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

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:

T bl el () weg o)aide wius) 93l 380l bogd woddle Jaoz SIS

2. Glossary of Common Words by Microsoft

3. Electronic Dictionary of Localization of Computer Applications A Standard tool,
National Language Authority, 2004, Islamabad, Pakistan.

Normative References

These normative sources must be adhered to. Any deviation from them automatically
fails a string in most cases. When more than one solution is possible, consult the other
topics in this style guide for guidance.

1. _\lJT pﬂ.uﬂ ‘Ol.g_') Uuos_o o_)_\.l'ﬁ.o u_él_'0'9| j9°) 9 Lol 3_)_)|
2. o> i ig)gm 93yl L8y iaclgd 93yl L Wy gls Clanac SIS

Informative References

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

1. pg9d &ub N eMuwl iatole ~ts i ozl il OLMbuol (ilyy Gidae ﬁSIS 1994
2. https://ur.oxforddictionaries.com

Microsoft User Interface Reference

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

2 Microsoft voice

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


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://ur.oxforddictionaries.com/
https://docs.microsoft.com/en-us/windows/apps/desktop/

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.

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

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

Guidelines

Keep the following guidelines in mind:

e Write short, easy-to-read sentences.

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

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.

Brand and product names

e Avoid overuse of the company/brand or product names (or logos). Refer to Microsoft
names correctly when you use them—don’'t wing it.

e Avoid the corporate "we," such as "Microsoft announces..." or "We're proud to
introduce..." or "We want you to know." Keep the focus on "you"—the reader, the
audience. WE (Microsoft) aren’t the important ones here.



2.1 Choices that reflect Microsoft voice

Translating in Urdu 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 Word choice
Terminology

Use approved terminology from Microsoft Terminology - Globalization | Microsoft Learn
where applicable, for example for key terms, technical terms, and product names.

Glossaries

Microsoft Terminology - Globalization | Microsoft Learn

Short word forms and everyday words

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

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

less formal. Short words also save space on screen and are easier to read quickly.
Precise, well-chosen words add clarity, but it is important to be intentional about using
everyday words that customers are accustomed to.

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


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

en-US word usage

App Use app instead of application or program.
Pick Use pick in more fun, less formal or light-weight situations ("pick a color," not
' "choose a color") and choose for more formal situations (don't use select unless

choose
necessary for the Ul).

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

Get Fine to use as a synonym for "obtain" or "come into possession of" but should be
avoided for other general meanings.

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

PC Use for personal computing devices. Use computer for situations about PCs and
Macs.
Address the user as you, directly or indirectly through the use of first- and second-

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

It doesn't not seem to be a productive abbreviation and acronym forming trend within
Urdu language background. Unlike English, short word forms are not used in Urdu; if
there are any abbreviations or acronyms in the source text, then they are mostly
transliterated (or the Urdu equivalents of the words they stand for are provided).

en-US word ur-PK translation

Info Slogles

App ol

PC PC




2.1.2 Words and phrases to avoid

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

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

Achieve Do

As well as Also, too
Attempt Try
Configure Set up
Encounter Meet
Execute Run
Halt Stop
Have an opportunity Can
However But

Give/provide guidance, give/provide information | Help

In addition Also

In conjunction with With

Locate Find

Make a recommendation Recommend
Modify Change
Navigate Go

Obtain Get

Perform Do

Purchase Buy




Refer to See
Resolve Fix
Subsequent Next
Suitable Works well
Terminate End
Toggle Switch
Utilize Use

Below is a list of words and phrases from Urdu which should be avoided because of
their very formal tone as well as their less formal and currently used equivalents.

en-US source

ur-PK classic word/phrase

ur-PK modern

word/phrase
Most of verb endings =S oS
Go A J 8y pli wsilz
Install biloyd Laldi WS wuai/ 4)S wadi
If you don't mind 38 ~i oS 1 SHU gub S S iy oS T 31
Note tiloyo Ao Sgi
Make use U9 Radio oS Jlosiwl
Follow advice J=2S Jec yy &ibai g Ay S Jec 3 dzxuai
Important information Slogleo 38 1,3 Slogleo oyl
Too much il ~>y 03l ) Sy




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

2.2.1 Address the user to take action

US English Urdu target Explanation

The user has entered an

incorrect password so provide the
user with a short and friendly
message with the action to try
again.

