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Welcome to the Microsoft Localization Style Guide for Korean. This guide will help you
understand how to localize Korean 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 Korean.




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

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

1. The Standard Dictionary of Korean Language (E&= 0{CHAt#), published by The
National Institute of Korean Language.

Informative references
These sources may provide supplementary and background information.

1. https://docs.microsoft.com/ko-kr/
2. NAVER Korean Dictionary site

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.

o 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.

e Be pleasant and ensure explanations appear individualized and are as enjoyable to read

as is possible.

e Avoid slang and be careful with colloquialisms—it is acceptable to reassure and connect

with customers in a conversational tone, but be professional in doing so.


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
http://stdweb2.korean.go.kr/main.jsp
file:///C:/Users/v-ellig/Downloads/1.https:/docs.microsoft.com/ko-kr/
http://krdic.naver.com/

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

These key elements of Microsoft voice should also extend across Microsoft content for
all language locales. For each language, the specific choices in style and tone that
produce Microsoft voice are different.

2.1 Choices that reflect Microsoft voice

Translating Korean 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 Flexibility

It's important for translators to modify or re-write translated strings so that they are
more appropriate and natural to Korean customers. To do so, try to understand the
whole intention of the sentences, paragraphs, and pages, and then re-write just like you
are writing the content yourselves. It will make the content more perfect for Korean
users. Sometimes, you may need to remove any unnecessary

content.



English example ‘ Korean example

More beautiful, more flexible, more you. O A1 O 7A5HA.

And very, very fast. =2t £ E XFESH= LEREO] Windows.
The desktop that you're used to—with its AE EAS SH, 01012 S olTo
taskbar, folders, and icons—is still here and ALESHE HA3E 28 S Az ASstd
better than ever, with a new taskbar and O 2HMAI7{ M2 2 BEA|Z0t
streamlined file management. A|MSIE T4 B2 7|52 MIstL|Ct

These lightweight PCs have fantastic battery Ol 7IH=2 PC= O FHOI HiH 2| ~B S
life, and are a great option for doing stuff on | X}&5tH 0|5 %OﬂE of2] 7tX| 22 o =
2GR AZE BrE0| FLICt

2.1.2 Words and phrases to avoid

Microsoft voice avoids an unnecessarily formal tone.

o e ¢ Aol ALG I/ uTkE G ol T F Gl SElW AL A A0
e &Y BAHEHE, B4 A, A, A4, 44 B S e BRoR 2,
A, AT 5 A B Alo] 5L

Korean preferred

en-US source word/phrase

Failed to refresh it. MEZ DX|X| Z}ELICE

Supply a suitable password. A2 Y2 E HSOHA L. | 2 A2 S LEHM L.
For more information about LUN S0 CHet XA LUN S0 CHaF XtA|IBH

LUN types, see Overview of LHE2 LUN 8 /e E HE2LUN RE IIRE
LUN Types. HEE A2, SECI V(o8

[




O] 2X 0 M= 0|2zt O] X 0jM= 0|2zt

This document provides an L= - = -
. : 750 o3t e 7152 7taksty

overview of those features.

XS gL Ck AgerLCt

. . i>7FA HZE K7 i i>7FAF AHAZE A7 i

In the <ui>Remove Virtual <ui>7tat AEE MAH</ui> | <ui>ZH AEH M A </ui>
Machine</ui> dialog box, CH=2t AFKHOI| A CH=2} 28 XHOf| A
click <ui>Yes</ui> to confirm | <yi>0f|</ui>2 22I5t0f <ui>0f < ui> & 22519
the removal. R74E SeptLc R 742tLict
Follow these steps to change | Ol EAt2S 510l =8 | ¥= & B2 Cts
your password. HZASHAMA|2. CHH S 2N 8.

Frequent errors

These are some frequent errors due to literal and word-to-word translations, so avoid
using this type of expressions in Korean.

en-US source Frequent Korean errors Recommended translation

This app and all of its info

will be removed from you 0|2{3t Ut T E M} C}So| i} oho| @ E XK J}
PC. These apps and all of o RIS A RIHE LIC
their info will be removed PCOI A M|AE LT, PCOI A R A LIE.
from your PC.
Set permissions for this - .
Of Hof gt A+E Heot 28 Of ¥o| AtE et 28

app

Turn this off if you don't SOHZEO|LI 2OY XA | SCH=O|L &4

want to worry about extra | gjo|gjof ciet 7t 2 230 | 23l 7} B0l 2
roaming charges for data

off AlA MX| Qo o2 | oo
on a cell phone or Ciol &8 24X] e2id ol 25 WAl E22{H 0
broadband plan. SN2 AL Ct SN2 AL Cf
. o288 =l oA oL = O A Al
The application does not AEe S8 Z2AYN 22, | S Z2I-OM 2, T
support printing, playing T4 EE= HUY 7| E X|5HK] C= HIY7|E XK ¢
or sending at this time. OFA | (T}, ol L|C}




Your PC has more than
one drive. Do you want to
remove all files from all
drives?

HE E2O[EM 2E THES
HMASHA ZE L7t

HE E2H0|E0| = S
25 HASHA st

Or

PCOll E2O|E7t ot 7 O]

AL L 2= E2H0[ 2 0f A
Tag s

MASHA 2 & L7k

PowerPoint couldn't find
A,

PowerPointO| Al A10[(7})
HAME| X 25 LT},

ME(E) HE + BlgLth

Do you want to continue?

>

A&7 & Aot L7t

J

AESHA RS L2

A 8 instead of A A &

For Microsoft voice, use—Al| & instead of—4] A & as an ending form to properly
address the tone and register. This style conveys more natural and conversational user
experiences. Please note that you should use—4} A| & when localizing EULA or legal
contents to express a formal tone.

Korean formal word/phrase ‘ Korean preferred word/phrase

Chs TS HESHUAL. Chs CHAIS EX5tM R
OhYS AFESHA| OHd A2, | IS AFESHA| ORA 8.

2.1.3 Word choice

Terminology

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

Product names are normally not translated. Feature names can usually be translated.

Examples:



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

en-US source Incorrect translation ‘ Correct translation

accessibility LA Z2est M He s
homepage S 0| X| S 0[X|
trusted connection | EHAEE A Mg = UAe AE

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.

ek

Mo

G7 EA mek WA A 2. o ABAL A 45hA] B FAL A7)
EHOZ I Q4 Aol A AHE S Goluh B2 AFgslof T,

en-US source term Korean word ‘

E-mail address WA F4
Online store L2}l AE Y]
Home page <3 o] A

2.1.4 Word-to-word translation

To achieve a fluent translation, word-to-word translation should be avoided. If texts are
translated directly without overall understanding of the paragraph or the page, the
contents will not be natural and even ridiculous. And our customers will not come again.
Strict word-to-word translation would make the tone stiff and unnatural. Thus, it is
paramount to check the source text in the live pages in order to avoid translating simply
a list of strings without context. The text may be split into different sentences if
necessary, simplified. Sometimes you can omit descriptors to make the text snappier.



