detail what text will replace the placeholder.

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

English examples Igbo examples

in %d days (+) n'ubo chi %d
%d minutes (+) nkeji %d
45.2 Keys

The keyboard is the primary input device used for text input in Microsoft Windows. For
accessibility and efficiency, most actions can be performed using the keyboard as well.
While working with Microsoft software, you use keys, key combinations and key sequences

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

Unlike English keyboard, the local language Igbo keyboard has dual functions due to
the tonation in the dialect. Double keys are applied to produce local tonal words that
will satisfy the pronunciation.

English key name Igbo key name

Alt Alt
Backspace Backspace
Break Break
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Caps Lock Caps Lock
Ctrl Control
Delete Delete

Down Arrow Ube Ala

End End

Enter Enter

Esc Esc

Home Home

Insert Insert

Left Arrow Ube Akaekpe
Num Lock Num Lock
Page Down Page Down
Page Up Page Up
Pause Pause

Right Arrow Ube Akanri
Scroll Lock Scroll Lock
Shift Shift
Spacebar Ogwenyeohere
Tab Tab

Up Arrow Ube Elu
Windows key Otugwo Windows

Print Screen

Print Screen

Menu Key

Otugwo Menu

While working with Microsoft software, you can use keys combinations and key

sequences to type in some Igbo special characters. See examples below:
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Characters Key combination

i AltGr+1
i AltGr+Q
i AltGr+W
i AltGr+E
0 AltGr+O
o AltGr+S
o) AltGr+A
0 AltGr+D
u AltGr+U
u AltGr+F
u AltGr+G
u AltGr+H
n AltGr+N
m AltGr+M
m AltGr+<
n AltGr+>

4.5.3 Keyboard shortcuts

Sometimes, there are underlined or highlighted letters in menu options, commands
or dialog boxes. These letters refer to keyboard shortcuts (also known as access
keys) that allow you to run commands, perform tasks, etc., more quickly.

P

Q Shipping Tool E“E”El

%Mew qli-l Cancel ?jj{-lgptinns

Drag the cursor around the area @
wou wrant to capture,
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Keyboard shortcuts special options

“Slim characters,” such asl, |, t, r, f can
be used as keyboard shortcuts

Usage: is it allowed?

Yes

It would be easier to use
than those other
characters

Characters with down strokes, such as
g,J. ¥, p and g can be used as keyboard
shortcuts

Yes, except g which is
not a character in
Igbo alphabet

If they are underlined, one
might not see them well.

Extended characters can be used as

This is because you can't

(minor options only)

No not see them directly on
keyboard shortcuts y
keyboard layout
An additional letter, appearing between
brackets after item name, can be used No N/A
as a keyboard shortcut
A number, appearing between brackets
after item name, can be used as No N/A
a keyboard shortcut
A punctuation sign, appearing between
brackets after item name, can be used No N/A
as a keyboard shortcut
Duplicate keyboard shortcuts are
allowed when no other character is No It would cause confusion
available
No keyboard shortcut is assigned when
no more characters are available Yes N/A

Additional notes: Normal characters can be used as keyboard shortcuts but extended
characters can't be used because it might be difficult to be seen or underlined.

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

Usage

A subtype of keyboard shortcut. A letter or number that the user types to access
UI controls that have text labels. Access keys are assigned to top-level controls so
that the user can use the keyboard to move through the UI quickly.

Example: F in Alt+F

Example in UI localization: H&ome

| Untitled - Notepad - O *
File Edit Format View Help
New Ctrl+M
access Open... Ctrl+0
Save Ctrl+5
key Save As...
Page Setup...
Print... Ctrl+P
Exit
In keyboard shortcuts, most access keys are used with the Alt key.
The letter or number that appears in the ribbon when the Alt key is pressed.
In Ul localization, the key tip is the last character present in the strings after the "
character.
Example: In Ul localization Home™H
key tip Dacument? - Waord
Referemces Bl Mg Rl
5 M R
Segoe U 112 A A [ Aa- | B = = T &5
Pﬂ.ﬂt & Format Painter LI *-‘?-A === :E
Clhpboard m Font e Paragraph
A subtype of keyboard shortcut. A key that the user types to perform a common
action without having to go through the UL Shortcut keys are not available for
every command.
shortcut Example: Ctrl+N, Ctrl+V
key

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

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

The arrow keys move input focus among the controls within a group. Pressing the right
arrow key moves input focus to the next control in tab order, whereas pressing the left
arrow moves input focus to the previous control. Home, End, Up, and Down also have
their expected behavior within a group. Users can’t navigate out of a control group

using arrow keys.