(el ok Sy 3yg gl
siudgS 0ylgs i) ul
w8y> 33)9 ol )3
o owlish JSi

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

The user has entered

This product key dl(‘jnt ,\.oIJlS.:csm s ~ | incorrect sreluet Ly, s
work. Please check it and try WS JUR oSl cpad .

. message casually and politely asks
again. oS UiugS 0)lgd gl

the user to check it and try again.

Casual and short message to
)W 928 wuw —J S ;lel | inform user that setup has

— | completed, ready to start using the
system.

All ready to go

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

urlz UgS) )l QT LS
S

Would you like to continue?

o DS ol pulz
U)S Juswi K5) 8 4o
Silpw PC o7 Ly dylz

SETRN

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

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

2.2.2 Promoting a feature

US English Urdu target Explanation
Picture password is a new way & S 39 uuly speni | Promoting a specific
to help you protect your —gS) Bga=o ¢S PC 1y )Sw | feature with the use of

touchscreen PC. You choose the W 5 J)S 320 &S Wl o | em-dash to emphasize




picture—and the gestures you use
with it—to create a password
that's uniquely yours.

550wl bayl QT . gy
3Ll 92 ) S S Gl
29l = 3g0i G 5 Ol ek
Sl S gl ol g2 Ll o9
Sl 8 - Gy S Jlaiwl

-UR IS

the specific requirements
to enable the feature
which in this case is
picture password.

Let apps give you

personalized content based on
your PC’s location, name, account
picture, and other domain info.

o plie SPC iyl oS Luyl
B3 38l i S &gl
R Obglse S (o3

Wl oleo LS Ll il3 poxie

“odd D §S

Promoting the use of
.apps

Depending on the
context of the string we
can add some more
familiarity to the text by
using everyday words for
e.g. PC.

2.2.3 Providing how-to guidelines

US English

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

Urdu target

el Wl yol dlz yuylg
gomio S J)S badzo
ol yal G2yS SISy p2)S
S A5 8 S O)gp0

Explanation

Short and clear action
using second person pronoun.

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

ol B gad 039250 il
=t S S Baai &S g
4593 5S Mz 0)lgd> o0
B dlgS> 31 yguai iyl ol
flrw 8 ygy)lil (JUo
&

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

It's time to enter the

product key. When you connect
to the Internet, we'll

activate Windows for you.

oS 20 JJJS~A-CQJ400 ~
Cuiyiil S Ol Lsg
A3 I <52

= S ol ¢S Windows
S S Jlss

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




2.2.4 Explanatory text and providing support

US English

Urdu target

Explanation

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

=t o8 9 Al oS bSOl
S I elb S gl psd

0)bgd ¢S wl Cuw Windows _uJ
S ol Oy9pd S J)S Egnb
W UMY A M d9 Egrd 0yLgd
5562 o v k= S LaeS) LSJLz

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

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

oH DS Eard 0)bgd gl ol 3l
92 Ss yol wigS ol Sl s

HE UM <) _)5 Jlosiwl lSPCuu|
ol Sw 945 o8 0aud Bgaxo

Voice is clear and

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

This document will
be automatically moved to
the right library and folder
after you correct invalid or
missing properties.

Juw)yd uc>|9>' .)_9>_ng lJ ble
9S oliwy Gl asy S 5)S

) Sy Gl g JsbleS39>'
B dlo bo)yS Jaiio yio jUgé gl

Voice talks to the

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

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

oS IS oy ble g8

Jliy o153 LindoUSB Jul &g
otd oalils 03)S 38) 813 U S
o) Jo

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

3 Inclusive language

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

General guidelines

Comply with local language laws.



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

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

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

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

Don't use profane or derogatory terms.

Don’t use slang that could be considered cultural appropriation.

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

Use this Not this Use this Not this
English examples Target examples
primary/subordinate master/slave Caxilo /o by oe/lsl
. demilitarized zone .. _ w90 il
perimeter network (DM2) Syg S ol (DM2Z) 5\c
stop responding hang L Sy Joc LIS
expert guru »l as
meeting powW wWow Silio ¢laisl

guys; ladies and

colleagues; everyone; all
gues: yone: gentlemen




lunch and learn; learning

. Z <
fueSaw ol LS @iV Sw oy
session ;

parent mother or father HMlg Mlg b oadlg

brown bag session

3.1 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid the use of compounds
containing gender-specific terms ( .Cugo. S ioetc.).

