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What's New?

Last Updated: February 2011

New Topics

The following topics were added:
e nla

Updated Topics

The following topics were added:
e nla



Introduction

This Style Guide went through major revision in February 2011 in order to remove outdated and unnecessary
content. It contains information pertaining to all Microsoft products and services.

About This Style Guide

The purpose of this Style Guide is to provide everybody involved in the localization of Sinhala Microsoft products
with Microsoft-specific linguistic guidelines and standard conventions that differ from or are more prescriptive than
those found in language reference materials. These conventions have been adopted after considering context
based on various needs, but above all, they are easy to follow and applicable for all types of software to be
localized.

The Style Guide covers the areas of formatting, grammatical conventions, as well as stylistic criteria. It also
presents the reader with a general idea of the reasoning behind the conventions. The present Style Guide is a
revision of our previous Style Guide version with the intention of making it more standardized, more structured,
and easier to use as a reference.

The guidelines and conventions presented in this Style Guide are intended to help you localize Microsoft products
and materials. We welcome your feedback, questions and concerns regarding the Style Guide. You can send us
your feedback via the Microsoft Language Portal feedback page.

Scope of This Document

This Style Guide is intended for the localization professional working on Microsoft products. It is not intended to
be a comprehensive coverage of all localization practices, but to highlight areas where Microsoft has preference
or deviates from standard practices for Sinhala localization.

Style Guide Conventions

In this document, a plus sign (+) before a translation example means that this is the recommended correct
translation. A minus sign (-) is used for incorrect translation examples.

In Microsoft localization context, the word term is used in a slightly untraditional sense, meaning the same as e.g.
a segment in Trados. The distinguishing feature of a term here is that it is translated as one unit; it may be a
traditional term (as used in terminology), a phrase, a sentence, or a paragraph.

References to interface elements really only refer to translatable texts associated with those interface elements.

Example translations in this document are only intended to illustrate the point in question. They are not a source
of approved terminology. Always check for approved translation in the Microsoft terminology database.

Sample Text
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Recommended Reference Material

Use the Sinhala language and terminology as described and used 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 allowed in these sources, look for the recommended one in other parts of the

Style Guide.
1. 8wE oCom 88w, HBm gRwWss BB, DHO weedmdens - 2001

Informative References
These sources are meant to provide supplementary information, background, comparison, etc.
1. ©08%08m ©@d¢ @00, @500 BB B PoB3BE - BowE, CoBw Wiz BT wwd s §doenw - 2000

2. OCReE®mO @38 Bone ad¢ emdun 8DDm woedmdenw - 2004
3. 9oIB38 BowE Ovo @de emdus, OiDde ¥OBn VOEH, woBe §ddes v ddman - 2009

4., gemedn O Bowi adcominw, gibibn Hv3e8DsIdd Brwn e 8608 §ddemas - 2005



Language Specific Conventions

This part of the style guide contains information about standards specific to Sinhala.

Country/Region Standards

Characters
Country/region Sri Lanka
Lower-case characters n/a
Upper-case characters n/a

Characters in case less
scripts

&, @, &, @, @, 8, ¢, Co, ®a, B, &, e, O, &, 00, ), B, Ve,
», D, ©, &, 8, ©,

0, &, &, ), &g, &, o,

9, , 8, &, e, &,

®, 0, ¢, @, B, ¢,

3,9,0,n,9,Q,

@, 0, G, O,

®, 8,89, 0

Extended Latin characters

n/a

Note on alphabetical order

Alphabetical order is not necessarily indicative of sorting order.

Total number of characters

n/a

Unicode codes

2=U +0D85, & =U + 0D86, &= U + 0D87, a; = U + 0D88, ¢ = U +0D89, 5 =U
+0D8A, ¢ =U + 0D8B, ¢9=U + 0D8C, ea=U + 0D8D, eaa=U + OD8E, s = U +
ODS8F, eso =U +0D90, & =U + 0D91, $=U + 0D92, e =U + 0D93, ® =U +
0D94, ®=U + 0D95, ® = U + 0D96,

