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1 welcome

B" Microsoft

® 0 Microsoft
‘ Localization
—

Style Guide

Marathi

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

Before you dive in:

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

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:

Normative References

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

T ATST SITHIUT - ART HeUd Gl

FISY SITRIOTTET YA TR — #it JS{AaTShT

An Intensive Course for Marathi — 1. faerar e
T WS SATHT @ — o, | T el

Hwn o=

Informative References

These sources are meant to provide supplementary information, background,
comparison, etc.

1. AeTaY - FAASET SIS AegahIm

2. 31fTsTgHT - FAWST AseIcalT

3.0 - A TSI

4. T3eqATY 7R3 - FHgladerar

5. Bhgch - FAIST oI@eienlel

6. AT UScgleTs SRR - SIS Sarelr FARTST
7. UH.h.¢ATS IAT - FAWST S0l BFARY

8. GH-HITH U - A3H FIS- SIS fSRrerly

Microsoft User Interface Reference

A helpful reference is the Windows User Experience Interaction Guidelines, available for
download at https://docs.microsoft.com/en-us/windows/apps/desktop/.

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:

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

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

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


https://docs.microsoft.com/en-us/windows/apps/desktop/

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. The following guidelines are relevant for US
English and for many other languages.

2.1 Choices that reflect Microsoft voice

Translating Marathi in a way that reflects Microsoft voice means choosing words and
grammatical structures that reflect the same style as the source text. It also means
considering the needs of the audience and the intent of the text.

The general style should be clear, friendly and concise. Use language that resembles
conversation observed in everyday settings as opposed to the formal, technical
language that 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 e dicie
cloud e LS
device SR SoRTEH

2.1.2 Word choice
Terminology

Use approved terminology from Microsoft Terminology - Globalization | Microsoft Learn
where applicable, 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.

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

en-US word usage

App Use app instead of application or program.



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

Pick Use pick in more fun, less formal or light-weight situations ("pick a color," not

choclase "choose a color") and choose for more formal situations (don't use select unless
necessary for the Ul).

Drive For general reference to any drive type (hard drive, drive, external hard drive, etc.).
Use specific drive type if necessary.

Get Fine to use as a synonym for "obtain" or "come into possession of" but should be
avoided 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.
Address the user as you, directly or indirectly through the use of first- and second-

You person pronouns like "you." Third-person references, such as "user," should be
avoided as they sound formal and impersonal.
For information on localizing you, go to the section Pronouns.

Here is how short words and everyday words are to be used to convey the Marathi in
Microsoft voice.

en-US source term mr-IN word mr-IN word usage
..isin use .. AT 3T AT & 3T
...is working ... T 3T . GE AR
...Is showing ... e TR ..3Eaq 38

2.1.3 Words and phrases to avoid

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

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

Achieve Do




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

In addition Also

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




Toggle Switch

Utilize Use

Here is how short words and everyday words are to be used to convey the Marathi in
Microsoft voice.

en-US source mr-IN classic word/phrase mr-IN modern word/phrase
But g Rl
In addition T A
Therefore e e

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 Marathi target Explanation

The user has entered an

The password isn't correct, 1 e SR A, e g | incorrect password so provide the

so please try again. Passwords | S 1. TreaSH - user with a short and friendly

are case-sensitive. Heeefiet ATed. message with the action to try
again.

This product key didn't AT IS 1 1 el AT, U SR 2 @I Ees

sale Plesee eheak i arl i T R AT T incorrect product key. The message
agair; . casually and politely asks the user

to check it and try again.

Casual and short message to inform
All ready to go 9 STaEndl v @ #lt 3 | ser that setup has completed,
ready to start using the system.

Use of the second person pronoun
Would you like to continue? HTIV G& 33 a1 ? "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.

et PC & ueh e & —
AT SATTE HIUqR] AT =T,
AT AT I e 3feed
e, PC afds e s==r
RIS &S .

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

2.2.2 Promoting a feature

US English

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

Marathi target

IEER I EER IR ket

PC gefera sFoamaret swgeh
ST 7T JAT ST, ATE e
SATICATAT AT A
I SeR e %
HATICATHTS ITEAAT Tehi
qrEaS 8.

Explanation

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.

et PC 2 wM, 99, @1
o, amifor sew S AT
ST Jafthersha ATt 3%
.

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.

2.2.3 Providing how-to guidelines

‘ Marathi target

US English Explanation
- back and T S ST HH G
o go back and save your .

worgk click Cancel \a/ngi,fil:]ish what B Rk S EINe ElEEr el

' T ST AT St of using second person pronoun.
you need to. T
Toconfmyou arert | st | Y055 Sl s e
picture password, just watch the qfE FroaTaTet, T fowt are with information: we tell thern
replay and trace the example Sor AT ferTer arefereied '

. T e T only what they need to know to
gestures shown on your picture. 3 .
make a decision.




It's time to enter the product key.
When you connect to the Internet,
we'll activate Windows for you.