Incorrect Korean

Correct Korean translation .
translation

English text

Your life, connected
through the cloud S

o TolE o7HE E7= S ole

Whether you're at work or
at play, you can take your
friends, files, and favorite
sites with you.

o, 1

A glel A o AL 17, 3

W EARE M| EE AT 4

Uk

deAY =AY
HARLe] I, v =

EA%E AolES

FUE 5 A&yt

Stay in touch with
Windows.

Windowse} #HH ¥ 4224 S
A=

Windows®} ¢123}A] Q.

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

Explanation

US English

Korean target

The password isn't | Qt& 71 2HIEX| The user has entered

corr.ect, so try ObA L|CH CHA| fam

again. Passwords N incorrect password

are case-sensitive. | A= M K. so provide the user
ot = with a short and

friendly message
with the action to try
again.

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

ZSHIZX| 42 The user has entered
P incorrect product
M 7| Yuch P

rorel = key. The message
Stolot = CRA| casually and politely

A|ESHN 2. asks the user to
check it and try
again.

All ready to go At2E F=H| 7} Casual and short

F|oi& LT} message to

inform user that
setup has completed,




ready to start using
the system.

Would you like to
continue?

A&SHAI RS Ut

Use of the second
person pronoun
"you" to politely ask
the user if they
would like to
continue.

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

=O0H7tM S

ORX[ M £.

A message in
Windows that
informs users about
the required steps to
save their work.

Give your PC a
name—any name
you want. If you
want to change the
background color,
turn high contrast
off in PC settings.

PCOfl AHE S
0|&& X[
TN PSS
A5 ™ PC
YoM DOHH|E

DMK,

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

2.2.2 Explanatory text and providing support

us

English

The
updates
are
installed,
but

10 Setup
needs to
restart

for them
to work.

Korean

AHIO|E7 BX| & RSLICH O] YO|O|EE M E5|2{H
Windows | Windows 10 & X| T2 32 CtA| A|&HSHOF Bf L|CL,
ChA| A RHE|H DX 7t SEHE X| "M X2 ASehL Ct

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.




After it
restarts,
we'll kee
p going
from
where
we left
off.

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

FEARZE AHE SO MEotA| B2 & e W

Voice is clear
and

natural informin
g the user what
will happen if
this action is
taken.

This
docume
nt will be
automati
cally
moved
to the
right
library
and
folder
after you
correct
invalid o
r missing
properti
es.

M7t Ats2 2 ZHt

Ho

Voice talks to
the user
informatively
and directly on
the action that
will be taken.

Somethi
ng bad
happene

o
s
je)
4
om
N
olr
ro

oo

Without
complexity and
using




d! short sentences
Unable inform the user
to locate what has
downloa happened.
ded files
to create
your
bootable
USB
flash
drive.
2.2.3 Promoting a feature
US English Korean Explanation
ARl @S EfX| ATRIS
. . = - Promoting a specific
Picture password is a new way Ar&3t= PCOIAM AtEE = g a spectl
to help you protect your ol A2 HFAlO USERLRR AN U2 LE @)
touchscreen PC. You choose the e lEE SRS em-dash to emphasis the
. ' L2 YLICE JSt= AHElS | specific requirements to
picture—and the gestures you use o enable the feature which
. . - (o) —_
with it—to create a password that's HEASt D 1 2fof AFo e
uniquely yours. AKX E 0|3}0] AR
quelyy H£XE O|83H0] At ]
P E U= 5+ ASLILH
Promoting the use of
B AFERL| 2|K], apps.
Let apps give you O|E, Al™ ARl &l .12 Depending on the
persona’hzed cgntent based on SOl MEE 0]23}0] context of the string we
your PC's location, name, account can add some more
o o o L = = ofa...a
picture, and other domain info. MEXOA B= ZHES familiarity to the text by
Na2stEE 58t} using everyday words for

e.g. PC.




2.2.4 Providing how-to guidelines

US English ‘

To go back and save
your work, click Cancel | 207t &
and finish what you
need to.

Explanation

Short and clear
action using
second person
pronoun.

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

picture.

gestures shown on your | M&XMS et A2 ¢

O F0| MHHE AR Y0

A2 LHEFELICE =t

i
2
=

Voice is simple and
natural.

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

It's time to enter the -
product key. When you =
connect to the Internet, | &4
we'll activate Windows XI5l
for you.

7|2 Qs x

PE1I°"—| Ct. °|E151'01|

Speak to the user
directly

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

3 Inclusive language

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

General guidelines

Comply with local language laws.




Use plain language. Use straightforward, concrete, and familiar words. Plain and
accessible language will help people of all learning levels and abilities. Some examples
include using 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 Korean examples
primary/secondary master/slave I 2/Ex Z=Ql/= 0o
perimeter network demilitarized zone (DMZ) A HESRZ | HEZEX|CH(DMZ)
Buddhist monk/monk | phony monk 2 HS
country person/people | country bumpkin NERNE= Es
doctors; teachers woman doctor; woman teacher | 2| Af, 1At O O| Af, Of Wl At

2 Of/OF b

parent mother or father g2 :1 L[ /GF A




3.1 Avoid gender bias

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

containing gender-specific terms.

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

inclusivity.

B 2 oftf 2
27} O X 7}/01 257}
A TR} | MU=
Masx | z2/70)
589 | 2g0a
SRR T

+=/0| 2 2/0|

rfot

=]
T

Don't use gendered pronouns (-Z, -Z17%) in generic references. Instead:

e Rewrite to use the substitutive form or omit these pronouns, if applicable. Avoid

using demonstrative pronouns such as 2/ 0// A/ if possible.

» Do not use a possessive case (for example, use ZA7 instead of 7.9/ ZA7).

e Referto a person'srole (2|, AL &2 1124 F2f0/21E for example).

English examples

Korean examples

If the user has
the
appropriate

A user with the
appropriate
rights can set




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

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

WA= 20 2 E 2

A B O] M| ABHOF SEX| B,
Azurel| M H{ 0=
WA HRIF HSLCH

other users' rights, he can OASE MY AF2 Kol otS 2 AT 4~
asswords. set other users'
P Sl QgsLch.
passwords.
A developer
Developers P

LR 10| T
SHAO0IM ME O

Mt M| A3l OF X[ 2,
Azurel| AMH 0=

HM gk BR7F IS

When the
author opens
the document

When the
author opens
her

number you'd
like to dial.

number.

document ....