2o = Not Found, <2 = Not Found,

»=U+0D9A, 2=U+0D9B, =U + 0D9C, es=U + 0D9D, & =U + OD9E, o =
U + 09F,

©=U + ODAO, ¢ =U + ODAL, & =U + ODA2, =0 =U + ODA3, & = U + ODA4, e =
U + ODAS5, = U + 0DAG,

©2=U+0DA7, ®=U + ODA8, & =U + ODA9, &s=U + ODAA, « =U + ODAB, & =
U + ODAC,

»=U + ODAD, ¢ =U + ODAE, ¢ =U + ODAF, @ =U + ODBO, » =U + ODB1, ¢ =




U + ODB3,

s=U+0DB4,>=U+ 0DB5, 2 =U + 0DB6, » =U + ODB7, ®=U + ODB8, ® =U
+ ODBS9,

«w=U+ O0DBA, s=U + 0DBB, ¢ =U + 0DBD, ©® =U + 0DCQO,

®@=U+0DC1,s=U+0DC2, &s=U + 0DC3, »=U +0DC4, ¢ =U + ODC5, o =
U + 0DC6

Vowel Modifiers, kundaliya and zero-width joiner (zwj) are also used in Sinhala

Notes text
Date

Country/region Sri Lanka

Calendar/Era Western

First Day of the Week e

First Week of the Year

In accordance with ISO 8601:2004

Separator Slash (/)
Default Short Date

Yyyy/MM/dd
Format y
Example 2011/03/17
Default Long Date Format | yyyy MMMM dd

Example

2011 @bz 17

Additional Short Date

Format 1 yyyyIMM/dd
Example 2011/03/17
Additional Short Date

Format 2 yyyyMM/dd
Example 2011/03/17

Additional Long Date
Format 1

yyyy MMMM @es dd &8¢ dddd

Example

2011 @& ®e 17 918¢ gewc D

Additional Long Date
Format 2

D&z yyyy =g MMMM @ dd ©:8¢ dddd

Example

0&e 2011 FY @&xn @ 17 1B gewd D




Leading Zero in Day Field

for Short Date Format ves
Leading Zero in Month
Field for Short Date Yes
Format
No. of digits for year for 4
Short Day Format
Leading Zero in Day Field

Yes
for Long Date Format
Leading Zero in Month
Field for Long Date n/a
Format
Number of digits for year 4
for Long Day Format
Date Format for

MMMM dd

Correspondence wy
Example 2011 @& 17
Notes n/a

Abbreviations in Format
Codes

d is for day, number of d's indicates the format (d = digits without leading zero, dd =
digits with leading zero, ddd = the abbreviated day name, dddd = full day name)

M is for month, number of M's gives number of digits. (M = digits without leading
zero, MM = digits with leading zero, MMM = the abbreviated name, MMMM = full
name)

y is for year, number of y's gives number of digits (yy = two digits, yyyy = four digits)

Time
Country/region Sri Lanka
24 hour format No
Standard time format H.mm:ss
S)t(zr;?;red time format 9.30:45
Time separator Dot .
Time separator examples 3.24:12
Hours leading zero No
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Hours leading zero example | n/a
String for AM designator ©e.9.
String for PM designator ©.0,
Notes n/a
Days
Country/region: Sri Lanka
Day Normal Form Abbreviation
Monday yeres )
Tuesday 30D &
Wednesday Deaco
Thursday HowedesRsic BDle]
Friday B &8
Saturday ©w5Y0¢ @
Sunday 98 o)
First Day of Week: @ge
Is first letter capitalized?: No
Notes: n/a
Months
Country/region: Sri Lanka
Month Full Form Abbreviated Form Long Date Form
January B5YD08 &5 26 £502:8 2011
February [CEDle1au)6] osd 11 esac:8 2011
March [Oet5) [Oet5) 9 @& 2011
April adosc adosc 1 gdes32011
May o8 o8 1 &&2011
June 4B 4B 15 g8 2011
July e e 18 && 2011
August geodedn) goed 31 gewddn 2011
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September e IaODle] e 16 e ®a8 2011
October At endDY Qnf 27 atend®ad 2011
November 20O @200 23 e25%91®a% 2011
December @ce @Y @¢es 25 eew®a82011

Is first letter capitalized?: n/a

Notes: n/a

Numbers
Sinhala language usually uses Latin Script numerals (0, 1, 2, 3, 4, 5, 6, 7, 8, and 9).

Phone Numbers

Country/ | International | Area Number of Separator Number of Digit
region Dialing Codes Digits — Area Digits — Groupings -
Code Used? Codes Domestic Domestic
SriLanka | +94 Yes 2 Space 9 (O##) #itt #itH#
Country/ | Number of Digit Number of Digit Number of Digit
region Digits — Groupings | Digits — Mobile | Groupings — | Digits — Groupings —
Local —Local Mobile International International
SriLanka | 7 HEHE R 9 O #tH 11 +04 # #Hit
Tt HtHH
Notes: n/a.
Addresses

Country/region: Sri Lanka

Disclaimer: Please note that the information in this entry should under no circumstances be used in examples as
fictitious information.

Address Format:

1. [Honorific] FirstName LastName [Title]
2. [CompanyName]

3. Addressl1

4. [Address?2]

5. City [PostalCode]

6. [Country]

12




Example Address: <example of above format>

208w S.H. 0®ed
8., c38® Bedloes
627 ©8dc @0m
eme® 10006

&8 Eom0D.

Local Postal Code Format: xxxxx
Notes: The digit code of numbers for Local Postal Code Format is 0094.

Currency
Country/region Sri Lanka
Currency Name Rupees
Currency Symbol SBe.

Currency Symbol Position
Positive Currency Format
Negative Sigh Symbol

Negative Currency Format

Decimal Symbol

Number of Digits after Decimal

Digit Grouping Symbol

Number of Digits in Digit
Grouping

Positive Currency Example
Negative Currency Example
ISO Currency Code
Currency Subunit Name
Currency Subunit Symbol

Currency Subunit Example

Digit Groups
Country/region: Sri Lanka

Decimal Separator: .