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

Use this Not this Comments

Target examples

Use respectful tone and avoid using specific

i 1 a8
o5 | gzam —gze koS e gender.

lugy 0le> Uyiso io lugt iz O)ise uo

U)S wiwgd aw wl ey U)S wilwgdy aw ol o

ok ot vz

Lok ol Lasy o lust wiylz Wy Lo
Jawi e Wl gyl Sz )S s Hle 09
W)S =

8 wilg® 9 djpow  Use common noun instead of

| T
S8 5w o I~ Sub  differentiating male and female.

When presenting generalization, use plural noun forms (for example, <! <213 sk,
etc.).

Don't use gendered pronouns (..S} (8} «&ygc 3)0, etc.) in generic references.
Instead:

e Rewrite to use the second or third person (wJigS b g_._JT).



e Rewrite the sentence to have a plural noun and pronoun.
o Referto a person's role (,&w\S | S4B w56 for example).

* jOx VY lJ M.

Use this

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

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

When the author
opens the document

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

Not this

English examples

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

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

When the author
opens her
document ....

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

Use this

Not this

Target examples

Jolo S §sé> cuwlio
ét_OJLAD _)g.}_.\ 95 L_O_)LD
5 SyS Euw 33y Guly
= iz

wilisy iyl oS 3yl o3
ST o ure Jgolo
S it ooV il
ordlAzUre K5 jygw bo
= ubO Sy9rasil

oliwd wiboe w>

_ lilggS ...

S S JB oS s

8S S JB ugs (S
92 384 )9l 12 S Lo
09 Uk ylz UyS LI5S yued
-0d)S xiio el

ol S Wl S
o 98> cuwlio
< ywgd 09 oJ
ol 5 o)l
55 S 359
o (58w

il oS yilio3 Sl
Joolo ilisyi
S asw ude

= S92 wilwy
awl oS« Azure
ST jyorw use
S wilw)

ot b Dyapd

s 1ol

=S JB oS s
el 8 gl S
098 1l )S uRiie
S s JB

29l 1S Lo
Hai 8yl yay
-0 )S X

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 Jg; So5
0550/150/W ail/claclor lay / 65 adSi Don't mention a disability unless it's relevant.

Use this Not this Use this Not this
English examples Target examples
person with a handicapped Ul jgise i=o
disability PP )8 29
person without a normal person; healthy )93 pE Ao Sz tuwdl ple
disability person =t =t

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

Use this Not this Use this Not this

English examples Target examples

Select Click WS uRile S SIS

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 10 < )U S )9l i3y 30 «)gl. 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 Urdu.

4.1 Grammar, syntax, and orthographic standards

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



4.1.1 Acronyms

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

Localized Acronyms

Acronyms are not common in the Urdu, although some of the western acronyms have
been transliterated in Urdu. For example: "OPEC" is spelled and pronounced and written
in Urdu as "Su gl." As far as Microsoft's style in this regard is concerned, if the acronym
is not well-known and/or is difficult to understand in English, it should be kept as it is in
English and followed by the translation in the full form. For example, "RAM" should be
spelled as is and followed by, " sy )" between parentheses. This is the practice to
introduce a term or to give the user the chance and the time to get familiar with a new
or difficult-to-understand term.

Note: Acronyms denoting measurements, such as b (Bit), B (Byte), KB (Kilobyte),

MB (Megabyte), GB (Gigabyte) are to be kept as-is in the translation,

without supplementing them with translations in the parentheses. One reason is
that these are familiar terms, and the other is that they are normally used along with
digits and hence following them with translations in parentheses would give an
awkward look to the translation. See the below example:

Note: Leave a non-breaking space (CTRL+SHIFT+SPACE) between the number and the
measurement:

Incorrect Correct

10KB Jou ST0KB( 10 KB

48MB (oo u)48MB 48 MB

Unlocalized Acronyms

Some acronyms, in addition to those indicating measurements, velocities, etc.
(see above), remain in English and are neither translated nor transliterated for some or
all of the following reasons:

1. The acronym is so well established as an English word that it has been standardized
as such.



2. Transliterating an acronym would result in an unacceptable word in Urdu.

Note: It is acceptable in some cases to present acronyms fully in English in the
documentation, followed by its full spelling in English.

