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1 About this style guide

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

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

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

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

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

1.1 Recommended style references

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

Normative references

When more than one solution is allowed in these sources, look for the recommended
one in other sections of the style guide.

1. Microsoft Language Portal

2. Online Reference Materials by the National Languages Committee, Ministry
of Education, R.O.C:

3. Revised Mandarin Chinese Dictionary: http://dict.revised.moe.edu.tw

4. Dictionary of Chinese Idioms: http://dict.idioms.moe.edu.tw

Microsoft User interface reference

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

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

Three principles form the foundation of our voice:

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

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

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

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

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

Guidelines
Keep the following guidelines in mind:

o Write short, easy-to-read sentences.

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

e Be pleasant and ensure that explanations appear individualized.

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

2.1 Choices that reflect Microsoft voice
Translating Traditional Chinese in a way that reflects Microsoft voice means choosing

words and grammatical structures that reflect the same style as the source text. It also
means considering the needs of the audience and the intent of the text.
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The general style should be clear, friendly and concise. Use language that resembles
conversation observed in everyday settings as opposed to the formal, technical
language that's often used for technical and commercial content.

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

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

The end users are of all ages and genders. Don’t use any term or expression that's
discriminating. Wording and tone in the translated text should not be discriminating
against gender, age, race, occupation, religion, political belief, political party, national
origin, geography, the rich, the poor, as well as the disabled.

2.1.1 Flexibility

It's important for translators to modify or rewrite translated strings so that they are

more appropriate and natural for Traditional Chinese. Try to understand the whole
intention of the sentences, paragraphs, and pages, and then rewrite as if you are writing
the content yourself. It will make the content more perfect for Chinese users. Sometimes,
you may need to remove any unnecessary content.

English example Traditional Chinese example

Meet Windows. % Windows

2.1.2 Word choice
Terminology

Use terminology from the Microsoft Language Portal where applicable, for example key
terms, technical terms, and product names.

Product names are normally not translated. Feature names can usually be translated. In
any case, it's extremely important to always confirm localizability of any such items with
the project team.
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Short word forms and everyday words

Microsoft voice text written in US English prefers short, simple words spoken in everyday
conversations. In English, shorter words are friendlier and less formal. Short words also
save space on screen and are easier to read quickly. Precise, well-chosen words add
clarity, but it's important to be intentional about using everyday words that customers
are accustomed to.

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

en-US word en-US word usage

App Use app instead of application or program.

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

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

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

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

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

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

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

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

enUS source Tradltlonal Traditional Chinese word usage
term Chinese word
PC = fis OK to use when talking about "personal computer.”
e For example, use "I& ) &EE" instead of "#& 1) PC."
Customer 91 Use %Il instead of % 5 iR #%
service
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2.1.3 Word-to-word translation

For a more fluent translation, avoid word-to-word translation. If words are translated
directly without overall understanding of the paragraph or the page, the content will
not be natural and may even appear ridiculous, and our customers will not come again.
Strict word-to-word translation makes the tone stiff and unnatural. Split the text into
different sentences, if necessary, to simplify. Omit descriptors to make the text snappier.

. Correct Traditional Chinese Incorrect Traditional
English text . . )
translation Chinese translation

For surfing the web with o ok g B 4 , SN
i . PR E A # T B EEER .
ightning speed ...
Your life, connected through R A GBS, s
the cloud
..is configured to run... ST E IRHAT .. AT RRE ...

2.1.4 Words and phrases to avoid

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

en-US word/phrase to avoid Preferred en-US word/phrase
Achieve Do
As well as Also, too
Attempt Try
Configure Set up
Encounter Meet
Execute Run
Halt Stop
Have an opportunity Can
However But
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Give/provide guidance, give/provide information Help

In addition Also

In conjunction with With
Locate Find

Make a recommendation Recommend
Modify Change
Navigate Go

Obtain Get
Perform Do
Purchase Buy

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

A similar table of Traditional Chinese words or phrases to avoid and their equivalent
words or phrases expressed in the Microsoft voice is provided below. Use &F as
necessary to make sentence more understandable. Use #& instead of /i for "you"

(singular), use 11 instead of #&{ for "you" (plural).

Traditional Chinese old

en-US source word/phrase

Traditional Chinese new

word/phrase

Don't need to W&
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2.2 Sample Microsoft voice text
The source and target phrase samples in the following sections illustrate the intent of

the Microsoft voice.