To call

someone, select To cal

" someone, HatE 48 H 25t= HetE 48 1
the person's . - -
name select his ol2e AtZto| 0|22
' name, = " Sl = = u Sl re)

select Make a celect Make a MEHSI D "S5l E MEASH | MEISE D "Sot' S MEHSE

then select his | MEHSHL|C} MERSHL|C}

When you are writing about a real person and need to use pronouns to indicate them,
use the pronouns that the person prefers, whether it's 27, 717, 7%, or another
pronoun. It's OK to use gendered pronouns (like -7 7 17) when you're writing about
real people who use those pronouns themselves.

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

3.2 Accessibility

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




Focus on people, not disabilities. Don't use words that imply pity, such
as /&= 2= or of= The preferred option is not to mention a disability unless it's

relevant.

Use this Not this Use this Not this
English examples Korean examples
person with a disability handicapped Zofel | AL/ OoN AL
person without a disability | normal person; healthy person | H|Z0HQl | datQl/HEtOl

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 | Korean examples

Select Click MEdSICt | 2 2lstot

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 Z2/3/ ¥, 5] 3}7]/ &&=, ~ o] g % Screen readers can misread
text that uses special characters like the ampersand (&), plus sign (+), and tilde (~).

4 Language-specific standards
This part of the style guide contains information and guidelines specific to Korean.

4.1 Grammar, syntax and orthographic standards

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



4.1.1 Abbreviations
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:

List of common abbreviations:

Korean words do not generally use abbreviations but when dealing with English
abbreviations, the following general rules are applied:

. Use of abbreviation is based on English source text.

. Abbreviation should not contain a space.

. Use a non-breaking space (Ctrl+Shift+Spacebar) in any abbreviation to avoid
having one letter move to the beginning of the next line.

. Abbreviation of company names and product names follow the notation rule of
each corresponding company and product.

. English abbreviation of months and days of the week are as follows.

Month: Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec
Days of the week: Mon, Tue, Wed, Thu, Fri, Sat, Sun

. In Korean, we only use abbreviations for days of the week but not for months.
Example: 9, 8}, &, &, =, E, ¢

Don't abbreviate the following words:
e Do not abbreviate Microsoft as MS when Microsoft is a part of product names.
e Do not abbreviate Visual Studio as VS in product names.

e Do not abbreviate operating system names.

Example:

Error example Correct example

Win Server Windows Server

VS 2022 Visual Studio 2022




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).

Korean words do not generally use acronyms but when dealing with English acronymes,
the following general rules are applied:

e Regardless of English format of acronyms, Korean translation should follow the format of
"English acronym (English full spelling or Korean full spelling).”

Important: This rule does not apply to product names.

Example:

English text Translation text

Microsoft Information Protection (MIP) | Microsoft Information Protection (MIP)

e Ifan acronym is used in title, do not write the full spelling of the acronym.
e Acronym letters should be all uppercased even though English uses small letters.

Example: Vpn quarantine -> VPN 2 2]

e If"s"is added at the end of English acronym, meaning plural, "s" should be dropped
when localizing into Korean.

Example:

English text Error example Correction ‘

several IFSs | 3R IFSs HEHIFS

three OEMs | OEMs A| 7H M OEM

Localized acronyms

When Korean full spelling for the corresponding English acronym is commonly used in
Korean, translate the acronym in the form of English acronym (Korean full spelling).



When translating acronyms, refer to Microsoft standard glossary or relevant web sites
for correct Korean translation.

English acronym should always come first, followed by Korean translation in
parentheses.

Example:

Source text ‘ Korean text

USB (Universal Serial Bus) USB(HE & & H )

(I1S) Internet Information Services | IIS(RIE{Ll HE MH|A)

distinguished name (DN) DN(ZLF 0| 8)

double-byte character set (DBCS) | DBCS(EHI=HIO|E XA g

Unlocalized acronyms
English Acronym (English full spelling)

When Korean full spelling for the corresponding English acronym is not commonly used
in Korean, translate the acronym in the form of English acronym (English full spelling).
The English acronym should always come first, followed by its full spelling in
parentheses, regardless of English usage of the acronym.

Example:

Source text Korean text

Microsoft Management Console MMC(Microsoft Management
(MMCQ) Console)

ODBC(Open Database

Open Database Connectivity Cerneeiig

Report Definition Language (RDL) | RDL(Report Definition Language)




Source text Korean text

Extensible Firmware Interface EFI(Extensible Firmware Interface)

4.1.3 Capitalization

In Korean, we do not have capitalization and capitalization only applies when English
texts such as product names or abbreviations are used as they are. For more
information, refer to Abbreviations and Applications, Products, and Features sections.

4.1.4 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.

When you use compound words, space is an important issue in Korean. Generally, there
should be no space between two words if they represent the meaning of compound
words.

Example:

TEHE(0), E THE(X)
AI15(0), A LX)
=02(0), = tHEl(X)
E£718(0), <= 7HE(X)
FAPZ(0), F AFF(X)
2RI =(0), Hi gk ’1=(X)
EFETHO), = FETHX)
27FEHO), 2 7HHHX)

Notes: Sometimes the meaning of compound words can be totally different depending
on a space. For example, "% o} 2]" means "a father with short height" but
"ZF2-o}H A" means "younger brothers of a father."

4.1.5 Font localization

All Microsoft products use specific fonts to indicate Uls and contents. The default font
for English texts is Segoe Ul, 10pt and italic or bold fonts are often applied to emphasize
Ul texts.



The default font for Korean texts is 51->31Y, 9pt. Bold font can be applied same
as English but italic font is recommended to remove for better readability. Refer to the
following table for more information.

Category English Korean
Font Type for Software Segoe Ul Malgun Gothic ({21 5)
Font Family for Web Segoe Ul, Tahoma, Malgun Gothic, Gulim, Tahoma,
products Verdana Verdana
Font Size 10 9
Style - Italic Italic Normal
Style - Bold Bold Bold

Handling Ul terms in bold/italic/quotation style

In Ul content — when localizing Ul terms in software (User interface) strings, enclose Ul
terms with square brackets ([ ]). If the source uses double quotation marks, though,
apply the same style in the target (unless otherwise flagged by Microsoft as an
exception).

In UE content — as for Ul terms in documentation and online help (User
Assistance/Education), follow the same formatting as the English text. That is, if bold
font is used in English Ul terms in documentation, apply the same bold font to Korean
Ul terms. Bold font can be applied same as English but Italic font is recommended to
remove for better readability.