For example: ANSI (American National Standards Institute).

When dealing with acronyms that appear in Software Ul, like dialogs and menus,
spacing constraints should be considered. If the space doesn't permit using the above
practice, the English acronym should be used.

For example: ANSI

4.1.2 Adjectives

In Urdu, adjectives should be handled in the following manner.
General wording rules are used. Adjectives are also considered nouns.
Possessive adjectives

The frequent use of possessives is a feature of English language. However in Urdu,
possessive adjectives are handled generally.

Example: Your device needs to communicate with Microsoft servers to set up your
account.

= S IS ol Euw E351E QT oS TS ol iJlie Microsoft JyS Cuz Ol gilu S jgyw
= D)aro S

4.1.3 Conjunctions

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

conversational tone. Starting a sentence with a conjunction can be used to convey an
informal tone and style.

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

As <product> gains features, there is a risk | But because of these features older
that older content may not display content may not display correctly.
correctly.




Similar to English, the use of conjunctions is a way to help convey an informal and

casual tone and style.

en-US source text

Urdu old use of

conjunctions

Urdu new use of
conjunctions

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

o> cuuz<product> uo

ol ot Wil &S ol Sluogas (i
dln S o gy ool g8 8 BL

us? Uk S 3 yeb yis SVgauie

luu> <product>
IS Jolb> oS Sluogas

complete, its reminder
has been turned off.

not display correctly 8 o 51l yi OV geuite
Z i b

- UH Uk

Since this task is Ol il ol I ol o JeSe pS | il 2l 1id o JoSo oS y Sig2
= B 6ayS o B8 6)S A

Some options have been
abandoned, as the users
were facing problems
because of them.

e W8 U3 58 Syi oS Ol)lisl 28
2 ~29 6S ol o5 sy lo SyesS
Lgi ol 18 C\SGio

w29 6 Uhlisl 25 Sisz
ol g7 Lol 18 Vo 6 cpu)lo
=t W8 L )3 Sy gl aw 29

4.1.4 Gender

"s" for feminine is used after a masculine name. But there are also some

different styles. In Urdu, there are two types of gender: masculine and feminine, known
as "ySio" and "Cu'ge" respectively. There is some logic followed to determine the
gender, one of which is that when a word ends in “aa”, commonly it should be
masculine. If it ends in “ee”, then it should be feminine gender. Some examples are as

under:
[>l> sab
LG wili
03t S




However, keep in mind that Urdu is a sort of creole, created by such languages as
Arabic, Persian, Turkish, and is continuously borrowing from English. As such, there are
plenty of exceptions to the rule described above. Some examples are given

below:

Masculine Feminine ‘

HYW 9y
BVJES ol
w>lo ~>bo

N s

4.1.5 Localizing colloquialism, idioms, and metaphors

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

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

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

e Translate the intended meaning of the colloquialism in the source text (as opposed to
literally translating the original colloquialism in the source text), but only if the
colloquialism’s meaning is an integral part of the text that can’'t be omitted.

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

4.1.6 Nouns
General considerations

Many languages differentiate between different noun classes based on features such as
animacy, shape, gender, and so on. English loan words must be integrated into the noun



class system of your language. When faced with an English loan word not previously
used in Microsoft products, consider the following options:

e Motivation: Does the English word have any formally motivated features that would
allow a straightforward integration into the noun class system of your language?
e Analogy: Is there an equivalent Urdu term that could be used to justify the noun class

the noun gets assigned to?

e Frequency: Is the term used in other technical documentation? If so, what noun class is it
assigned to most often? The Internet may be a helpful reference here.

English example Urdu example

Delete it from server

0d)S Wi> w g pw

Enter a password to log into the server

WS I3 ol B o S dgy J5 pae Hosw

DNS cannot resolve the server IP address

LiSuw )S Gad J> WIP g0 DNS

Verify the name of the server's certificate

-0 )S G2 oS ol S ~oli Guad jg5w

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

English example

Urdu example

Clients S8
Websites Ll i
Downloads 3¢ 0513
Proxys wwSly
Administrators Bt

Inflection

Nouns in Urdu do not get inflected and are never pluralized after a plural number.