2.2.1 Address the user to take action

In most cases, adding & before imperative verbs will make the voice more polite and
the meaning clearer. For example, translate "Input password" into "5t A Z 5" is much
better than "B N % A5"

US English Traditional Chinese target Explanation

The user has entered an

The password isn't correct, . .
incorrect password so provide

so please try again. FEWEAIERE, FHHR—K. .

TR ES the user with a short and
Passwords are case- EWFEE S KDNE. . .
censitive friendly message with the

action to try again.

T rasluct ey eleit B 3 o The user has entered incorrect

work, Please check it and try 1&1%5n/ﬂéfﬁ§ﬁ§& saf@er | product key. Thg message

again. — T ARZ AR IR casually and politely asks the
user to check it and try again.

Casual and short message to
~ inform user that setup has

z«< B 7 n

SR AT 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.

Would you like to continue? | FERIIE R EHEIE?

Give your PC a name—any P 5 {U (]

name you want. If you want Y Address the user directly using
to Change the background g*ﬁo ﬁ%&%ﬁ/‘i 7F/,

_ e e the second person pronoun to
color, turn high contrast off i take the necessary action.

in PC settings.
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2.2.2 Promote a feature

US English

Traditional Chinese target

Explanation

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

B R #EBE—EHNAK,
REATREERREXER
HERE, R REERE A H
BEERERERNFE, U
B EEHER,

Avoid use of the Chinese
dash and replace it with
colons, commas or
parentheses instead. You
can also start a new
sentence.

Let apps give you

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

o2 IO P RE EUAR 4 =R A ) 2
B AR RFE Al
A AN A SR LA AL
N

Promoting the use of apps.

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

2.2.3 Provide how-to guidelines

US English

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

Traditional Chinese target

B L G I T
St D] S5
T T A

Explanation

Short and clear action
using the second person
pronoun.

To confirm your current

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

A EEHERR A A ) [ P A
» AT EBUE kI EHUE
Wl _E R B s

Voice is simple and natural.

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

2.24 Explanatory text and support

US English

The updates are installed,

but Windows 10 Setup needs to
restart for them to work. After it
restarts, we'll keep going from
where we left off.

Traditional Chinese target

O, {H Windows
10 2T B E B,
FB LS A REIE A, EEHTRL
B A A

Explanation

The language is natural, the
way people talk. In this case
voice is reassuring, letting
the user know that we're
doing the work. Use of "we"
provides a more personal
feel.
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If you restart now, you and any | #HI{EEBTRCED, EAH AT Voice is clear and

other people using this PC could | IE7EA LRI H AL & naturalinforming the Lser

T R B B IR what will happen if this
action is taken.

This document will
be automatically moved to the | 7E%& 5 IF M LR 2K (1) N 2%
right library and folder after you | 2%, W3 FgHEBEE

Voice talks to the
user informatively and

correct invalid or missing T ) SOA o B LA \C/j\;irlfct;t;yt;;e;he action that
properties. :
Something bad happened! e R YRS Without complexity and

eess eyt oo, | WA L | 509 SOt
y USB 4 P R .

USB flash drive. happened.

3 Language-specific standards

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

3.1 Grammar, syntax and orthographic standards

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

3.1.1 Abbreviations
Common abbreviations

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

Traditional Chinese words don’t generally use abbreviations. When dealing with English
abbreviations, apply the following general rules:

e Use of abbreviation is based on English source text.

o Abbreviation should not contain a space.

o Use a nonbreaking space (Ctrl+Shift+“F#%§#) in any abbreviation to avoid having
one letter move to the beginning of the next line.
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« English abbreviation of months and days of the week are as follows;
Month: Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec
Days of the week: Mon, Tue, Wed, Thu, Fri, Sat, Su

List of common abbreviations:

Expression Acceptable abbreviation

Mon, Tue, Wed, Thu, Fri, Sat, Sun —. . = ., H. . H

Don't abbreviate:

e Microsoft as MS when Microsoft is a part of product names.
e Internet Explorer as IE.

e Visual Studio as VS in product names.

e oOperating system names.

Examples:
Error example Correct example
Win Server 2016 Windows Server 2016
Win 10 Windows 10

3.1.2 Acronyms

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

Traditional Chinese words don't generally use acronyms. When dealing with English
acronyms, apply the following general rules:

e Ifan acronym is used alone, leave it as it's. (Don't add the full name even the full
name is well known.)