Examples:
* Software - Ul translation

Use square brackets [ ] for Ul terms in general. If the source uses double quotes, though,
the same double quotes are to be used when no technical issues are expected.

Note: When program names or the word "Control Panel" appear in English text, those
terms should be enclosed with square brackets ([ ]) only when they are used as a
command to run.

Example:



Microsoft Edge & A @ s}2] ¥ [A] & wl+7oll A [Microsoft Edgel& = ¥ a4 A L.

* Online help/Manual/Document - UA/UE translation

Apply the same source style in the target as in the source. However, italic font (for
Korean Ul term, if any) is recommended to be removed by moving the Ul term out of
the <italic> tag pair, and to be replaced by the appropriate alternative used for other Ul
terms in the same project, e.g., square brackets, bold or double quotation marks.

English source

Korean
(correct)

Example of the use of square brackets
. CH St AL X0l A o o
usw | M the dialog (=IH= (B Z=) for Uls in Ul translation.
box, click Add. e (Exception: For web-run files like Asp and Js, Ul
terms can remain in Bold tags.
g2
Click \"Yes\" to | OlSoteAd™H
go to the "OI\"E ‘
U/SW | portl Cick | 221U oy | EXampl ofthe use of double quotation marks
\"No\" to close | &fAIE E2HH 9 :
the dialog. \"OtLIR\"E
S &LICH
Turn off <b>CIA= B2t | Example of the use <bold> font for Uls (same
UA/UE <b>Pre- alel as source). In . md/Memsource files, the tags
allocate disk SY</b>= will appear as **.
space</b>. ol Xl &t LIC.
From thg left QI |0 A
menu, click 0=
Abb Servi App ServicesS
PP SEIVICes, | gai51 tg Example of the use of the same bold font style
UA/UE | and then click A
Azure & &9 as source.
the name of =<
your Azure web =ais 0
app.

Handling other terms in bold/italic/quotation style

1. Bold style for headings: (same as source)




SRC) StorSimple tiering
TGT) StorSimple A< 3}

2. Bold / quotation style for emphasis: (same as source)

SRC) All assigned users are signed in using this account.
TGT) ZE A8 471 o] ARE Agste] 21918t

SRC2) The markup for the controls must include runat="server".
TGT2) A E =] g] 1o &= runat="server"= ¥ 3} o} gt}

SRC3) Set its value to "Samples.SampleTextBox.js".
TGT3) =L 3tS "Samples.SampleTextBoxjs" = A A gH t}.

3. ltalic style for emphasis: (move out of the italic tags and use underline or boldface
instead)

SRC) The user name and password are account level. <em>They are different from your
Azure subscription credentials.</em>

TGT) AH& A o] 53 2= A =E0lv, Azure 75 A3 T 3%

Y th.<em></em>

4. Bold style for user input: (same as source)

SRC) The path of the user profile folder is Settings\UserProfileFolderName.
TGT) AF-8-2F 298 &) 9] 7 2= Settings\UserProfileFolderName ¢} 1] T}

Notes:

1. In some products, legacy Gulim (= &) font is preferred.

2. For web-based products, font is defined using CSS (Cascade Style Sheets). Several fonts
are grouped together as a font family so they can be used to display contents based on
user's computing environment. During localization process, change only Segoe Ul into
Malgun Gothic and Gulim for users without 'Malgun Gothic' font in their computers but
leave the other fonts as they are.

3. In newly released products, new style such as English Semibold or Light began to be
applied additionally. Asian language fonts including Malgun Gothic do not have such
style.



4.1.6 Localizing colloquialism, idioms, and metaphors

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

FE 2H Ho|xo EAL Ju|Esdo] E3lH FolA, #eH T, S HHS
Ab4-3ke] T3 o) Dc% EO]iOH M= @GuiEstde S3tE ol Al B84 £,
ST (&S T A S AHEE 5 AFH TR

Choose from the following options to express the intent of the source text appropriately
in Korean:

e Do not literally replace the source colloquialism with a Korean colloquialism because it
could sound rude or impolite to end-users. In such cases, just translate the intended
meaning of the colloquialism in the source text (as opposed to translating literally the
actual colloquialism in the source text).

e Try to rephrase the sentence if it has colloquialism which cannot be translated as it is.
Make sure to use everyday words/expressions and conversational expressions rather
than using classic tone and voice.

& F @ WHOE 9B oS H @) W siA L.

o HIoIH ALEALO|A FR5t D SEHK| B2 HYO| &= B2 G20 AHEE UM E
Atz w71 et gUth B oibet R0 = SE0A 2t o|0|= 2 &5t H o
& LICE

English example ‘ Korean example Comment

A7) ol A YA ek g )

Share files and info with people AHZ o} Apetat Toa AL} Depending e o

you know or se.nd info to' AR U2 9 Qi w2 market consider
another app, withoutleaving | o) o-1y1}. A28 glwtel 7 replacing Facebook
thhe app you're in. You cag email el 2 w7 L} Facebook oo (yaseas g 6
photos to your mom, update BHE Aol Est ALY W2 social networking
your Facebook status, or send a Pow g2 Aadt = status
link to your note-taking app. o1 2 T T E '

AU




Use all of the devices that are
connected to your PC, both
wired and wireless. You can
print from an app, sync with
your phone, or stream your
latest home movie to your TV.

PCe}

A48 A& T el A
SEEEREER VTS

EU]

A FEXHoR A4 BE

Tvoﬂ A E g]m Sl

Need to ensure
streaming is available
in all markets.

With Windows 10, you can set
up your PC in no time

Windows 109 4] = PCZ
AAE = lF YT

w2

Replace the source
colloquialism "in no
time"with a Korean
colloquialism that

fits the same meaning
if possible.

The Mail Migration add-on does
not work with Microsoft Office
Outlook or third-party mail
apps like Thunderbird,
IncrediMail, or Eudora.

W wlo] 1 o] A F7}
7] 2 Microsoft Office

Outlook®] Y} Thunderbird,

IncrediMail, Eudora
H L ol A 25314

5l

Fue,

Validation required if
specific third party
apps are applicable for
the local market

"At home, work, or school—do
everything you need to in
record time?

].x4 A A} = djr_oﬂ/\ﬂ

Y

WE AL A&

a

e gL,

i<}

e

Replace the source
colloquialism "in
record time" with a
Korean colloquialism
that fits the same
meaning if possible.

4.1.7 Modifiers

In Korean localized text, you often need to translate modifiers into different part of
speeches, for example, modifiers can be translated as a meaning of verb, subjective
complement, adverb, and etc, for better readability.