Example: book- software- tools



Plural Formation

Singulars are also used as plural and "&l’, " ul" and " g" plural forms like " 'Ol L
olsl"and " 4" in induction form like "." g,z

4.1.7 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.

US Expression Urdu Expression

service request
Cwlg>)d ¢S pugyw

4.1.8 Pronouns
Please use the following pronouns in Urdu text.

A ruse vl 1ol 19 109
Example: she is working in Microsoft Company

= ) NS o8 Lao xS Microsoft og :Jlio

4.1.9 Punctuation

Small Dash (.) is used after the end of sentence, it should be noted, Urdu does not use
full stop.

Example:
oS 3 3y gl o S agS Juwe (+)
Bulleted lists

In Urdu, bulleted lists are used like in English. Place the bullet symbol (Usually ) at the
start of the line followed by a space or a tab, then write the Urdu sentence.



Comma .(Urdu comma)
Comma is used for separating the words, bringing pauses in sentences.
Example:

owls dgamo (ol (+)
Colon
Use colons to show the following list or names in order.
Example:

(S 3 ~zyaie (+)

Do not use colons in the middle of a sentence when still you shall add the verb to the
end.

Example:

to get more information, please refer to this | i jul p)S olp «d S &) ol Ologleo 130
address: www.microsoft.com www.microsoft.com : S £9>) )

Dashes and Hyphens
Three different dash characters are used in English:
En Dash
The en dash is used as a minus sign in Urdu and usually it is used with a number.
Example: =359
"0OQ- (+)

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. Even in this case it can be replaced by
"to" "U" in Urdu, and usually there is no need to use a dash.


http://www.microsoft.com/

Example: 8 am-6 pm
3.8 6->.08(-)
3.86 U >u8(+)
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. Em dash is
not applicable for Urdu.

Ellipses (Suspension Points)

It should be followed as English, no set rules are available for Suspension Points, and
they are rarely used in Urdu text.

Period

US English uses a period as the decimal separator, while many other languages use a
comma. In Urdu character Hamza < (If Urdu digits are used in Urdu Text) or Period. (If
English digits are used in Urdu Text). Do not use a space for this purpose as a space
separates the numeral from the abbreviation.

In paper sizes (the last example in the table below) the decimal separator and the
abbreviation "in" for inches are kept, since the sizes are US norms and should be
represented accordingly.

Examples:
English example Urdu example
5.25cm o digw 5.25
5 x 7.2 inches 3l 5x7.2

Letter Landscape 11 x 8.5 in x 8.5in11 saslletter




Quotation Marks

In US source strings, you may find software references surrounded by English quotation
marks. This is also followed in Urdu.

Example:

i ol g legl™ by pley Sul G pdacl 258" (+)
Parentheses
In Urdu, there is no space between the parentheses and the text inside them.

Example:

1)S (Shutdown) 3y ysaS JioareS T S Sl aw b g0 82 L)S ixiio LSl og (+)
ok Slz

-ueyS Jil5 (0800 000000) 1 S Sloglee 3y je (+)

4.1.10 Sentence fragments

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

en-US long form en-US sentence fragment

Use the following steps. Here's how

Just like English, long phrases can be shortened and can be presented in a
comprehensive manner. Considering the lack of space on a computer (of mobile
screens), when and where possible, long sentences can be presented short and concise.

en-US source text ur-PK long form ur-PK sentence fragment
Use the following steps WS Jac y Slolasl L3 ~zjaie oS Ll
Add new users to your S 10 bo di j PeureS iyl Jolis (asylo A yy yiguseS
computer oS Joli oS
Provided that S N bR ~Subs i




Including ) Jgeuiunot, however,
recommended for a highly

informal setting(

= dold yao o2/ pu>

4.1.11Verbs

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

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

English example

The document is too large.
Document too large.

Access was denied.
Access denied.

The file '%s' is an unknown
graphics format.

The application may
attempt to convert the
graphic.

A problem occurred while
trying to connect to the
network share "%1!s!"