Decimal Separator Description: Dot

before the digit (5:8ws& 5,000)
Rs. 5,000.00
n/a

- &t. 5,000.00

3-2

st 5,000.00
-6:.5,000.00
LKR

Cents

cts

an 99

13



http://en.wikipedia.org/wiki/Indian_rupee

Decimal Separator Example: 5.55, Rs. 256.50

Thousand Separator: ,

Thousand Separator Description: Comma

Thousand Separator Example: 2,000

Notes: n/a

Measurement Units

Metric System Commonly Used?: Yes

Temperature: Celsius

Category English Translation Abbreviation
Linear Measure Kilometer Bocd®o B8
Meter 800 8
Decimeter 88800 o083
Centimeter ©esIS800 oed
Millimeter 8E8oc 33
Capacity Hectoliter e®eDEOJ et
Liter &oc &
Deciliter 8RO o8B
Centiliter Y tole ale] e
Milliliter 88800 88
Mass Ton @Y @
Kilogram Bocdddd® B
Pound GosimE o
Gram Ja® da
Decigram ed8Ja® ed8dd
Centigram ISl te1S) eedd
Milligram BEJa® 8dIca
English Units of Inch K1ole} <15
Measurement Feet 08 08
Mile >Y® et
Gallon eC) @1

14



Notes: Sinhala units are shown in the plural form

Percentages

Percentages (%) are used to express how large/small one quantity is, relative to another quantity.

Sorting

Sorting rules

Rules for sorting in Sinhala:

1.In the first place the sorting order will start with vowels. &, &, &, &, @, &, &, c9, ®a, waa, @, &9,
8, &, 08, ®, ®, 9, o, g,

the words starting with vowels will then be combined along with the consonants in their
alphabetical order.

2. The consonants will be combined with first primary vowels and will be arranged in their
alphabetical order.

3. Then the consonants will be combined with secondary symbols of the vowels.

4. Then the consonants will be combined with consonants according to alphabetical order i.e.
cluster formation.

5. Then the consonants will be combined with the secondary symbols of the consonants.

Character
sorting order

&, @, &, @, @, 3, &, Co, @, Bm, ©, ¥, O, &, 00, B, ®, Ve, U, =3, (These are vowels in Sinhala)

ma ay (Da 65, @1 @9, 61 é! 81 ﬁrbv @1 @@1 eﬁ, av Cb, @, eb! %1 a! 5), (51 q= ay 5)1 61 a! 35, E’)a EDI @1 ®1 Cﬁ, 61 @1
9, ®, 8, &, », € o (These are consonants)

Char Dec
& 3461
& 3462
ar 3463
& 3464
® 3465
o] 3466
e 3467
co 3468
esa 3469
csaa 3470
(S) 3471
&9 3472
) 3473
& 3474
e® 3475
® 3476
® 3477

15




@38@@0\8@@)S@Cv(ﬁrﬂ?gE)*”O@@)Q@SD&O&S@%&@\@@@SS@Q

3478
3458
3459
3482
3483
3484
3485
3486
3487
3488
3489
3490
3491
3492
3493
3494
3495
3496
3497
3498
3499
3500
3501
3502
3503
3504
3505
3507
3508
3509
3510
3511
3512
3513
3514
3515
3517
3520
3521
3522

16



e 3523
() 3524
€ 3525
) 3526

®®n, awes, s, RO, , EmE®, G, 09w, ®es, 5%, DBTECW®I, 83w, BwECHanad,
Examples of FOL, §OO, & ?WE, 9¢C, ORC < ¢

sorted words KB, OB, DBRO, w6, DOV, ¢HOE, BIOW, BB, ACO, VW, VowssIBe, W), 00z, Cefesn,

00, @ICW, BHBWB, €8, 153

Geopolitical Concerns

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

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

e Maps

e Flags

e Country/region, city and language names
e Art and graphics

e Cultural content, such as encyclopedia content and other text where historical or political references may
occur

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

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

Guideline

As country/region and city names can change, please use the most up-to-date Sinhala list for every release of
your product.

Grammar, Syntax & Orthographic Conventions

This section includes information on how to apply the general rules of the Sinhala language to Microsoft products
and documentation.
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Adjectives

In Sinhala, adjectives (»® Sedses) should be handled in the following manner.
The adjectives are placed just before the noun like in English.

Eg. (1) &8 om0 wry goied soB. (Sri Lanka is a beautiful country)

(+) ©000 Pymow woc o8 8RgxIe. (The majority is simple and rural people). Here underlined words are
adjectives.

Possessive adjectives

The frequent use of possessives is a feature of English language. However in Sinhala, possessive adjectives are
handled in the same way in English.

In English, "possessive adjectives” come before any adjectives, for example

(+) ®@ed on s (My red pen)

(+) @8 macem D0 (your kind words)

Here underlined words are adjectives.

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 Sinhala it is not used. We should give those

examples also: a chair = g9o=f, a book = ewsimzs, the door = eerd.
a and the is not clearly visible in Sinhala.

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 Sinhala:

English example Sinhala example

Windows Mail shares your Internet Connection settings | (+) Windows Mail @8z 8ed gs¥ndshc ©®as3dm sumcE
with Internet Explorer Internet Explorer @@ ©0@i6; 6 o

Website addresses will be sent to Microsoft (+) c03 208 EBm»ws? Microsoft edn wiedn e
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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 Sinhala example
Activate a window by hovering over it with the mouse (+) @geews? »omd8sY Brletdddns wildw S s
Select a location closest to your office (+) Red 283Es0 183 Bn® Bdmes endd esis

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 Sinhala language?

e Analogy: Is there an equivalent Sinhala 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.