STAT STTITAT 3cTE Shi
T hedTeR, ITTFET

saeamardt Windows
HienT &,

Speak to the user directly and
naturally using second person
pronoun "you" on clear actions to
enter the product key.

2.2.4 Explanatory text and providing support

US English

The updates are installed,

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

Marathi target

T SIS T S TR, T
i1 T HOATH Geard

FroamErdt Windows st
TR 0T TR 3TTR. AT

AT AT, SATI0T It 1o

Explanation

The language is natural, the

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

properties.

EEIRSIERERICEN G IS

i tart g || TEEESER e i e e e i

youtLes ar nolw, you atr;f o s s 21 PC e th0|ce is C ehartan‘|| Ea ura mf ;)r:mmg
any other people using this S AT e T T R e user what will happen if this
could lose unsaved work. N S —— action is taken.
This documfent will PO - ‘
be automatically moved to the o orers e S Voice talks to the
right library and folder after e T user informatively and directly on
you correct invalid or missing | sieemes gtfen sa. the action that will be taken.

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

T <1k ATl ATIAT S

ar Jumr USB weisrgiges dam
FOAHIE! SIS hededT
TS MU AT

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

3 Inclusive language

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




General guidelines
Comply with local language laws.

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

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

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

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

Don't use profane or derogatory terms.
Don’t use slang that could be considered cultural appropriation.

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

Use this Not this Use this Not this
English examples Target examples
primary/subordinate master/slave grafAs/AEEas wH@/oT
perimeter network Ssrrgli?;/ilzze)d RHAET icasn l?_jw Al
stop responding hang gfadre ol oiear arc ugl
expert guru GEl I8




meeting pow wow Ffear HFAT
colleagues; everyone; guys; ladies and A g ﬂﬁ; Afger 3nfor
all gentlemen e ' Hoolel &Y
lunch and learn; brown bag QU $IST=T 3o NREIEGICtER DD
learning session session frRoT: eTfver g o

parent mother or father  GTelsh 3TS fhar afser

3.1 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid the use of compounds
containing gender-specific terms (&, AfgeT, §.).

The table below contains examples of gender-biased words or compounds that should
be avoided in Marathi and the alternative that should be used to promote gender

inclusivity.

Not

Use this . Comments
this

Target examples

It is generic term which can be used for all genders, and it is not
ekl q&y .
c = gender biased.
sy S It is generic term which can be used for all genders, and it is not

gender biased.

It is generic term which can be used for all genders, and it is not

& & gender biased.
It is generic term which can be used for all genders, and it is not
Hel Hel .
& & gender biased.
fashr fpar It is generic term which can be used for all genders, and it is not

gfafaer gender biased.




fashr

EIGIGEI

It is generic term which can be used for all genders, and it is not

gender biased.

When presenting generalization, use plural noun forms (for example, @&, Tl

fagandt, §.).

Don't use gendered pronouns (ff, fad, a1, T, §.) in generic references. Instead:

e Use Worwﬁ

Use this

A user with the
appropriate rights
can set other users'
passwords.

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

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

Not this

English examples

If the user has the
appropriate rights,
he can set other
users' passwords.

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

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

Rewrite to use the second or third person (F#7 /ar ).

Use this

Avoid gendered pronouns (for example, &¥dUdsT instead of cITAT GEAVAS).
Refer to a person's role (a5, FHAR], AgF fFar Forde for example).

Not this

Target examples

ey ATUPR

TS AT TIhATel

SR AT

qrEds ¥ adr
JTd.

IR 3TeTy, ar
SR TR

qrgas A % Ahdl.

ST HRTAT T
TerraT=ar
araraoTiaeTer

erraerTar =
aerarear
CIGICEYIE I

FegIAT 3FAT IRoTal
Azure AT T
FAT IRSAT AT

THEIEAT STeFcTell el
HIUATATS!, STFciT
A1a fAgsT, BT FieT
T frasr snfor

g iy IRST
38l W el
Azure Tl HQSRTIT
3FAT IRTAT AT,

TEICATH Hlel
OISR RAT, I AT
fAasr, Bl @ier &
fAasr 3nfor caeaR

AT qFgTell 3T

TN Sl eX S




FITAT ol AeK
IGEER

HUIT 3Tg ar
IGEER

In Marathi, if you can't write around the problem, it's OK to use a plural pronoun (&

&g far &3i=7) in generic references to a single person. Don't use constructions

like a/ -

When you're writing about a real person, use the pronouns that the person prefers, It's
OK to use gendered pronouns (like @, & &&7a, and fdd) when you're writing about

real people who use those pronouns themselves.

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 J7e F&7

or g 315X 371g. The preferred option is not to mention a disability unless it's relevant.

Use this Not this Use this Not this
English examples Target examples
person with a . . .
bl handicapped feeama 39T
person without a normal person; healthy feemar sTeerell AT SFAT, Geo
disability person gerar CICT

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

accessibility.