Urdu example

ced S Iy Hglwd
}_J__g[l'.u.u_) LSj.{ oy

197 LS 1S 1801 aw il
._,lS.iI P u\jl.uJ_)

3618 poleoli 's%' Jils
- ude RDO9

oS dly oS Ss1S
S JiubeS

LSJl.) ~O> \5)_9 &JJ

obsd S 5z aw "Is11%”
lgy Lol 8 diwo Syl

Explanation

Be consistent in your usage of the
verb "to be"

In complete sentences, use verbs and
the same tense as in the source
string.

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

may (+) Verb can be rephrased as
Verb (+) possibly

Shorten and rephrase if necessary to
“A problem occurred while
connecting to the network share
"%1!s!"




English example Urdu example Explanation

The following error lgy &8l yosi Jud z)> Shorten this construction where
occurred: "%1!s!" (error 'y possible, e.g. Error: "%1!s!" (error
#%2!Ix!) (Ix12%# Loai) "1s11%"  #%2!Ix!).

An unknown error has g yodi pgleoli Syl Shorten this construction where
occurred./ No error /-— ley  possible, e.g. Unknown error. / No
occurred. dgy a9 yodi igS  error

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

5 Localization considerations

Localization means that the translated text needs to be adapted to the local language,
customs, and standards.

The language in Microsoft products should have the "look and feel" of a product
originally written in Urdu, using idiomatic syntax and terminology, while at the same
time maintaining a high level of terminological consistency, 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 Urdu-
speaking markets. Please double-check with the appropriate resources.

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



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

5.2 Applications, products, and features

Application/product names are often trademarked or may be trademarked in the future
and are therefore rarely translated. Occasionally, feature names are trademarked, too
(e.g. IntelliSense™).

Version Numbers

Version numbers always contain a period (e.g. Version 4.2). Please note the following
punctuation examples of "Version x.x"

In Urdu, the period should not be replaced with a dash.

US English Urdu target

Version 4.2 4.2 559

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

Translation of Version Strings

Product, feature, and component names are often located in the so-
called "version strings" as they appear in the software.

Version strings that contain copyright information should always be translated.

Example:
US English Urdu target
© 2023 Microsoft Please refer to _Microsoft Terminology - Globalization | Microsoft
Corporation. All rights Learn to check the correct translations "All rights reserved" and

reserved. "Microsoft Corporation”.



http://aka.ms/termstudio
http://aka.ms/termstudio
http://aka.ms/termstudio

5.3 Trademarks

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

unless local laws require translation and an approved translated form of the trademark
is available. A list of Microsoft trademarks is available for your reference at the following
location: https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks

5.4 software considerations

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

5.4.1 Arrow keys

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

5.4.2 Error messages

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

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

English term Correct Urdu translation

Something went wrong. S o1 ble 428

Not enough memory to process this command. | &)gou0 —d S )8 Joc j o355 Jul o 68U

Urdu 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.


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

Standard Phrases in Error Messages

The phrases below commonly occur in error messages. When you are translating them,
try to use the provided target phrases. However, feel free to use other ways to express
the source meaning if they work better in the context.

Examples:
English ‘ Translation Example Comment
S JogS und Jilo
) j (P nt
Cannot .. S jS Gad (Present) | Please use Present
Could not tense examples in
B )S JogS uxd Jilo | the translations
(Past) ...5uw
Failed to ... by 1S gy p8L
Failure of ... gl eBL
liSow jud Jigal Jils
...(Present)
b b
- . b, b . Lo
Cannot find ... s U feﬁ;\ vt Jisa3 J
: B Gad gl (Past) ....5.w | Please use Present
Could not find ... . e b .
Unable to find el Gro dXigd) tense examples in
Unable to locate . LG Jro yS UM Uko Jdigd) dJlD. the translations
-yl
e IS i Jilo
gl
U S)gase OIS
=
Not epgugh memory Sysonn LOSL
Insufficient memory
. Please use Present
There is not enough : .
Sygose Ol tense examples in
memory i the translations
There is not enough = UM 25792
memory available :
i Sygode OB

! oo o liw)




English Translation Example Comment

Please use Present
tense examples in
the translations

... is not available ) Ul wlilwo..
... IS unavailable = ok wliw..

Error Messages Containing Placeholders

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

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

%c means <letter>

%s means <string>

Examples of error messages containing placeholders:

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

Same procedure may be followed for Urdu.