Capitalization
This section does not apply to Sinhala.

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 Sinhala example
Internet Accounts (+) et Be®
Workgroup Administrator (+) 298w meFe0we® s8siEm
Internet News Server Name (+) e¥>8sc 50 @y edE 5@
Gender

Sinhala language has three kinds of genders namely Masculine (gcie E-») Feminine (858 E-») and neutral
(gesem Bo»).

Example:

(+) @9 go@cewR (He is a teacher)

(+) &1 ew8wA. (She is a nurse)

(+) ®e cesw. (The tree is tall)
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Genitive

In grammar, genitive is the grammatical case that marks a noun as modifying another noun. It often marks a noun
as being the possessor of another noun but it can also indicate various relationships other than possession;
certain verbs may take arguments in the genitive case; and it may have adverbial uses.

In Sinhala language, genitives are created by adding Suffixes to the end of a noun.
Examples:

(+) ¢omOmed g¥edswd (Phone’s antenna)

(+) m®ced eno(Room’s key)

(+) Bwood s8vesme (Father's computer)

Modifiers

This section is not applied for Sinhala.

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.

If the choice of noun class is left up to you, ensure that you provide consistent translations within the Microsoft
product. Please consult with your translation team lead and team members to decide what noun class to assign.

Example:
English example Sinhala example
Delete it from server. (+) Server eo8s dw @i
Enter a password to log into the server (+) Server ned e 0D dved gomen erE »OBID.
DNS cannot resolve the server IP address (+) DNS © server IP 88> 0080 Beslws exn®.
Verify the name of the server’s certificate (+) Server svBmoed O HHYS BS OI>.

Inflection

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

Example:
English example Sinhala example
Websites (+) @08 E8mwxy
Downloads (+) P B3®
Proxies (+) Becus&
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Plural Formation

For Sinhala, there are few ways of forming the plural words.
Example: Addition of hal akura

(+) o8 - @&d

(+) @c- o¢

By removing the last letter in Singular nouns.
(t)1lgge - g9

(1) 2. Booeses - Booes

(+) 3. 3598 - IFB

Addition of some words

(+) od - e

() e - €¢oC

Prepositions
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.

Prepositional phrases in English need to be translated according to their context. The table below contains
frequently used verbs and the prepositions that follow them. Please use this table as a reference. Here how to
use prepositional phrase to postpositional phrase

US Expression Sinhala Expression Comment

Erom John (+) oeirtonst In Sinhala th_ere is no preposmp_n.
Instead of this we use postposition.

To John (4) ousdsfind In Sinhala th_ere is no preposm_o_n.
Instead of this we use postposition.

by John (+) oustst 5823 In Sinhala th.ere is no preposmf).n.
Instead of this we use postposition.

Pronouns

In Sinhala, there are many words few are here; those same words pronunciation is different.
Example: (+) 8, @97, @y, &, O,

Punctuation

The same punctuation rules of the English language apply to Sinhala.

Comma

(), comma is used as a separator when several names or items are written consecutively and also short pauses.
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Example: (+) evdew®d, dcdw comdem, ow 88ewd comie (dmdmed ¢@m0 em8dEd Begsy ©d.
(+) 2®m6 0 OPOMWBO BOITIR BJ, Bwudn @I 83D edn dw el B WeeS BveEsIm.

Colon

Colon (:) informs that what follows proves, clarifies, explains, or simply enumerates elements of what is referred.
Do not use colons to inappropriate places.

Dashes and Hyphens
The dash is used as given below in Sinhala language:
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.

(+) ©¢-28-8
En Dash
The en dash is used as a minus sign, usually with spaces before and after.

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. Sinhala language usually does not use en dash. If required en dash will be followed in
the translation also as found in source.

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. This is used in writing and printing to indicate a break in thought or
sentence structure, to introduce a phrase added. Sinhala language usually does not use em dash. If required em
dash will be followed in the translation also as found in source.

Ellipses (Suspension Points)
This section does not apply to Sinhala.

Period
The same rules on the period of the English language apply to Sinhala as well.

(+) evos g 00 D@6 BDSBID.

Quotation Marks

(+) “@Ped Bun® e R B” @oDow enswienss SOBw

Quotation marks are used when referring to Sinhala.
“” ysed to denote either speech or a quotation.

(%)
used to denote either speech or a quotation.
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Parentheses

There is no space between the parentheses and the text inside them.
(+) emrem 8¢5r8s7 (6@ Borm®) gomOmw B38g mosIn.

Singular & Plural

Please follow general Sinhala language grammar rules on using singular and plural forms.

a. the singular number

b. a singular form of a word
Example:

(+) 12,3,

(1) oD@, Bawasw

C. a plural form of a word

Example: (+) ¢om0m, Bowades, 8B edey

Split Infinitive

This section does not apply to Sinhala.

Subjunctive

This section does not apply to Sinhala.

Symbols & Non-Breaking Spaces

This section does not apply to Sinhala.

Syntax

This section does not apply to Sinhala.

Verbs

There are few kinds of verbs in Sinhala language. 88 =8wo, 8&s wBwo e 3&d =Bwo are some of the examples for

verbs.