Use this Not this Use this \ Not this

English examples Target examples

Select Click IGGCE T U




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

Spell out words like and, plus, and about. Screen readers can misread text that uses special
characters like the ampersand (&), plus sign (+), and tilde (~).

4 L3 nguage-specific standards

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

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

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.

Example: ==t is the abbreviated form of merre.

Common Abbreviations

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

This refers to all Home, Profile, People, Mail, etc., which should be consistently translated
in the localized product

English Marathi

Home  (+)=m

Profile  (+) sem=a




People (+) @

Mail (+) 5=

List of common abbreviations:

The following table lists common Marathi expressions and their associated, acceptable
abbreviations.

Expression Acceptable abbreviation

fopa ferreron (+) 5. 1.
HERTS (+) wr.
sarews (+) =
e (+)=
LE] (+) =
EZIEd (+) .
IR (+) 1.
ik (+) 2
fetten (+) &
e (+)

Additional guidelines:

. Use a non-breaking space (CTRL+SHIFT+SPACEBAR) in any abbreviation.

. If non-breaking spaces cannot be used (in Help files, for example) it is also
acceptable to write these abbreviations without a space to avoid having one letter move
to the beginning of the next line.



Dictionary usage

. 1 A 2T | "post position
. A "noun"

far. fersreor "adjective"

fo. . | foram forgior "adverb"

. | g "pronoun”

T. BEEL "masculine”
. e "feminine"
HET. | HENE "Maharashtra"
g it "English"

Geographical/Directional

S. | 9| "north"
T | 3| rsouth”
4 | g8 | "Mumbai"

Administrative/Commercial

i wfere

"Mumbai Police"

ot

"company"




aifd. | sEeRe fAfiee | “Private Limited"

kE B page

qr.sh. ATSIT shelH "nota bene"

Matrimonial usage

:

“Doctor"

™| sfer | "engineer”

S, | sfesmie | "Advocate”

33 | M | "height in inches"

Measurements

4. #fews®@ | "Celsius"

fepd. | feretidiet | “kilometer"

. | dfsfier | “"centimeter”

f 3 | B | vkilogram”

e
E:

||gram||

Don't abbreviate such words as:

af@ as d.
FhHAT as 4.
fsramae as .



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).

Localized Acronyms

The acronyms listed below are originally English acronyms which are used very
frequently in Marathi in the manner listed below.

Example:

List of common acronyms:

(+)frg  HemwESEfE "CITU"
(+)sem TSRS "ULEA"
(+)orer e & featfeatfreeRa o "TADA"
(+)drer RN B TR BT T "POTA"
(+)wer  FremsmeEmiET "POTO"
(+)ark  ETSUURRRSTH USR-S "SAARC"
(+)TR RS & e R "UNESCO”
(+)gfs TSI g AEAs RS "UNICEF"
(+)g AR "WHO"

Examples of Marathi Acronyms:

(+)sifm E P RIS LSRRI "ANS"
(+)errferet BUGIRIEBIRI T RS "GF|"
(+)orifm G rETiaieE "ABVP"

(+)arran TE RIS HSHHAHSTATHE "V ASHDA"




(+)m  EER "CORP"
(+)fromdt IR "PMT"
(+)wa RO "MNS"
(+)ormeaeg  TERREEREE "RSS"
(+ )= SESAHTSTTe "BSP"
(+)emeeidt  TgEEREET "RCP"

Unlocalized Acronyms

Many acronyms are standardized and remain untranslated. They are only followed by
their full spelling in English if the acronym needs to be explained to the speakers of a
different language. In other cases, where the acronym is rather common, adding the
fully spelled-out form will only confuse users. In these cases, the acronym can be used
on its own.

The following list contains examples of acronyms that are considered commonly
understood; these acronyms should not be localized or spelled out in full in English:

¢ ANSI (American National Standards Institute)
e ISO (International Standards Organization)

Caution: Do not include a generic term after an acronym or abbreviation if one of the
letters in the acronym stands for that term. Even though this might occur in the US-
English version, it should be “corrected” in the localized version.

e (-) HTML language

e () TCP/IP-Protocol
e (=) PIN Number

Marathi Examples

(+)wrSTames "BJP Party"

(+)uestizes® "SGZ Zone"

(+)mrTrorey "MGPParty




4.1.3 Adjectives

The changing word which indicates and covers limitation specific information about
noun is called as an adjective. In Marathi, adjectives should be handled in the following
manner.

Example:
R qem. Here goim is an adjective.
Possessive adjectives

The frequent use of possessives is a feature of English language. However, in Marathi,
possessive adjectives are handled like & #3=a. Here 71 is possessive adjective.

4.1.4 Articles
General considerations

An article is a word that combines with a noun to indicate the type of reference being
made by the noun. The articles in the English language are "a," "an" and "the." But in
Marathi it is not used. We should give those examples also: an apple = s%wiz, a book =

g&, the door = s,

Unlocalized Feature Names

Microsoft product names and Unlocalized (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:
e (-) Microsoft's products

e Microsoft products
e Products by Microsoft



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

English example Marathi example

Windows Mail shares your Internet Connection (+) Windows Mail smear getie e dfést
settings with Microsoft Edge Microsoft Edge @z Sew &

Website addresses will be sent to Microsoft (+) Fsmmze= 7 Microsoft @ areavard Adier.