Example:




English Less fluent Correction Comment
translation
Invalid value for SIZM L84 =M 88N In Korean text, the
the certificate ZAL7| SAlof HAP7| SAlo] meaning is "The
validator type. N value for the
CHeH 2R & 0| certificate
LTt R ALLICE | validator type is
invalid," which is
more fluent
translation.
Setup is MX| =z 20| | Mx| =z2M0| | "better
optimizing your = C s x erformance” is
PamEng HE2 458 |(dszysed (P
system for better 15l 1A O e translated as a
performance. Flofl Al=BE AN=EE meaning of "to
Ex{ RS kel ol il e RS kel ol ol increase
Q& L|C}, ol & L|C}. per'forr'nance,
which is more
fluent translation.
For more effective | HC} 850l B g8Xdoz | "more effective
troubleshooting, troubleshooting”
. 9 | 2xze —.:Iﬂ% . 2
use this error N - . is translated as a
message. FloiM O] 27 oflzote{d o meaning of "to
1 [PNPNE= LE HA|XIE troubleshoot more
ARSI A 2. INE=2 ' k=8 gffectlvely," which
is more fluent
translation.
4.1.8 Nouns

In Korean, no specific considerations are given to nouns since we do not have noun
inflection and also do not distinguish singular/plural formation. We sometimes add a
suffix "=" to the end of nouns to indicate plural meaning, but it is frequently omitted
without affecting overall meaning and also grammatically accepted.

4.1.9 Pronouns

In Korean, pronouns are seldom used in localized text since they decrease readability.
The translations of pronouns are often omitted if the meaning of source text can be



clearly delivered without translating them. Sometimes pronouns should be translated

specifically to clarify what they mean based on the context.

Example:

English text

To use this card, you will
have to use a smart card

Korean text

o] HEE AHEstH Y
AULE JLE X EAE

Comment

Translation of "you" is
omitted for better

or a certificate. Ab--3fl oF g . readability without
affecting overall meaning.
Are you sure you wantto | °] EUH & The second "This" is not

delete this folder? This
will delete all feeds in the
folder.

AR SHA A5 U742 o]
EHE AHASE 2o
Y BE 9=}

A,

omitted and translated
into "Deleting this folder"
for clear meaning.

The object has changed.
Do you want to update it?

A7} 87 = 5 U T

g dlo] =544 A5 U7

Translation of "it" is
omitted for better
readability without
affecting overall meaning.

Verify your entry and try
again.

[e)
&=

A&

Q1831 A

_l (

inss
Fom
=

ol
)

>,

Translation of "your" is
omitted for better
readability without
affecting overall meaning.

An Online Service
notification email has
been sent to your
Subscription Contact.

ekl Al 4y A%
v o] AAe] 75
g ol A

W45 915 ok

Translation of "your" is
not omitted and
translated as a meaning of
"your company" for clear
meaning.

Do not warn me about
this problem again

o] A
thA] A o

733 HAIA

o,

Translation of "me" is
omitted for better
readability without
affecting overall meaning.




English text Korean text Comment

Send a new Welcome Kit | A8k mjt]ofo] whe} &3] | Translation of "my" is
based on my new Media | 7]EE HU] 48, omitted for better
selection. readability without
affecting overall meaning.

Only allow my team W § ARk A2 Wl | Translation of "my" is not
y y y
members to see my email | T4E & 5 UEF & omitted for clear
addresses meaning.

4.1.10 Punctuation

In English, colons or semicolons are often used at the end of the sentence. However in
Korean, period should be used when the localized sentence ends with verbs such as
"~SFA & or "~ 3 T} style, regardless of what punctuation is used in English
sentence.

However, using different punctuation from English source can cause functional
problems in software localization

4.1.11 Sentence fragments

For en-US Microsoft voice, use of sentence fragments help convey a conversational
tone. They are used when possible, and are short and to the point.

Korean sentence

en-US source text

fragment
CtES 2dote{H ol Y= Y or Ct51t Z0]
Here's how. o o
AMEotHAlL StAll £
You may not have 2ot ArE HotE 7K1 UK | Eath #oto| gle &
appropriate rights. oF2 4= Ql&L|C, Ql&L|C},




e xie oo ol =njole X
This domain already has a Of =H|2l= x|get S A oojnf CHelsE Eg{AE
one-way trust relationship Thae ER{AE 27 E o|0| A2 ool oH T
with the specified realm. 2b7 9l L} SIS ola] 2

' A& LI
S , Microsoft Office 365% Al-&-3}+= | Microsoft Office
ice 365...
on VIicroso Ut Arg st ¢ E.’iQI—I Er.
Get the app? US 7t A S L7t U= LENNR?
4.1.12 Verbs

Be consistent when translating verbs in error messages. Be concise without changing the

meaning of the source strings.

Example:
English text Korean text Comment
An error occurred while | ¢ o|gHo|AZ otE = This sentence can be rephrased to
trying to create the = "An error occurred while creating
FARSH A |
database. St 27 IS the database.”
The engine input file has AT Y oo HTO| Rephrase "has" with "is" to produce
the wrong version. AD ool T an appropriate translation.
9 =X IIME . pprop
Reinstall if existing file | 7]1< 3t o] th& ¥ <l Rephrase "has" with "is" to produce
g p p
has a different version. | 739 ThA] A X514 8. an appropriate translation.

Continuous operations are usually expressed in English with a gerund, which should be
translated into Korean as a form of "~ 3} 915 YT or "'~ 3F= 5"

A gerund is often used in title sentence in English so it is important to distinguish
whether a gerund expresses a continuous operation or not.

Example:




English text ‘

Korean text Comment
Ilol el .
. : HAE OES MEBH= | Gerund expresses a continuous
Saving text file... ~ .
= operation.
o Itol= kel Q
. ) Al IS Mgt Gerund expresses a continuous
Now saving temporary file. .
ol L|C} operation.

Completing installation...

X &= B

Gerund expresses a continuous
operation.

Completing the New
Connection Wizard

M A2 OFEAL 2t=

Gerund is used in title sentence.

In Korean, apply tenses according to the English source text, but use simple present as
the basic tense unless you are required to use other tenses in the context.

w0l whel HGZol] AlAlE A& FAA L. 7] A A= AR A A S AHE-SHY,

a2
ool wpe} o2 A A S A

English text

When you have finished, select "{2}."

H
% iUk

Korean text

MEZO[ELHEH "2)'S(8) U ESHAM R.

"When you are finished organizing your
favorite links, click <ui>Close</ui>.

EARIIEA TS0 ELIE

<ui>E7|</ui>E2 gL Tt

5 Localization considerations

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

customs and standards.

General considerations

The language in Microsoft products should have the "look and feel" of a product
originally written in Korean, 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 Dutch-
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™).