Example:

Continuous operations are usually expressed in English with a gerund, which should be translated into Sinhala as

8dc WBwo

Example: (+) ¢gmOmewns! O 2085 8w 6516858 emnmosin.
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Word Order

The primary word order of Sinhala is compared to other Indo-European languages. In linguistic typology, Subject
Object Verb (SOV) is the type of languages in which the subject, object, and verb of a sentence appear or usually
appear in that order.

Example: (+) ¢omde a/8wwma; ¢ommw 888 moeks.

Style and Tone Considerations

One of the unique features of Sinhala, in the variety of modern South Asian Languages, is the presence of pitch
contours. These change the meaning of the word depending on the way it sounds. In technical terms these are
called ‘tones’ and there are three types: low, high and level. The Sinhala tone system is far less complex than
Chinese, the best known tone language. The low tone is characterized by lowering the voice below the normal
pitch and then rising back in the following syllable.

Audience
Audience is the end user who use the product.

Example:

1. Computer user
2. Electronic equipments user
3. Mobile user

Style
Writing style should be simple to understand. Do not use colloquial, slang, local, poetic, rare words and
expressions or other words and expressions, which do not belong to standard literary language.

Tone
In general please use formal or semi-formal tone, though in online materials the tone can be more informal.

Voice
Depending upon the context, active of passive voice can be used. Especially in newspapers and news bulletins
passive voice is frequently used

English Translation

You are now connected to the Internet. (+) ¢ @3 elmbehw cO» w®II0 8 Hod.
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Localization Guidelines

This section contains guidelines for localization into Sinhala.

General Considerations

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:

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

English Sinhala
Home (+) & 89
Profile (+) sB8m>
People (+) 8BReys?
Mail (+) e®&

List of common abbreviations:

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

Expression Acceptable abbreviation
EOMOBIB (+) ¢0. gomO.

8&HD (+) .

%2003 (+) socso.

B8€not (+) 8€.

The abbreviations are formed by taking the first letter of the word followed by full stop (.) They are also formed by
taking the first letter or the first syllable of the word e.g. = .Abbreviated form of mcemoma.

Additional guidelines:

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

Don’t abbreviate such words as @®, ®» having two words or when give erroneous expression when abbreviated.
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Accessibility

Microsoft provides people with disabilities (single-handed or with hearing or motion disabilities) with more
accessible products and services. These may not be available in Sinhala. Please check with your Microsoft
contact and remove these references from Sinhala text if necessary.

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), OLE (Object Linking and Embedding), or RAM (Random
Access Memory).

Localized Acronyms

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

Example:

List of common acronyms:

(1) andz cmpeg @r8uwoz) 08w wwowsBm wedidrzra ‘SAARC’
(+) otws erBoled gdweBm, Swrn/@zm e wotdmam eoSismas ‘UNESCO’
(+) oo oBsted axindchBm ¢ v28 ¢dd as@ec  ‘UNICEF

(+) ecd» easdws a8z ‘WHO’

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)
ISO (International Standards Organization)
ISDN

DOS

DSL

CD

DVD

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. The following examples show the redundancy in red for English terms.

(-) RPC call

(-) HTML language

(-) TCP/IP-Protocol

(-) PIN Number
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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 ™). Before translating any
application, product, or feature name, please verify that it is in fact translatable and not protected in any way.

For Sinhala, we usually do not translate any product and feature names until and otherwise the particular product
or feature is localized with their names. This should be followed for application names too.

Note: Mistakes with product names and trade marking are considered accuracy errors.

Frequent Errors
Product names should not be localized.

Example: The Microsoft Feedback Tool is unable to send feedback. (+) Microsoft gsBesisen cumdensd
BoBecsisan 3156 @50H.

Glossaries

You can find the translations of terms and Ul elements of Microsoft products at Microsoft Language Portal
(http://www.microsoft.com/Language/en-US/Default.aspx).

Fictitious Information

Fictitious content is legally sensitive material and as such cannot be handled as a pure terminology or localization
issue. Below is some basic information and contact points when dealing with fictitious content:

Vendors and Localizers are not allowed to create their own fictitious names. You must either use the source
names or use the list of legally approved names.

Please contact your product team representative for further information on how to deal with fictitious companies,
names, addresses, email addresses, phone numbers, etc. in your product. For technical products, you may also
check with the product team representative whether localized fictitious content is required or not (e.g. Visual
Studio).

Recurring Patterns

This section does not apply to Sinhala.

Standardized Translations

There are a number of standardized translations mentioned in all sections of this Style Guide. In order to find
them more easily, the most relevant topics and sections are compiled here for you reference.

* Verbs
«  Word Order
* Messages

e Error Messages
«  Error Messages Containing Placeholders
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*  Shortcut Keys
e Titles

Unlocalized Items

Trademarked names and the name Microsoft Corporation shouldn’t be localized. A list of Microsoft trademarks is

available for your reference at the following location: http://www.microsoft.com/trademarks/t-mark/names.htm.