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 Marathi example

Activate a window by hovering over it | (+) feiet st e fie < wfsher s
with the mouse

Select a location closest to your office | (+) searhrieRMTT SR

Articles for English Borrowed Terms

When faced with an English loan word previously used in Microsoft products, consider
the following options:

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

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

e 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. In
case of Marathi, the article "the", which is always used in English language, in front of
some words, is not used in Marathi. See example below:


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

Example: The Homepage = waus

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.

Example:
English examples Marathi example
Internet Accounts (+) e @
Logon script processing (+) et wfsfan wfm-a7m
Internet News Server Name (+) 3ee s Fegee T

Marathi Examples of compound ‘

(+) == =mre

(+) Hraeres

(+) wereATh

(+) ScremdTerer

(+) Sicarr

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 an
informal 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.

en-US source text

mr-IN old use of conjunctions

mr-IN new use of
conjunctions

While data are saved on

2T HURTER Heg AT, Tl JTeieh Siige

2T GIRTER Heg ShedT ST STAMT, T

the file, you can not
close this window.

(et STEam)

storage, it is not possible | ST ehd L. T ST SITS: TR

to add a new reader.

While the document is | et 73 sraarn, #ift ooy | 10 e IS S et T i

open, it is not possible :

to create a copy.

While you are working in | s s s sem, s i figrare | I8 ST SIS T A o1 A
e — & foieh oz =% wrha L

4.1.7 Gender

There are three Genders in Marathi: Masculine, Feminine and neuter gender.

Example:
Masculine; i ma &R,
Feminine: <t mmmor ma o=,

Neuter: o mrq 3R,

In Marathi Language Pronoun also changes according to these three genders. For

example:




Masculine: dr =m %t 1.
Feminine: <t =m =t o=,
Neuter: d =M™ q 3md

Exception:

This plural pronoun is used for all genders:
1. T ST et 37T,

4.1.8 Genitive

In Marathi grammar there are different types of possessive postposition. =, dT, €Y , =4t
are the most common possessive postpositions in Marathi ,called as

"y fIHFA" (Shashthi Vibhakti)

1. &, For example, S¥T™ §&s (Masculine), and ﬁigﬁl? (Feminine), the term J&d® is
singular noun and has neuter gender in Marathi. Generally in Marathi T Applies neuter
gender, singular.

2. For example, ST g% Masculine, and fa=h 9¥a& Feminine, "q&a&" is a plural
noun . Generally in Marathi Y applies to masculine and feminine if the relative noun is
plural.

3. d®M.eqg, Eﬁ'?lil_Tﬁﬂ'ﬂT (Masculine), and Gﬁﬁ_TﬁTﬂ]T (Feminine)" ,HeTamm™ (boy) is singular
and masculine noun in Marathi . Generally in Marathi IT comes when relative noun is
singular and has masculine gender.

4, degqg; mw (Masculine) and Siee=lt Feraft (Feminine), The term "Fer3ll" (girl) in
Marathi is singular noun and has feminine gender. Generally &t comes when relative
noun is singular and has feminine gender.

5. TdT.eq,; mgaﬁ (Masculine) and SIA&=aT Hell (Feminine), generally =T
postposition comes when the relative noun plural and feminine.

Exception: postposition & also applies to relative noun which is masculine and plural,

e.g.; STeT= Felar or AACA Herd' FeTar stands for boys in Marathi.

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 Office Word = It is protocol to write as "Microsoft Office Word," not as
Microsoft Office Word's.

4.1.9 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.

e Do not attempt to replace the source colloquialism with an Marathi colloquialism that
fits the same meaning of the particular context unless it is a perfect and natural fit for
that context.

e 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.

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

4.1.10 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:

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

e Analogy: Is there an equivalent Nepali term that could be used to justify the noun
class the noun gets assigned to?

e 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:



English example ‘ Marathi example

Delete it from server. (+) Server &« gedl

Enter a password to log into the server (+) Server ALY AT FIVITHTS! UTHAS aTIRT.

DNS cannot resolve the server IP address (+) DNS server 3191, 9T ST Ashd GIE

Verify the name of the server’s certificate (+) Server YHATITYATAT ATATT USATGUTRT.
Inflection

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

Example:
Clients (+) FeIrICH
Websites (+) dg@TSTH
Downloads (+) S3<Tells
Proxies (+) TTFEH

Plural Formation
For Marathi, the words @ ,§ ,=aT should be added in plural formation

Example:

(+) TN H, THAT Tl

4.1.11 Prepositions

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



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

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

US Expression Marathi Expression Comment

In Marathi there is no
migrate to (+) ... 9T TISATAT FIOT preposition. Instead of this
we use postposition.