Product names
In general, product names are used same as English without localizing.
General rules on how to handle product names are as follows:
e Use product names same as English.
e Do not abbreviate Microsoft as MS in product names.
o Do not abbreviate Visual Studio as VS in product names.
e When operating system names and product names are used together, do not abbreviate

operating system names.

Example:

English text Correct translation Wrong translation

. Windows Server & & i

indows Server base _ indows Server 28

Windows Server based i € ¢C | Windows Server &
= =

applications i



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

English text Correct translation Wrong translation

Windows Server 7] Rt &£
2

Some confusing examples:
Sometimes product or service names can be confused with general common nouns.

Azure loT Hub and Azure SQL Database are service names, so they should be left in
English. During the localization process, you may encounter loT hub (loT 3] 2.) and SQL
database (SQL tl| ©] & #] ©] 22), which are not specific service names but just general
instances created by the user using the service, so they should be translated. You can
distinguish them whether "Azure" is preceded or not, or sometimes based on the
context.

Applets or built-in component names

Product names are also often confused with applets or built-in component names. For
example, "Microsoft Notepad (Microsoft M 5.7)" is not a separate product but one of
the built-in components in Windows. So, it can be localized. Another example is "MSMQ
Information Store.” You can regard "MSMQ Information Store" as one of the
components of "MSMQ," so it can be translated into "MSMQ 4 & A g4

Notes: There are some cases where product names are translated or transliterated in
unavoidable circumstances. Such examples are packages, marketing materials and press
releases. In such cases, follow the correct notation rule of foreign words.

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 Korean target

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

5.3 Copilot predefined prompts

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

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

Best practices for the localization of Copilot predefined prompts

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

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

o Keep it conversational: Be consistent with Microsoft Voice principles. Use simple and
natural language when translating prompts. Avoid adopting a tone that resembles a
machine. Use an friendly tone ("8l " and "3li=21?") and form of address (you: 01 2{ &)
when translating Copilot predefined prompts.

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

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

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

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


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

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

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

Exception example:

Source string: List key points from [file]

DevComment=Translate [file]

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

Source prompt ‘ Target prompt Comments

List ideas for a fun remote team ojUA= A4 B ZE O[HEQ CHot
building event OfO|C|O{ 2 LtZs .

FOE o|H7t Bl T

=I=

L A
List some creative ways to stay warm T2k F0|A
in a snowstorm when you don't have | [FSESHA| X[ 4= U= H THX]

a portable heater AHO|H Ol HIH S | |

i

Suggest, as chief compliance officer,
ways to define compliance protocol in | 778
my company? b

<entity

What were the open issues from Entity token
<entity type='meeting'> 2 & </entity> 0i| A{ should be
type="'meeting'>meeting</entity>? S 2SR 25t 22X 7F =¥ X|? translated.
M 8ol g2 E7| el g =+ U=
Give me ideas for icebreaker activities OLO| A E 0|2 SHE O THaH
for a new team
OfO|E|OfE =X 8l #
. ®7i2 IO .
Create a list of <placeholder>color <placeholder>HILIOf[ A S& S &2 Entity token
names inspired by the M2t 0| & </placeholder>2| Z=&52 should be
ocean</placeholder> XEABY translated.
-1 O ™.




5.4 software considerations

This section refers to all menus, menu items, commands, buttons, check boxes, etc.,
which should be consistently translated in the localized product.

5.4.1 Arrow keys

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

Translation of arrow keys

English key name Korean key name

Home key Home 7]

End key End 7|

Up arrow key 5 ot e 7|
Down arrow key Ofei % otat s 7|
Left arrow key 5 otatr e 7|
Right arrow key REZ IMEEH T

5.4.2 Error messages

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

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

Korean 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.

English error messages tend to be shorter and sometimes "be" verb is omitted, but in
Korean, fully developed form of translation is preferred.

Error message is generally translated into "~ T}" style, in which case, a period should
be placed at the end of the Korean text even if English sentence ends with different
punctuation such as a colon. However, if English text is not a full sentence but a phrase,
or ends with a colon + placeholder, you can translate them accordingly as follows.

Example:

English Text

Specified proxy
address ""{0}"" is
invalid: {1}

Korean Text

RIRS ZEA| FA

*{0}""0l(“h)

2EXZEYAS U {1}

Comment

Though English sentence ends with a
colon, Korean sentence ends with a
period since it is translated with "~

2 LI Ct style.

To install the
prerequisites, choose
one of the following:

Though English sentence ends with a
colon, Korean sentence ends with

a period since it is translated with "~
ShAl 2" style.

Error Accessing URL
Address

English sentence is not a full sentence
and ends without any punctuation such
as colon or period, in which case, Korean
sentence can end with an abbreviated
form and without a period.

Error attempting to
read from the source
install database: [2]

HO|E{H| O] &5 8=

S F 2 2]

If English sentence ends with a colon
followed by a placeholder, use the same
style in Korean text as English.

Not enough
memory. Continue
without Undo?

Though English sentence is an
abbreviated form, fully developed
translation is required.




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.

When translating standard phrases, standardize. Note that sometimes the US uses
different forms to express the same thing. However, it is recommended to use
consistent translation style in localized version.

Examples:
English Translation Example Comment

It is not
necessary to

Cannot ... ~g o2 SAF 5= | translate

Could not ... &Lt & L|Ct "could not"
into past
tense.
If "failure" is
used as a
noun, it can

Failed to ... ~ S}X| oY= SASHK] | be translated

Failure of ... 2IHLAL|CH 2EHAL|CH into "2.F" or
"/\E]TLH,"
depending on
the context.

Cannot find ...

Could not find ...

%24 mg ¥e 4
Unable to find ... | @i L|C}. A=Lct.
Unable to locate




Translation ‘

English Example Comment

Not enough

memory

Insufficient G,

memory o= Xste=

o 22| 7¢ o 2%t

There is not HZ=BH|C} o 22| 7t

enough memory BZ=SHL|C}

There is not

enough memory

available
Translation
can vary

according to
the context.

. . o|H ol For example
.. Is not available AR &t & HE IS ) ’
~(ArE) E T Qs A Internet
o AgE .
; : =L, access is not
... is unavailable ol&L|rt _ )
: available" can
be translated
into "1 & Yl o
NA| 2=
sy
An error Itis
occurred while ... recommended
~8He Z ot ojele e = t;) tranksladte f
An error these kinds o
d wh il S = messages into
occurred when ... N N
MPELUCL | EaREUC

Error while ...
Error when ...

"~ShE el
instead of

"""C:)-]"E %.II




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>
%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."