Words Comments
.Net logo
Access database software

Active Accessibility

programming interfaces tools

Active Desktop

interface item

Active Directory

directory service

ActiveMovie application programming interface

ActiveStore retail technology architecture

ActiveSync Technology

ActiveX technologies, platform, controls, scripting, server
framework

Advisor FYI personalized financial guidance

Aero desktop experience

Age of Empires video game

Age of Mythology video game

Amalga

software for healthcare

Ask for Genuine Microsoft Software

computer software

Authenticode Technology
AutoRoute road atlas
AutoRoute Express road atlas

AutoRoute Plus

professional road atlas

Azurik video game
Bankshot Billiards video game
BattleTech game universe
BitLocker drive encryption
Bizspark Technology
BizTalk Server

Blinx video game
Blood Wake video game
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Blue Dragon video game
Bookdings Font

Brute Force video game
BugLight IT pro technology
Calibri Font

Cambria Font

Candara Font

Carbonated Games video games
Cariadings Font

ClearType display technology
Consolas Font

Constantia font

Convection font
Convergence Conference
Corbel Font

Using the Word Microsoft

In English, it is prohibited to use MS as an abbreviation for Microsoft.

In Sinhala, ‘Microsoft’ written as “Microsoft”, we do not localize of transliterated this.
Example: The Microsoft Feedback Tool is unable to send feedback.

(+) Microsoft d6Besdsen cumoemsd doBesisen ¢8we emnm.

Software Considerations

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

Refer to http://msdn.microsoft.com/library/aa511258.aspx for a detailed explanation of the Windows user interface
guidelines (English).

User Interface

Translating Ul items can be challenging at times. One of the main difficulties in many cases is the lack of context
and information on the exact function of a particular Ul item. This topic is intended to give some general
guidelines.
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In the above screenshot all the menu |tems have been localized. It is the translation of ‘Home’, ‘Insert’, ‘Page
Layout’, ‘References’, ‘mailings’ etc.

Menu items and commands

The selected menu items is further explained in the below screenshot.
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Check boxes
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Always use all available resources to establish the context for Ul items. In EDBs, these could be: the columns
Instructions, Resource 1D, String ID, sometimes also Previous Source and Term Note.

Source Translation

New (+) »®

Open (+) 89am wostim
Save (+) goBsT>

Save as (+) ece goBsI
Print (+) §doemw mSsim
Prepare (+) ©ea»® mosisy
Send (+) ot

Publish (+) §dcenw mostm
Close (+) Dzt

Copy (+) Bows mostn
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Source Translation

Paste (+) ezt

Insert (+) eaxrE »osis

Table (+) 29

View (+) ess30s9m

Reference (+) 588>

find (+) eswsysy

full screen (+) 00y8es Bow
Messages

While localizing the messages the tone should be formal and easy to understand.

Example:-

If you click download, you will be redirected to another page.

D Do0sTIH) BT BEW wEevrsy, AR eOm BYOW 0dn 0w emedy gim.

Status Messages

What is a Status Bar Message?

A status bar message is an informational message about the active document or a selected command as well as
about any active or selected interface item. Messages are shown in the status bar at the bottom of the window
when the user has chosen a menu, a command or any other item, or has started a function. The status bar
messages refer to actions being performed or already complete (for example in Outlook below).

398 fems |

Download Full fems

Download Headers and then Full lkems

Download Headers

On Slow Connections Only Download Headers

Work Offline

Updating Inbox (257 KE). [ | Connected to Microsoft Exchange = |

Sinhala Style in Status bar Messages

In English, the status bar messages have different forms dependent on the information they must convey. In
Sinhala, menu and commands status bar messages should follow the format below.

Name

Sinhala Name

Category

English Status Bar
message

Sinhala Status Bar
message

Edit

(+) el ot

menu

Contains editing commands

(+) eo»ed BBe® Bowlo
@8 @0
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Copy to (+) ... edERS @On
Folder... 8owusf mosIm

menu

Copies the selected items to
a new location

(+) endcros ¢85O0 0
8830 0On Bowvs »d8

New (+) 9

command

Creates a new document

(+) 20 e wn’ eed

Make object visible?

(+) Dedn® 1928 moID

¢?

Word is converting the
document. Press Esc to
stop.

(+) Word ecos e
5808wy S&.
O350 ESC asY5.

Datasheet View

(+) e?® 538w euvn®

Done

(+) 29 »ed

The importance of standardization

In the US product you can often find messages that are phrased differently even though they have the same
meaning. Try to avoid this in the localized Sinhala version. Use one standard translation as in the examples

below:
English term
Press F1 to get Help
If you want Help press F1
To get Help press F1
Not enough memory
Insufficient memory
There is not enough memory
Save changes to %17

Do you want to save changes to %17

Correct Sinhala translation

(+) cos2296 @ o0 F1 @asI»

(+) @@ 86@emds s>

(+) comEm® Nl 0On yoBsIme?
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Error Messages

What Is An Error Message?
Here is an example:

File and Folder Rename

!

Specify a different name.

,:@:, Can't rename "Pictures” because a file or
= folder with that name already exists

Close

e

Error messages are messages sent by the system or a program, informing the user that there is an error that

must be corrected in order for the program to keep running. For example, the messages can prompt the user to

take an action or inform the user of an error that requires rebooting the computer.

Sinhala Style in Error Messages

It is important to use consistent terminology and language style in the localized error messages, and not just
translate as they appear in the US product.

Standard Phrases in Error Messages

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

same thing.

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

the US-English version.