Following examples are

Migrate from (+) aywmm Kt i man Tens
import to (+) ...oT 3TAT HI0

import from (+) -.. T 3T FIOT

export to (+) ..o foraTa FIor

export from (+) .1 forate &eor

e (+) .. T SEATER O Given example doesn't

indicate postposition.

Given translation is in verb
upgrade to (+) ALA Io=AIHOT FHIOT, form which doesn't

indicate postposition.

4.1.12 Pronouns

In Marathi, there are many words few are here; those same words pronunciation is
different.

Example:

(+) TET, T, S, ST, HT, Toled



4.1.13 Punctuation

Bulleted lists

Must be retained in Marathi "as is in English."
Comma

Comma is used as a separator when several names or items are written consecutively
and also short pauses.

Example: (+) &, 3T, df, o

Colon

: (":" colon) informs that what follows proves, clarifies, explains, or simply enumerates
elements of what is referred. Colon has been used while giving details at the end of
sentence.

Example: (+) T 3718 STV BUATATST A& Hh HILITET:
Do not use colons to use simple sentence.

Example:

US English Marathi Comment

Go to your Profile to g hIeT FF&TT FIOATATS Here the sentence is simple and
save this photo. 39T EI’IWI%’F«IET S no need to give colon.

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 (+) 3M9-313T
e-mail 3-7e drop-down (+) 3M9-313A
e-mail 3-HeT Drop-down = 319-31341, e-mail = §-Fel

En Dash

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

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.

Example: from page No. 1-5, (+) YTeT $h5—1
Em Dash

The em 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.

The em 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.

Example:

(+) AT FEUTAT T — STATT I & FgUT 3717 TRY e,



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, points of ellipses.

Example: (+) dl 37dTeTeh YSell...

Period

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.

Example: (+) AT gfgel TSCTAT 31, oG TG gid.
Quotation Marks

Quotation marks are used when referring to Marathi.
“" used to denote either speech or a quotation.

" used to denote either speech or a quotation.

Example:

(+) 3Tst “arorer aqdf”
(+) 'QTET TISAT SRY
Parentheses

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

Example:

(+) (FUAT AT W AihT o SHTeATH HTTeIT TRITHHTRIT HYeh HTETET)

4.1.14 Sentence fragments

For the Microsoft voice, use of sentence fragments helps convey a conversational tone.
They are used whenever possible as they are short and to the point.



en-US long form en-US sentence fragment

Use the following steps. Here's how
en-US source text mr-IN long form mr-IN sentence fragment
For details, go to: agiremars:, AT gueier, g 3mgd:

To know more, do this: | 31f& ST SUITETS, § M | 31fF SAOTUITATST 3
&

4.1.15 Split infinitive

A split infinitive is an English-language grammatical construction in which a word or
phrase, usually an adverb or adverbial phrase, comes between the marker to and the
bare infinitive (uninflected) form of a verb.

Example:

To go nearby that mountain where nobody has gone before. (+) ToT2 aTqat sIUfET e
SITET 3720 YddTeldad SITUATHTST. Here, the adverb, nearby/stdaas splits the full infinitive "to

go.

4.1.16 Subjunctive

Expressing a condition, a possibility or a hypothesis, is a verb mood typically used in
subordinate clauses to express a wish.

Example:

(+) 9T, A, 3TaLTHRAT, AFIAT

4.1.17 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: (+) UTdT, ITEUCd, 2MMeT, TGN AL,

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."

Example: (+) &nbsp;elis 8Id 3Te...
(+) &nbsp;HTOT oY ATfEdT eMem St HT9oT Siedr.
4.1.18 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 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.

Be consistent in how you translate verbs in error messages. If it is grammatical to omit
the predicate "be" in your language, you can omit it in error messages, but you should
be consistent in your usage across all error messages. Be concise without changing the
meaning of the source string.

Example:
English example Marathi example Explanation
;I::;:ocument 's too (+) BT G¥dTdst ®R AT Be consistent in your usage of the

verb "to be"
Document too large. 38

In complete sentences, use verbs
(+) YA ATHRUATT 3TAT.  and the same tense as in the source
string.

Access was denied.
Access denied.

Rephrase "is" with "have" if
necessary to produce an
appropriate translation.

The file "%s" is an (+) BIST % o 3ATd
unknown graphics format.  gftharga TIFT 3R,

The application may (+) 3TeTrANET e
attempt to convert the FYTAY HIUITHT QT
graphic. IR,

may + Verb can be rephrased as
Verb + possibly




Continuous operations are usually expressed in English with a gerund, which should be

translated into Marathi e.g. STTOT - ST 31T¢, J0T - A 3718, YOI - UgTd 3718,

Example: To go—going, To come—coming, See—seeing.

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 Marathi, 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
Marathi-speaking markets. Please double-check with the appropriate resources.

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

5.2 Applications, products, and features

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 no specific rules for Marathi regarding trade marking of the applications,
product, and features.