Order of placeholders

If placeholders contain numbers such as the above (%1, %2), the order of the
placeholders can be changed regardless of their order in English text. However, if the
same placeholders without numbers are used in English, the order of placeholders
should not be changed.

Example:
English
9 Korean text Comment
text
St T %29 %10 A AX| | "%2" can be placed before "%1" in translation sentence.
_ The order of placeholders can be changed differently
at %1 on TZ 20| . .
%0 N from the source text since the placeholders contain
e HHELICL numbers.
Seiup U %s(| X|: %s)0ll A Two "%s" placeholders with no numbers are in English
— sentence. In this case, the order of placeholders can't be
at %s on MR =20
%s | changed. You may need to use parentheses to translate
AlS o
2 A E LT the English sentence properly.

Step %d of | %d THA/HH %d

"o, [0) " .
%d EH %d of %d" can be translated properly using slash (/).




English

text

Korean text

Comment

Page %d of
%d

%d/%d H| 0| X|

"%d of %d" can be translated properly using slash (/).

Proper usage of measurement unit after placeholders

After %d placeholder, proper measurement unit may be needed based on the context.

Example:

English text

The string %s must be at
least %d character(s) long.

Korean text

%s =AtE 2 %dAt
0| 20| 0fOF StL|C}

Comment

"%d" represents a number so proper
measurement unit (in this case, "X}"

meaning "character") is followed without
a space.

%d document(s) pending
for %s

%d7H 2| &AM 7t
%sOfl T3l Cfi 7|
S

Since "%d" represents a number, you
need to add proper measurement unit (in

this case, "7H" meaning "number") after
"%d."

You have %d days
remaining before you
must purchase a product
license.

The measurement unit of ‘Y’ meaning
"day" is added after "%d."

A required keyword was
not found near line %d.

%d =& X 0| A

r

"Line %d" is translated into "%d ="

meaning "line" instead of "& %d" for

better readability. Sometimes the word
order may be changed.

Proper usage of postpositions after placeholders

When localizing error messages containing placeholders, proper use of postposition is
very important. Since you do not know what words will replace placeholders, double
placeholders should be used, for example, (=), ©1(7h, (&), ZH}), (&) =.




Example:

English text

Unable to find the specified
group "%1!s!"

Korean text

g A %1s'2E) e+

=

Comment

2(8) is used after
the placeholder.

{0} must have the same user
count as {1}.

{0y AHE A} == (1}2h(f) Z OOt
2L

THRH is used after
the placeholder.

An error occurred while moving
the FSS data directory from {0} to

{1}.

FSS G|O|Ef C|E{2|E {0}0i| M
{(1}(2)E 0| 5s= ¢t LFT}

LAMSLIC.

(2)& is used after
the placeholder.

{0} is already being used. Verify
your entry and try again.

2(£) is used after
the placeholder.

The certificate issued by %1!s! will
be permanently deleted. Do you
want to continue?

ASSHAI S L2

O|(7}) is used after
the placeholder.

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. For example, the following menu options:

New
Cancel
Options




Keyboard shortcuts special

options

Usage: Is
it
allowed?

"Slim characters," such as |, |, t, r,

f can be used as no
keyboard shortcuts
Characters with downstrokes,
suchas g, j, y, p and q can be no
used as keyboard shortcuts
Extended characters can be used
as keyboard shortcuts no
N , This sometimes happens because
A ECEIRE [T, appearing English source uses an additional letter
between brackets after item ..
Usually No | as a keyboard shortcut. If this is not
name, can be used as a . . .
keyboard shortcut flxgd in the source, we tend to keep it
asis.
In case of this kind of example, we use a
number as a keyboard shortcut. In this
A number, appearing between example, English source includes a
brackets after item name, can be | Usually No | number as a part of the text.
used as a keyboard shortcut
Example source: Memory 1
Example target: ™ 52| (&1)
A punctuation sign, appearing
between brackets after item
yes
name, can be used as a
keyboard shortcut
Duplicate keyboard shortcuts are
allowed when no other character | no
is available
No keyboard shortcut is assigned
when no more characters are no

available (minor options only)




When translating strings containing keyboard shortcuts (or access keys), the following
instructions should be followed.

1. In English strings, ampersand (&) is used within strings or words to indicate
keyboard shortcuts, whereas in Korean strings, "ampersand (&) + uppercased
keyboard shortcuts" should be placed at the end of words or strings.

Example:

English text Error example Correct example

oK =l 221(&0)

Require 256-bit encryption | 256H|E 222} HR | 256H|E 223}t TR (&2)

IME MIME MIME(&M)

2. If English string consists of only numbers and a keyboard shortcut is assigned to a
number, translation equals the source string.

Example:
English text Error example Correct example
1 1(&1) 1
100% 100%(& 1) 100%

800 x 600 800 x 600(&8) | 800 x 600

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

access
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.

character.

Example: In Ul localization Home™H

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

uNn

key Document2 - Word
tip
Insert Design Layout References Mailings Review Vi
p-‘."ff ¥ Format Painter B I U -aex x A - - A A T === :: X
Chpboard 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
shortc command.
ut ke Example: Ctrl+N, Ctrl+V
Y keyboard shortcuts, most shortcut keys are used with the Ctrl key.
Ctrl+letter combinations and function keys (F1 through F12) are usually the best
choices for shortcut keys.
5.4.4 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).

General guidelines on how to deal with key names in Korean text:




o When translating key names, the word "7|" should be added after key names and a

space is inserted between the key name and the word "7|."

e In case of key combinations, do not add "7|" after key names.

e In software strings, for example in EDB files, surround the key names or key
combinations with angle brackets (< >).
e In documentation translation including manuals and online help, do not use angle
brackets for key names.

e Only initial letters of the key names are uppercased. (Example: Shift 7|, Ctrl 7|, Alt 7|, Esc

7).
Example:
. Soft D) tati
English text o wa.re ocumen .a ion e Tm——
translation translation

"Enter" key is
surrounded with < >
in software

Press oo o] 2} I o] 2p} B tran§lation, where‘:as

SPACEBAROF | CEnters 712 2] o] | Enter 712 e] o | [Of !N Manual/online

ENTER to ANe=Zo AEZO help translation. Note

. o == = T T

activate this 59 sh oA 2. 59 sh a4 0. that spa.cebar <.:ioes

control. not require < > in
both cases and
translated into
"ijf" O]Z_\_H]—_"
< > is used for key
combination in
software translation,

Press F)HEZ X850l 7)WL E 2 A}8-aho] whereas nofc in

Ct.rI+AIt+DeI <Ctrl+Alt+Del>< Ctrl+Alt+Del< manual{onlme help

using the - " translation. Note that

T2 9. FE2AH Q.

keyboard. the word "7]" should
not be used for key
combination in both
cases.