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

standardized Sinhala

Examples:
English Translation Example Comment
Those construction
Cannot ... File cannot be found usually being used for
(+) enwBe . .
Could not ... File could not be found unable to affect an
outcome".
Failed to ... Failed to connect
(+) awos .
Failure of ... Failure of connect
Cannot find ... Cannot find driver
Could not find ... software
. (+) eswon om0 Could not find driver
Unable to find ...

Unable to locate ...

software
Unable to find driver
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software

Unable to locate driver
software

Not enough memory No sufficient memory on
disk

. Not enough memory on
There is not enough memory | (*) @22« 6@ &0s 2> | i)

Insufficient memory

There is not enough memory No enough memory is
available available on disk
... enough space is not
... IS not available available _
) ) (+) @0 . 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 e®0y® "%1!-.200s!" section” means "INI emmn® "<string>" section”.

As Sinhala language has agreement between adjectives and nouns, and the noun is a placeholder, it is 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.

English example Message User will see Sinhala example

Replace invalid %s? Replace invalid data? (+) ©108 %S @6 mosTre?
Replace invalid file?

%s already exists File already exists (+) %s oo Bed.
Name already exists

%s is now set as your personal Regina is now set as your personal | (+) %S ¢z3 @08 gdol» ©wademd
contact. contact eC®n w8 Bed.

Mr. Kim is now set as your personal
contact
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English example

Message User will see

Sinhala example

%s stopped working and was closed

The application stopped working and
was closed

The program stopped working and
was closed

(+) %s 8w BB »HOFD B g
dum .

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). Names of keys appearing on keyboard should not be translated.

Example:

ALT, CTRL, END, ENTER, ESC, HOME, INS, NUMPAD ENTER, NUM LOCK, BACKSPACE, BREAK, CAPS
LOCK, CLEAR, ALT, CTRL, END, ENTER, ESC, HOME, INS, NUMPAD ENTER, NUM LOCK, BACKSPACE,
BREAK, CAPS LOCK, CLEAR, ALT, CTRL, END, ENTER, ESC, HOME, INS, NUMPAD ENTER, NUM LOCK,
BACKSPACE, BREAK, CAPS LOCK, CLEAR
Names of the keys appearing on keyboard should not be translatedNames of the keys appearing on keyboard
should not be translatedNames of the keys appearing on keyboard should not be translatedNames of the keys
appearing on keyboard should not be translatedNames of the keys appearing on keyboard should not be

translated

Access Keys/Hot keys

| New Text Document - Notepad

.:.Eu.i:s_]

gdit Format View Help
k‘ Ctrl+M o

New
Access keys Open... Ctrl+0 Shortout keys
Save Ctrl+5
Save As...
Page Setup...
Print... Ctrl+P
Exit

Sometimes, there are underlined or highlighted letters in menu options, commands or dialog boxes. These letters
refer to access keys (also known as hot keys) that allow you to run commands, perform tasks, etc. more quickly.
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The following table lists special options for hot keys in US-English interfaces and describes whether each option

is allowed in Sinhala:

Hot Key Special Options

Usage: Is It Allowed?

Notes

"Slim characters”, such as I, I, t, r, f
can be used as hot key

But Sinhala characters cannot be
termed as ‘slim’ compared to the
Roman ones

Characters with down strokes, such
asg,j, Yy, panddcan be used as
hotkeys

Extended characters can be used as
hotkeys

Sinhala conjuncts which are
combinations of two consonants
cannot be used as hot keys.

An additional letter, appearing
between brackets after item name,
can be used as hotkeys

Such additional letters, cannot be
used as hot keys.

A number, appearing between
brackets after item name, can be
used as hotkey

Yes, it can be allowed.

A punctuation sign, appearing
between brackets after item name,
can be used as hotkey

Punctuation marks are not required to
be used as hot keys as there are
many clear and simple letters which
can be used.

Duplicate hotkeys are allowed when
no other character is available

It can be allowed only in special
cases.

No hotkey is assigned when no more
characters are available (minor
options only)

No, it cannot be assigned.

The format of the keyboard used for Sinhala is called Wijesekera keyboard standardized as the Sri Lanka

Standard (2004).

~ T @ 4 S ( ~ + Bk Spc
’ 1 2 3 4 8 9 i -
Tab Q_,,|W e¢I|E z|R ® p & |{ = |} |
o & z ® O sz ] N M
Lock A 9IS “|D alF 2l ol . |Enter
oo - J oy o
Shift z "|[x &|Cm > & |? Shift
' o & ® |/

Spoken by 15 million people, Sinhala is a well-developed language with influence from Dravidian (Tamil and
Malayalam) and indo-euro languages. Sinhala has its own keyboard layout. Sinhala has a low penetration in the
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Internet when compared to Dravidian languages. Eg. Sinhala has no contribution to Wikipedia. Also there are not
many App/Media websites. Sinhala keyboard is widely used among Desktop Publishing for advertising, local
administration purpose and digitizing Sinhala scripts.

Suggestion: NOT TO LOCALIZE

Sinhala physical keyboards are not widely available in Sri Lanka.

People prefer to use soft (onscreen) versions of the Sinhala wijesekara keyboard for input.

There are few transliteration softwares available but even these softwares are not much used according to many.
Additional notes: n/a

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.