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

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 Marathi

WCAG 6.3 | WCAG 6.3

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 Marathi target
© 2023 Microsoft Please refer to Microsoft Terminology - Globalization | Microsoft
Corporation. All rights Learn to check the correct translations "All rights reserved" and
reserved. "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.


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

5.4.1 Error messages

Error messages are messages sent by the system or a program, informing the user of an
error that must be corrected 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 Marathi translation

Something went wrong. PTG eh STell.
Not enough memory to process this T JMCRMAT FfhAT FITIATST Tl AAY
command. ATar.

Marathi 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. Error messages
are messages sent by the system or a program, informing the user that there is an error
that must be corrected for the program to keep running. The messages can e.g. prompt
the user to insert a disk in the disk drive, or inform of an error that requires rebooting
the computer. In Marathi, the sentences can be formed by placing the negative marker
after the main verb or even by placing the adjective (describing the negative quality)
before the verb.

Standard Phrases in Error Messages

The phrases below 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.

Examples:

English Translation Example Comment

Cannot (+) File cannot be Those
Gould n.c.>.t AFT TR found construction
usually being used




(+) File could not

for "unable to

be found affect an
outcome."
(+) Failed to
. connect
Fa!led to ... T ST
Failure of ... .
(+) Failure of
connect
(+) Cannot find
driver software
Cannot find ... f;-) Coult?ctnot find
Could not find ... ) river software
Unable to find ... A <A .. i
Unable to locate ... (+_) Unable to find
driver software
(+) Unable to locate
driver software
Not enough memory (+) No sufficient
memory on disk
Insufficient memory
(+) Not enough
There is not enough | qeft A5 ATy memory on disk
memory
(+) No enough
There is not enough memory is
memory available available on disk
(+) ... enough space
... is not available is not available
... 39S ATer Meaning is same.

... is unavailable

(+) ... enough space
is unavailable




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 Marathi example
L Replace invalid data? (+) 3T %s TAEATIT
(+) Replace invalid %s? . o
Replace invalid file? HOIA?
. File already exists
o, (o)
(+) %s already exists Name already exists (+) %s 3T 31 Edcara 3.




Regina is now set as your
(+) %s is now set as your personal contact (+) %s AT 3T JAfFdH

personal contact. Mr. Kim is now set as your TYhId 37Tl 37Te.
personal contact

The application stopped
(+) %s stopped working working and was closed (+) %s & 1A Yididel 0T
and was closed The program stopped working  §¢ =Tel.

and was closed

5.4.2 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 ‘ Marathi Key Name

Alt Alt
Backspace Backspace
Break Break
Caps Lock Caps Lock
Ctrl Control
Delete Delete
Down Arrow W@l 19T
End End
Enter Enter
Esc Escape
Home Home
Insert Insert




English Key Name

Marathi Key Name

Left Arrow 29T 90T
Num Lock Num Lock
Page Down Page Down
Page Up Page Up
Pause Pause

Right Arrow 3S7dT §19T
Scroll Lock Scroll Lock
Shift Shift
Spacebar THIR

Tab Tab

Up Arrow gy 191
Windows key Windows &t
Menu Key Ay Hr
Print Screen Print Screen

5.4.3 Keyboard shortcuts

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



Document2 - Word

Layout References Mailings Review Vi

S TR . - s
Segoe Ul "I = |A A ART | QP |e= v g w Are |9

Paste = - abc 3 A\ . W, . == = =
= N Format Painter 8 Iy X & . -~ = =

Marathi have a common keyboard layout, InScript—Devanagari, while many languages
have their own script and unique keyboard layout, physical and soft version. The decisions
will be taken/considered based on the extent to which physical keyboards or soft
keyboards are used, use of transliteration as a main means of input, Internet contribution
and target population’s perspective (rural and urban areas).

This document is made on account of the information collected from Microsoft contacts,
friends and acquaintances native to different regions in India.

The keyboard layout followed is predominantly InScript Keyboard which is standardized
by the Indian government. InScript is the standard keyboard layout for Devanagari (main
script used to write Marathi).

Marathi use the same Devanagiri InScript Keyboard layout. The words (for the
keyboard shortcuts like copy, paste, etc) of Marathi.

y ¢ @ z @ $ s % ) a u * 5 (( ) ) +
1 14 2 33 4 54 6 % 7w 8 ¢ R ° Backspace
Q w E 3 R § T & 5 3z B o u P o z g |
fab q O w « r t y & uk 1 o= z ] )|
&) s g D% F 3 G 3J H ) XK a L i 1
n
ape s d 11 9 Q h 9 i k & I u Entey
’ Z R X cow V3 B & N @ M ¥ <y > 1 7 o
h /
SR 2 x cH v A bz n#® ma . ] a Shift




Though Phonetic keyboards are used for soft keyboards in several applications and are
very different, the phonetic or "Bolnagri" keyboard input methods are used mainly on
Linux platforms. So we can consider InScript keyboard (soft and physical) which is
supported by windows.