4.5.5 Numeric keypad

Avoid distinguishing numeric keypad keys from the other keys, unless it's required by
a given application. If it's not obvious which keys need to be pressed, provide necessary

explanations.

4.5.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes that perform defined
functions in a software application. Shortcut keys replace menu commands and are
sometimes given next to the command they represent. While access keys can be used
only when available on the screen, shortcut keys can be used even when they are not

accessible on the screen.

Standard shortcut keys

US command

US English
shortcut key

Igbo command

Igbo shortcut
key

General Windows shortcut keys

application

izizi na-esota

Help window F1 Enyemaaka window F1

" . Enyemaaka-metutara .
Context-sensitive Help Shift+F1 R Shift+F1

keonodu
Display pop-up menu Shift+F10 Gosiputa menu mkpalite Shift+F10
Cancel Esc Kagbuo Esc
Activate\Deactivate menu Wakee/Wepumwake menu
F10 F10

bar mode moodu ogwe
Switch to the next primary Alt+Tab Gafere na ntinyeoru nke Alt+Tab
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US command US English o GRS Igbo shortcut
shortcut key key
Display next window Alt+Esc Goslputa window nke na- Alt+Esc
esota
Displa'y pop-up menu for Sl Sameeey Gc?si\putfa mkpalite menu AliSomazes
the window maka window
Display pop-up menu for Alts- Gosiputa mkpalite menu Alts -
the active child window maka mwake window
Display property sheet for ooyl IBEal et g
play prop . y Alt+Enter nirimaraihé maka nhoputa | Alt+Enter
current selection
ohuu
CI.ose active application Alt+E4 Mgchle ntinyeoru window Alt+E4
window ndinoru
Switch to next window Gafee na window 0z0
within (modeless- Alt+F6 n'ime ntinyeoru (mkpesa Alt+F6

compliant) application

enweghi model)

Capture active window
image to the Clipboard

Alt+Prnt Scrn

Nweta foto window
ndinory na bood ntipanye

Alt+Prnt Scrn

Capture desktop image to

Nweta foto desktoop na

the Clipboard Prat Scrn bood ntipanye Prnt Scrn
Access Start button in Ctrl+Esc anweta odumbi mbido Ctrl+Esc
taskbar n'ime ogweoru
Display next child window | Ctrl+F6 Gosiputa window nta nke Ctrl+F6
na-esota
Display next tabbed pane | Ctrl+Tab Gosiputa taabu panu nke Ctrl+Tab
na-esota
Launch Task I.\Aar\ager and Ctrl+Shift+Esc B.Ido Njizi Oru ma mbido Ctrl+Shift+Esc
system initialization sistemu
File menu
File New Ctrl+N Faili ohuu Ctrl+N

Microsoft Igbo Style Guide

Page 40 of 45




US command S::rf:ugtl i;:y Igbo command Igho Is(l;;rtcut
File Open Ctrl+O Mepee faili Ctrl+O
File Close Ctrl+F4 Mechie faili Ctrl+F4
File Save Ctrl+S Chekwaa fail Ctrl+S
File Save as F12 Nchekwa faijli di ka F12
File Print Preview Ctrl+F2 Biputa priviu faili Ctrl+F2
File Print Ctrl+P Biputa faili Ctrl+P
File Exit Alt+F4 Puo na faili Alt+F4
Edit menu
Edit Undo Ctrl+Z E:jgg:zy'\:wepu Ctrl+Z
Edit Repeat Ctrl+Y Dezimaa Meghari Ctrl+Y
Edit Cut Ctrl+X Dezimaa Chabie Ctrl+X
Edit Copy Ctrl+C Dezimaa Kopi Ctrl+C
Edit Paste Ctrl+V Dezimaa Mmado Ctrl+V
Edit Delete Ctrl+Backspace | Dezimaa Kagbuo Ctrl+Backspace
Edit Select All Ctrl+A Dezimaa Horo ha Niile Ctrl+A
Edit Find Ctrl+F Dezimaa Chota Ctrl+F
Edit Replace Ctrl+H Dezimaa Nochie Ctrl+H
Edit Go To Ctrl+G Dezimaa Gaa Na Ctrl+G
Help menu
Help F1 Enyemaka F1
Font format
Italic Ctrl+I Italic Ctrl+1
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US command