5.4.3 Keys

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

Key Names
English Key Name ‘ Urdu Key Name
Alt Alt
Backspace Backspace

Break Break




English Key Name

Urdu Key Name

Caps Lock Caps Lock

Ctrl Control

Delete Delete

Down Arrow M ==z
End End

Enter Enter

Esc Esc

Home Home

Insert Insert

Left Arrow W ol
Num Lock Num Lock

Page Down Page Down

Page Up Page Up

Pause Pause

Right Arrow ol
Scroll Lock Scroll Lock

Shift Shift

Spacebar Juole
Tab Tab

Up Arrow Mol y
Windows key s Windows
Menu Key S guino




English Key Name

Urdu Key Name

Print Screen

Print Screen

5.4.4 Keyboard shortcuts

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

perform tasks more quickly.

Examples:
New
Cancel
Options

Keyboard shortcuts special

options

Usage: Is it allowed?

appearing between brackets
after item name, can be
used as keyboard shortcuts

"Slim characters," such as |, |, | Yes Since the characters joined

t, r, f can be used as together in Urdu,

keyboard shortcuts keyboard shortcut on slim
characters may not be
visible, it can be used if the
character stands alone.

Characters with No These characters are not the

downstrokes, such as g, j, v, first choice in case other

p and q can be used as characters are available.

keyboard shortcuts

Extended characters can be | No

used as keyboard shortcuts

An additional letter, Yes




Keyboard shortcuts special Usage: Is it allowed?

options

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

A punctuation sign, Yes
appearing between brackets
after item name, can be
used as keyboard shortcut

Duplicate keyboard shortcuts No
are allowed when no other
character is available

No keyboard shortcut is Yes
assigned when no more
characters are available
(minor options only)

Additional notes: try to avoid using characters that are produced with more than one
key stroke (i.e., with Shift key + another key) as keyboard shortcuts, such as: ¢ .j

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

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

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

kev ti In Ul localization, the key tip is the last character present in the strings after the
YUP o character.

Example: In Ul localization Home™H




Document2 - Word

B X, Cut Segoe Ul fiz <] A A lAn~ | B[22 3= o h=e [3mi
Paste = ! < 3 AL dy . B = ===,
- ¥ Format Painter B I U-acx xX H-% A == == =

Chipboard I Font e Paragraph

A subtype of keyboard shortcut. A key that the user types to perform a common
action without having to go through the Ul. Shortcut keys are not available for
every command.

Example: Ctrl+N, Ctrl+V

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

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

shortcu
t key

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 English Urdu Shortcut

Urdu Command

US Command Shortcut Key key

General Windows Shortcut keys

Help window F1 ddo ~zyd | F1

Context-sensitive Help Shift+F1 Cuwlws - §luw g Glow | Shift+F1
do




US Command

US English

Urdu Command

Urdu Shortcut

Shortcut Key key
Display pop-up menu Shift+F10 Liw3 guise il gy | Shift+F10
Cancel Esc &guio | Esc
Activate\Deactivate menu | F10 ne/J=s Sg0 )b guise | F10
bar mode Jles
Switch to the next Alt+Tab S ol il 31| Alt+Tab
primary application 2how
Display next window Alt+Esc w3~z MBI | Alt+Esc
Display pop-up menu for | Alt+Spacebar Wl Wy = S —=)> | Alt+Spacebar
the window luw3 guive
Display pop-up menu for | Alt+- = S ) ~ Jles | Alt+-
the active child window Lo guizo Ul gy
Display property sheet | Alt+Enter d S ulxiil A | Alt+Enter
for current selection ol)S Ll i yolgs
Close active application | Alt+F4 3 glig oS oyl Jlss | Alt+F4
window oS
Switch to next window | Alt+F6 U) oS ol | Alt+F6

within (modeless-
compliant) application

Z
oSl o (usjgo-usjgo
Ud)S @dgw ) 9 Mg

Capture active window
image to the Clipboard

Alt+Prnt Scrn

95 HeoT LS 9lg Jlrs

Alt+Prnt Scrn

Capture desktop image | Prnt Scrn 85 Heoi S Wb Sl | Prnt Scrn
to the Clipboard HS =S 3)9_1 s