English text

Software
translation

Documentation
translation

Comment

Value may be
edited through
a dialog box.
Press
Alt+Down to
open the
dialog box.

3} A=
Abgsko] g
B > A,
<Alt+o} g &
s> & =9 st
SAHE A L.

AGSE = AFHH
Alt+o}-2} %
MRS =9 s}

SRS oAl L.

< > is used for key
combination in
software translation,
whereas not in
manual/online help
translation.

Use the up and
down arrow
keys.

<9 & A S 7]
EE <ol =
sAEs 712

AHE-SHA 8.

Ab-g-shAl 8.

Arrow key names
should be surrounded
with < > in software,
whereas not in
manual/online help.

Press F1 for
more help.

ZA| g ] 85
HHdH <F1> 7] &
TEA L.

ZhA gF Ul 8-S
HEHF 7S
TE2A4 8.

Function key names
should be surrounded
with < > in software,
whereas not in
manual/online help.

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.

5.4.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform

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




Standard shortcut keys

US command

US English

K
shortcut key orean command

Korean
shortcut key

General Windows shortcut keys

Help window F1 E2Uy F1
Context-sensitive Shift+F1 Atstol| Gt 20t Shift+F1
Help

Display pop-up menu | Shift+F10 ool O & EA| Shift+F10
Cancel Esc ESPS Esc
Activate\Deactivate F10 s 28 2E F10
menu bar mode B M Bl/H| 2 A S}

Switch to the next Alt+Tab Cl2 ed 28 Alt+Tab
primary application om0 XM

Display next window | Alt+Esc Ct2 & HEA| Alt+Esc

Display pop-up menu
for the window

Alt+Spacebar | &2t Ato| T O &+

Alt+ AT O] A H}

application window

nel ik
0x
olo
ol
[H
HU
]
o
02t

dl

HA|

Display pop-up menu | Alt+- 2t 19| &o| £ Alt+-
for the active child _

. O 7 HA|
window
Display property Alt+Enter SIX| MEH st=20o| &= | Alt+Enter
sheet 'for current A HA|
selection
Close active Alt+F4 Alt+F4




US command

US English

shortcut key

Korean command

Korean
shortcut key

Switch to next
window within
(modeless-compliant)
application

Alt+F6

(2222 =28) &
Z2: WM Lt

o2 Mt

Alt+F6

Capture active
window image to the
Clipboard

Alt+Prnt Scrn

& o|0|X|E
otol ERELO

OML M ot
> ox

Alt+Prnt Scrn

7

Capture desktop Prnt Scrn HA3E O|OX| & Prnt Scrn
image to the WK st0] 2L o)
Clipboard

27|
Access Start button in | Ctrl+Esc I EA|E Q| AR} Ctrl+Esc
taskbar TERTPIPN
Display next child Ctrl+F6 Ct2 ot & EA| Ctrl+F6
window
Display next tabbed Ctrl+Tab CIS B A& TA| Ctrl+Tab

pane

Launch Task Manager

Ctrl+Shift+Esc

Ctrl+Shift+Esc

e ey NEE=(
initialization

File menu
File New Ctrl+N MZ OHE7| Ctrl+N
File Open Ctrl+O A7 Ctrl+O
File Close Ctrl+F4 =¥ Ctrl+F4
File Save Ctrl+S ISPy Ctrl+S
File Save as F12 CI2 0|20z M7 F12




US command s::rf:l?tlili:y Korean command shl(r‘:::?(ey
File Print Preview Ctrl+F2 QlAf Oj2| 27| Ctrl+F2
File Print Ctrl+P Ol Ctrl+P
File Exit Alt+F4 Z L7 Alt+F4
Edit menu
Edit Undo Ctrl+Z Al XA Ctrl+Z
Edit Repeat Ctrl+Y AlGH HEE Ctrl+Y
Edit Cut Ctrl+X EafLy 7| Ctrl+X
Edit Copy Ctrl+C 2 A} Ctrl+C
Edit Paste Ctrl+V 2047 Ctrl+V
Edit Delete Ctrl+Backspace | AbX| Ctrl+ S AIH| 0| A
Edit Select All Ctrl+A 0= Med Ctrl+A
Edit Find Ctrl+F 7] Ctrl+F
Edit Replace Ctrl+H HF 7| Ctrl+H
Help menu
Help F1 e F1
Font format
Italic Ctrl+1 7|12dE Ctrl+l
Bold Ctrl+G =4 Ctrl+B
Underlined\Word Ctrl+U s Ctrl+U
underline




US English Korean

US command Korean command

shortcut key shortcut key
Large caps Ctrl+Shift+A 3 2t Ctrl+Shift+A
Small caps Ctrl+Shift+K X2 [ EX} Ctrl+Shift+K

Paragraph format

Centered Ctrl+E e o= Ctrl+E
Left aligned Ctrl+L Q|Z k= Ctrl+L
Right aligned Ctrl+R REZ IE Ctrl+R
Justified Ctrl+) QF X Ofzx Ctrl+)

5.5 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/.

5.6 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.


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

5.6.1 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 some
common term (such as "server") the local pronunciation should be used. Moreover,
pronunciation can be adapted to the Korean phonetic system if the original
pronunciation sounds very awkward in Korean.

Make reference to the Korean Alphabetization of Foreign Words on the web site:
https://www.korean.go.kr/.

Examples ‘ Korean pronunciation

RADIUS of | &2
RAS 2tA

ISA OFO[ A}

LAN ol

WAN =

WAP =1

MAPI oj |

POP o

Skype [skaip] "_ﬂ

Use the acronym pronunciation examples listed in the table:

Examples ‘ Korean pronunciation

ICMP OO M| I |

URL STAA



https://www.korean.go.kr/
https://www.korean.go.kr/
https://www.korean.go.kr/
https://grststyleguideprod.blob.core.windows.net/document/Skype_ko-KR.wma

TCP/IP E|M | /0t O| |
Rqc.exe LdAMEO|AAQ|
HTML Of| O X| E| I
= AT, MW

URLs

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

Examples ‘ Korean pronunciation

CERHERHER
O A=EAZE ™

M s2fAl 220t
http://www.microsoft.com/korea OR

CERHERHER
O0|A2AZE A

M2 SeiAl 70| 2&0[0] 0]

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 Korean translations
approved in Microsoft Terminology - Globalization | Microsoft Learn .



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

5.6.2 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.

5.6.3 Video voice checklist
Topic and script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

O O O O

Title

e Includes the intent
e Includes keywords for search

Intro: 10 Seconds to set up the issue

e Put the problem into a relatable context

Action and sound

o 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