Numeric Keypad

It is recommended that you avoid distinguishing numeric keypad keys from the other keys, unless it is required by
a given application. In case which keys to be pressed is not obvious, provide necessary explanations.

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 they are sometimes given next to the command they
represent. In opposition to the access keys, which 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 US English Sinhala Sinhala
Command Shortcut Key Command Shortcut key

General Windows Shortcut keys

Help window F1 80 S5¥etddD F1
Context-sensitive Help | Shift+F1 8906800 - 000D 8md Shift+F1
Display pop-up menu | Shift+F10 e 8 005D eusIDsI Shift+F10
Cancel Esc 8DEoQ HOBID Esc
Activate\Deactivate F10 ©®z) 38 ©8Bw wBw/aw8we F10
menu bar mode DOBID

Switch to the next Alt+Tab Sec» §B® 0wg®d @GO5Im Alt+Tab

primary application
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Display next window Alt+Esc Sew 83080 essIdsIs Alt+Esc
Display pop-up menu | Alt+Spacebar 830D wews emd 88 e®md Alt+Spacebar
for the window 085530535

Display pop-up menu | Alt+- 038w €@ B5¥etdD wewo ol g | Alt+-

for the active child °@5D eusIdsIm

window

Display property sheet | Alt+Enter 05T o5IB3® wews BedindS Alt+Enter
for current selection 5538200 es50sIH

Close active Alt+F4 wm8s ewg® Dredddd Dewsin Alt+F4
application window

Switch to next window | Alt+F6 0we® nE (988 68m- amym ) Seo | AlttF6

within (modeless-
compliant) application

8530800 0dm @5 DI

Capture active window
image to the Clipboard

Alt+Prnt Scrn

3w Sx¥ed)d 61w WES eIE
©0nm v WOHBID

Alt+Prnt Scrn

Capture desktop Prnt Scrn ool Giovw WEHE 0add @dm | Prnt Scrn
image to the Clipboard »ey DO
Access Start button in | Ctrl+Esc Do D8 G @160y BT Ctrl+Esc
taskbar eI 0O B3
Display next child Ctrl+F6 Se® ¢ 857D ousIdsID Ctrl+F6
window
Display next tabbed Ctrl+Tab Se® OO 88p ¢ ousIDID Ctrl+Tab
pane
Launch Task Manager | Ctrl+Shift+Esc 8w HEOBNDC B 5B Ctrl+Shift+Esc
and system 0O ®w 80T OBID
initialization
File Menu
File New Ctrl+N 50 05D Ctrl+N
File Open Ctrl+O 5D BDam mOBI5 Ctrl+O
File Close Ctrl+F4 ©mHnD Dessis Ctrl+F4
File Save Ctrl+S @m0 yoBsIH Ctrl+S
File Save as F12 emHnD oxs ¥oBsI» F12
File Print Preview Ctrl+F2 emned §ddes eudeym Ctrl+F2
File Print Ctrl+P ©enD Gddenw DITIH Ctrl+P
File Exit Alt+F4 e®nedsy 80 dx¥m Alt+F4
Edit Menu
Edit Undo Ctrl+z #1383 D108 I Ctrl+z
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Edit Repeat Ctrl+Y 590® OB Ctrl+Y
Edit Cut Ctrl+X DBBIB Ctrl+X
Edit Copy Ctrl+C 8ous mosim Ctrl+C
Edit Paste Ctrl+V 2EDBYD Ctrl+V
Edit Delete Ctrl+Backspace | @=m=sim Ctrl+Backspace
Edit Select All Ctrl+A B8eEc endos Ctrl+A
Edit Find Ctrl+F ©e30w5Y ) Ctrl+F
Edit Replace Ctrl+H aedn Oz Ctrl+H
Edit Go To Ctrl+B e0n W5¥® Ctrl+B
Help Menu
Help F1 EBHC F1
Font Format
Italic Ctrl+l & emoL Ctrl+l
Bold Ctrl+G B¢ @O Ctrl+G
Underlined\Word Ctrl+U @3x3 @d Ctrl+U
underline
Large caps Ctrl+Shift+A Bae B8O emdy Ctrl+Shift+A
Small caps Ctrl+Shift+K & D BOE e Ctrl+Shift+K
Paragraph Format
Centered Ctrl+E 0w Ctrl+E
Left aligned Ctrl+L DO0 e¥Zwmieman DE Ctrl+L
Right aligned Ctrl+R e eRd 08B RG BE Ctrl+R
Justified Ctrl+J @cues ©d® Ctrl+J

Document Translation Considerations

Document localization may require some specific considerations that are different from software localization. This
section covers a few of these areas.

Titles

Titles should convey as much information as possible about the ensuing text to help readers locate information
quickly. If in English the heading begins with a gerund, try to use a nominalized form in Sinhala.

English example

Sinhala example

Sending a file

(+) @050 w1e@D.

42



English example

Sinhala example

Using Styles

(+) s98e wred.

Copyright

Copyright protection is granted to any original work of authorship fixed in any tangible medium of expression from
which it can be perceived, reproduced, or communicated.

Example:
English text Sinhala translation
Copyright (+) Bomes 88w

All rights reserved

(+) Boc® 8820 ¢:88%

Microsoft Corporation

(+) Microsoft Corporation
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