Keyboard shortcut key Marathi Transliterate
Save—CrtlS a0 Surakshit kara
Find—CrtIF fAar/ o Milva/Shodhane
Cut—CrtIX CaE|) kaapa
Copy—CrtIC gfaferdr Pratilipi (kopy)
Paste—CrtlV Trehear Chikatva
Undo—CrtlZ qdad & Poorvavat kara
Select all—CrtlA IGEE] Nivda
Print—CrtIP AT mudran
Open—CrtlO 3gsT/open Ugdha (open)
Quit—CrtlQ CIFSS quit
Close—CrtIW §¢ &/ fAcar  Band kara/mitva
Bold—CrtIB odh Thalak
Italic—CrtlI IGRED tiryak
Underline—CrtIU 3rERTET underline
New—CrtIN Adrel new

Help—Crtl? Hcd &? &?




Suggestion for Marathi: TO LOCALIZE
Some of the reasons to localize the Marathi keyboard shortcuts are:

1. With a large population of Marathi end users among which a good proportion seems to
use Marathi Keyboards.

2. Keyboards available are NOT PHONETIC i.e., the Marathi letters do not appear along with
the English-sounding letters on the keyboard.

3. Soft keyboard (virtual) versions in several applications follow phonetic keyboards. The
soft keyboards are not used much when compared to the transliteration Softwares.

4. There are no complications or multiple formats in localizing it to the Marathi version.
There is only one format of typing which is the standard Devanagri (mangal) and
CapsLock/Shift is used to type Diacritics and special cases.

The following table lists special options for keyboard shortcuts in US-English interfaces
and describes whether each option is allowed in Marathi:

Usage: Is
it
allowed?

Keyboard shortcuts special

options

"Slim characters," such as |, |, t, r,
f can be used as yes
keyboard shortcuts

But Marathi characters cannot be termed as
"slim" compared to the Roman ones.

Marathi characters are written necessarily
with a line on their head. So we can use
previous keyboard shortcut list, which are

Characters with down strokes,
such as g, j, y, p and g can be no
used as keyboard shortcuts used in Windows product, for example: ,

.

C

Marathi conjuncts which are combinations
no of two consonants cannot be used as

keyboard shortcuts.

Extended characters can be used
as keyboard shortcuts

An additional letter, appearing
between brackets after item no Such additional letters, cannot be used as
name, can be used as keyboard shortcuts.

keyboard shortcuts

A number, appearing between
brackets after item name, can be  yes Yes, it can be allowed.
used as keyboard shortcut




A punctuation sign, appearing Punctuation marks are not required to be

between brackets after item no used as keyboard shortcuts as there are
name, can be used as many clear and simple letters which can be
keyboard shortcut used.

Duplicate keyboard shortcuts are
allowed when no other character  yes It can be allowed only in special cases.
is available

No keyboard shortcut is assigned
when no more characters are no No, it cannot be assigned.
available (minor options only)

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

A subtype of keyboard shortcut. A letter or number that the user types to access Ul
controls that have text labels. Access keys are assigned to top-level controls so that
access the user can use the keyboard to move through the Ul quickly.
key Example: F in Alt+F
Example in Ul localization: H&ome
In keyboard shortcuts, most access keys are used with the Alt key.

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

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

Example: In Ul localization Home'H

uzn

Document2 - Word

key tlp Ins References Mailings Review
M

Paste
v N Format Painter

Chipboard e 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.

Example: Ctrl+N, Ctrl+V

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

shortcu
t key




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

5.4.4 Arrow keys

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

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.

It is not applicable for Marathi. e.g.: Inscript- it is applicable for Marathi, but for
webdunia keyboard it is not applicable.

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 English Marathi Shortcut

Marathi Command

L (L Shortcut Key key

General Windows Shortcut keys

Help window F1 Aca f&ar F1

Context-sensitive Shift+F1 Hed-gacereleT Acd Shift+F1
Help




Display pop-up Shift+F10 qfa-3r9ae fEecer Shift+F10
menu
Cancel Esc Eg H Esc
Activate\Deactivate | F10 As] SR AS F10
menu bar mode afFa\RA™rT w1
Switch to the next | Alt+Tab gélel raffs Alt+Tab
primary application AyAeTaR fEa=r &
Display next Alt+Esc gﬁ;r EERMEGECTU Alt+Esc
window
Display pop-up Alt+Spacebar TGS 9T9-319 ﬁ;j\ Alt+Spacebar
menu for the m?r T
window
Display pop-up Alt+- T dee s Alt+-
menu for the q19-319 Ae] G&RAT T
active child
window
Display property Alt+Enter ey fAaSardr a;rumqfr Alt+Enter
sheet for current 3% yeldg &
selection
Close active Alt+F4 ot 3-]?3r;re:|‘|7r CEIRCIA Alt+F4
application FT
window
Switch to next Alt+F6 3T (ArEIRd- Alt+F6
S

window within :