US English

Igbo command

Igbo shortcut

shortcut key key
Bold Ctrl+B Bold Ctrl+B
il TR oo L
Large caps Ctrl+Shift+A Caps buru ibu Ctrl+Shift+A
Small caps Ctrl+Shift+K Caps di obere Ctrl+Shift+K
Paragraph format
Centered Ctrl+E No N'etiti Ctrl+E
Left aligned Ctrl+L No N'aka ekpe Ctrl+L
Right aligned Ctrl+R No N'aka nri Ctrl+R
Justified Ctrl+) Noziri anozi Ctrl+)

4.5.7 English pronunciation

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

The pronunciation pattern should follow the standard Igbo variety

Example | Phonetics Comment
SecurlD | [si'kjuer a1 di]
NET [dot net]
The influence of the target language is manifested on the name of
Skvpe [Skip] the product, therefore the localized/transliterated version that
yp s follows the phonologisation of the word in the target language is
used by the users.
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Acronyms and abbreviations

Acronyms are pronounced like real words, adapted to the local pronunciation: Be careful
only to use approved acronyms and abbreviations of terms. Don’t use abbreviated forms
of fictitious names that appear elsewhere in the documentation in their full form.

Example Phonetics

RADIUS REDIOSU
RAS RAS

ISA ISA

LAN LAN
WAN WAN
WAP WAP
MAPI MAPI
POP POP

URL URL

Other abbreviations are pronounced letter by letter.

Example Phonetics

ICMP Al SI EM PI

IP Al PI

TCP/IP TII SII PII/AI PI
XML EKS EMU EL
HTML ECH TII EM EL
OWA OWA

SQL ESS KIU EL
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URLS
"http://" should be omitted; the rest of the URL should be read entirely.
"www" should be pronounced as “dobuyu dobuyu dobuyu”

The "dot” should be omitted, but can also be read out. If you read it out, then it must be
pronounced the Igbo Language way, as “dotu”.

Example Phonetics

http://dobuyu dobuyu dobuyu dotu Microsoft dotu kom/sii

http://www.microsoft.com/cze e
zedi ii

Punctuation marks
Most punctuation marks are naturally implied by the sound of voice, for example, ? ! :;,

En Dash (-) are used to emphasize an isolated element. It should be pronounced as a
comma, i.e. as a short pause.

Special characters
Pronounce special characters such as /\ “ < > + - using the Igbo approved translations.

Microsoft Igbo Style Guide Page 44 of 45


http://www.microsoft.com/cze

The information contained in this document represents the current view of Microsoft Corporation on the issues
discussed as of the date of publication. Because Microsoft must respond to changing market conditions, it should
not be interpreted to be a commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of
any information presented after the date of publication.

This white paper is for informational purposes only. Microsoft makes no warranties, express or implied, in this
document.

Complying with all applicable copyright laws is the responsibility of the user. Without limiting the rights under
copyright, no part of this document may be reproduced, stored in, or introduced into a retrieval system, or
transmitted in any form or by any means (electronic, mechanical, photocopying, recording, or otherwise), or for any
purpose, without the express written permission of Microsoft Corporation.

Microsoft may have patents, patent applications, trademarks, copyrights, or other intellectual property rights
covering subject matter in this document. Except as expressly provided in any written license agreement from
Microsoft, the furnishing of this document does not give you any license to these patents, trademarks, copyrights,
or other intellectual property.

© 2017 Microsoft Corporation. All rights reserved.

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

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

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