Access Start button in | Ctrl+Esc ob el sae )b Swls | Ctrl+Esc
taskbar M wilwy &

Display next child Ctrl+F6 oS w3 glig 3Ll MBI | Ctrl+F6

window




US Command

US English

Urdu Command

Urdu Shortcut

Shortcut Key key

Display next tabbed Ctrl+Tab w3 9559 02w i MBI | Ctrl+Tab
pane oS
Launch Task Manager | Ctrl+Shift+Esc otuw gl y=uire Suwl | Ctrl+Shift+Esc
and system initialization oS iV s Blal

File Menu
File New Ctrl+N Jile i | Ctrl+N
File Open Ctrl+O udegs Jibs | Ctrl+O
File Close Ctrl+F4 au Jils | Ctrl+F4
File Save Ctrl+S Bgaxo Jils | Ctrl+S
File Save as F12 yohou Bga=o Jilo | F12
File Print Preview Ctrl+F2 Maie G wiligz 8 Lo | Ctrl+F2
File Print Ctrl+P onle> Jils | Ctrl+P
File Exit Alt+F4 zhsl Lo | Alt+F4

Edit Menu
Edit Undo Ctrl+Z 08 auoyi | Ctrl+Z
Edit Repeat Ctrl+Y oY Lwlg paeyi | Ctri+Y
Edit Cut Ctrl+X B8 aaoyi | Ctri+X
Edit Copy Ctrl+C WS wilS asoyi | Ctrl+C
Edit Paste Ctrl+V WS S paeyi | Ctri+V
Edit Delete Ctrl+Backspace WS Wis auoyi | Ctrl+Backspace
Edit Select All Ctrl+A WS ki plad aoyi | Ctrl+A
Edit Find Ctrl+F Higd3 agoyi | Ctrl+F




US English Urdu Shortcut

US Command Urdu Command

Shortcut Key key
Edit Replace Ctrl+H o pueyy | Ctri+H
Edit Go To Ctrl+B Wyby Juiils puoyi | Ctrl+B
Help Menu
Help F1 e | F1

Font Format

Italic Ctrl+I SJGL | Crl+]

Bold Ctrl+G wl> | Ctrl+G
Underlined\Word Ctrl+U b3 y> /oauis b | Ctrl+U
underline PRVRA

Large caps Ctrl+Shift+A Woy> < | Ctrl+Shift+A
Small caps Ctrl+Shift+K WDg)> Jgg> | Ctrl+Shift+K

Paragraph Format

Centered Ctrl+E Syeq | Ctrl+E
Left aligned Ctrl+L 23w il | Cri+l
Right aligned Ctrl+R 3w uly | Ctrl+R
Justified Ctrl+) oS douw | Ctrl+)

5.5 Voice video considerations

A good Microsoft voice video addresses only one intent (one customer problem), is not
too long, has high audio quality, has visuals that add to the information, and uses the
right language variant/dialect/accent in voiceover.

Successful Techniques for Voicing Video Content

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



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

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

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

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

5.5.1 English pronunciation
General Rules

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

In Urdu, English words are always pronounced with US English accent. Please always
keep consistency with US English and refrain from using other accents like UK.

Example Phonetics Comment

[si'kjuer al PR
SecurlD di CANTIESTt Y
NET [dot net] "Gy &I3

Product names are always pronounced the way they are

. | B
Skype [skaip] { pronounced in the source language

English words and acronyms are pronounced in Urdu the same way they are in English.
URLs

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

"www" should be pronounced as WWW.

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


https://grststyleguideprod.blob.core.windows.net/document/Skype_ur-PK.mp3

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
English translations approved in Microsoft Terminology - Globalization | Microsoft

Learn.

5.5.2 Tone

Use a tone matching the target audience, e.g. more informal, playful and inspiring tone
may be used for most Microsoft products, games etc., or formal, informative, and factual

in technical texts etc.

Same procedure may be followed for Urdu.

5.5.3 Video voice checklist

Topic and Script

e Apply the following Microsoft voice principles:

o

o O O O

Title

Single intent
Clarity

Everyday language
Friendliness
Relatable context

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


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

Action and Sound

o Keep something happening, both visually and audibly, BUT...
e ..Mmaintain an appropriate pace

e Synchronize visuals with voice-over

e Fine to alternate between first and second person

e 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

L Recaps are unnecessary