d$R) AdTd géreT
(modeless- . ) >
compliant) fastay feaer &1
application

Capture active
window image to
the Clipboard

Alt+Prnt Scrn

o digax afspa fGar
YfAT o T

Alt+Prnt Scrn




Capture desktop Prnt Scrn Fgdizay s&helg Prnt Scrn
image to the FTAT R
Clipboard
Access Start button | Ctrl+Esc TR Tl 9eT eor | Ctrl+Esc
in taskbar AT U
Display next child | Ctrl+F6 qérer BIEr fais yeia Ctrl+F6
window O
Display next Ctrl+Tab qére &9 ForeT 39S Ctrl+Tab
tabbed pane S ARISEC T
Launch Task Ctrl+Shift+Esc FRICTTEATIA TTOT Ctrl+Shift+Esc
Mana i
ger and feea 3We J& F4
system
initialization
File Menu
File New Ctrl+N dlel BISel Ctrl+N
File Open Ctrl+O HISel 3T Ctrl+O
File Close Ctrl+F4 HISd &G T Ctrl+F4
File Save Ctrl+S BISel Wﬁ' T Ctrl+S
File Save as F12 BISel AT TUTT GRI&TT F12
T
File Print Preview Ctrl+F2 IS HEOT q@ﬁa(—ﬂm Ctrl+F2
File Print Ctrl+P IS GOl Ctrl+P
File Exit Alt+F4 FIsd fHeE Alt+F4
Edit Menu
Edit Undo Ctrl+Z Ctrl+Z

HUTeel qaad &0




Edit Repeat Ctrl+Y YT W Ctrl+Y
Edit Cut Ctrl+X HYTGeT hrdT Ctrl+X
Edit Copy Ctrl+C gureeT gfaferdy s=r Ctrl+C
Edit Paste Ctrl+V ureT Rhear Ctrl+V
Edit Delete Ctrl+Backspace | g4resT gear Ctrl+Backspace
Edit Select All Ctrl+A quresT Oa faast Ctrl+A
Edit Find Ctrl+F HUTcsT Qe Ctrl+F
Edit Replace Ctrl+H Ured Id dcal Ctrl+H
Edit Go To Ctrl+B GYred IaT ST Ctrl+B
Help Menu
Help F1 Hed F1
Font Format
Italic Ctrl+1 SICC Ctrl+1
Bold Ctrl+G 3BF Ctrl+G
Underlined\Word Ctrl+U TR\ 2T 3@ Ctrl+U
underline
Large caps Ctrl+Shift+A Large caps Ctrl+Shift+A
Small caps Ctrl+Shift+K Small caps Ctrl+Shift+K
Paragraph Format
Centered Ctrl+E TEITT Ctrl+E
Left aligned Ctrl+L e Tif@a Ctrl+L




Right aligned Ctrl+R ISdee IEa Ctrl+R

Justified Ctrl+) gar S a Ctrl+)

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

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

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

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

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

e 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 Marathi phonetic system if the original
pronunciation sounds very awkward in Marathi.

Example  Phonetics Comment

SecurlD | [s'kjuer ai di:] | FeFg3R3TAST

NET [dot net] [ [

Skype [skaipe] W



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

Acronyms and Abbreviations

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

Example Phonetics

RADIUS | ¥f3aa
RAS IRUTH
ISA mITET
LAN ot
WAN doT
WAP aq
MAPI FHAY
POP arq

URL IRV

Other abbreviations are pronounced letter by letter.

Example Phonetics ‘

ICMP ITIHTTHYY

IP 3Ty

TCP/IP A/ 3mrdy

XML UFHUTHT

HTML TICIUATA

OWA IR Y




SQL THsgUel

URLs

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

"www" should be pronounced as Sseg Sdc¢g Sec,

The "dot" should be omitted, but can also be read out. If read out, then it must be
pronounced the Marathi way, as 3ic.

Phonetics

http://www.microsoft.com/en-in | SscggscdgscdsICHIIHIAIFCSICehl HECISUASUIITSA

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
Marathi 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.

Tone should be formal. Please always keep in mind that target user audience and
address the intended user with the appropriate tone and level of grammar & formality,
as well as reading level. It should be easy to understand.

Example:


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

Cannot rename Image because a file or folder with that name already exists.

ITHAT YA 0T AFT ATEN HROT AT AN Blgel fohdl Brest L HEdcara 8.

5.5.3 Video voice checklist
Topic and Script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

O O O O

Title

e Includes the intent
e Includes keywords for search

Intro: 10 Seconds to Set up the Issue
e Put the problem into a relatable context

Action and Sound

Keep something happening, both visually and audibly, BUT...
...maintain an appropriate pace

Synchronize visuals with voice-over

Fine to alternate between first and second person

Repetition of big points is fine

Visuals

e Eyeis guided through the procedure
o Smooth, easily trackable pointer motions
o Judicious callout use
e Appropriate use of motion graphics and/or branding-approved visuals

Ending

e Recaps are unnecessary