« If an acronym goes after a full name, follow the format: Traditional Chinese
(English acronym)
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Examples:

English text Error example Correct example
FTP T S A (FTP) FTP
File Transfer Protocol, FTP | FTP, ¥ % {3 i@l i T i@ A E (FTP)

g ZEEE 2 (File Transfer

22 e A S 2T 7 o
Protocol, FTP) Fe S R B A e (FTP)

File Transfer Protocol, FTP

e Ifan acronym is used in title, don't write the full spelling of the acronym.

e Acronym letters should be all uppercased.

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

Examples:
English text Error example Correction
several IFSs W IFSs U TFS
three OEMs 3 & OEMs 3 % OEM

Localized acronyms

Here are some commonly translated acronyms.

Examples:
AM JEA
PM T
ID E I

Unlocalized acronyms

Here are some commonly unlocalized acronyms.
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Examples:

Source text Target

CcDh CcD
DVD DVD
MB MB
GB GB

3.1.3 Adjectives

This section does not apply to Traditional Chinese, as there is no special convention
related to adjectives. Generic information on adjectives (stative verbs) can be found in
any Chinese grammar book.

Possessive adjectives

The frequent use of possessives is a feature of English language. However in Traditional
Chinese, avoid translating every possessive adjective, even if it's present in English.

Example:

Source Preferred target Avoid

You organization may customize
your My Site or limit the changes you
can make to it—for more
information, see the person who

() BRI ARA T B TR
[BAAG ], BRG]
AT MR s
RERE AN, 5 R A A

(+) B RIAHART HET T3
vk ], PR T LA
ROSAEE ;IR AN,
A ) gH AR T BRI A v |

i N, Ay =N 2 ¢ i N T“ . /‘:":' ;E\
manages My Sites for your > e B A “[ifkﬁﬁ%[ﬂiﬁJ ZEH
organization. 1E o

Also, avoid using too many [1] in a sentence. If the meaning is not affected, omit [ for
readability.

Example:
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Source Preferred target Avoid

The BTSLIBinterop.jar file is
generated by the JD Edwards
OneWorld system by following

(+) BTSLIBinterop.jar f# % (-) BTSLIBinterop.jar f# % /&
FIBIERCRERS (2 8ETRE) | MIERCHEAE I (TR

the instructions included in the AFHaK, HD AFHaK, HD
) . Edwards OneWorld £#%:ifr | Edwards OneWorld £&&:0T
Installation Guide for the A A

adapters.

In most situations, any verbose "f#]" can be left out by syntactic approaches, which
means "Z...[1)" pattern shouldn't be used too frequently. If and only if ¥] can't be left
out anyway, change KJ...iJ to ...

Example:

Source Preferred target

Add a page to My Content | (+) #iIMAEE [N ] L | () FrilEEE (RO ]
on your My Site. Z [FINE] S ER TRINE] .

3.1.4 Articles
General considerations

For most cases, there is no need to translate articles into Traditional Chinese for fluency
and conciseness.

But if it's important to emphasize the noun so that the reader does not get confused,
then it's suggested to translate the articles.

Example:

Source Preferred target Avoid Comment

Alternatively, you can (+) AT LU () f@:&? L)lk@ e 5 FERR 40 might mislead

create a new permission ey SEHTIRERR S | the readers to think there

level to contain a specific %ﬁ%%%é}"&’ s &, fFHAE | are "more than one set of
HAEEEER

set of permissions that - &8 EHI%¢ | permissions”. Therefore, "a"
you specify. R ER. SEFERRAH. is translated.
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Unlocalized feature names

Microsoft product names and non-translated feature names are used without definite
or indefinite articles in the English language. In Traditional Chinese, we use the same
names as English.

Articles for English borrowed terms

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

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

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

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

The internet may be a helpful reference here.

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

3.1.5 Conjunctions

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

English old use of conjunctions English new use of conjunctions
As <product> gains features, there is a risk that But because of these features
older content may not display correctly. older content may not display correctly.

For Traditional Chinese, it's the same as for en-US. Depending on the choice of
conjunctions, tones can be changed from formal to conversational. For example, [ 41 |
sounds more conversational than [l | .

Traditional Chinese old Traditional Chinese new
use of conjunctions use of conjunctions

English source text

As <product> gains features, . N . .
B J WP ST SR, TTHEE | B 2T AL 6 R i AL

there is a risk that older content o e e . .
: AEEEUNENERERE, | e RN
may not display correctly.

Microsoft Chinese (Traditional) Style Guide Page 17 of 53


https://www.microsoft.com/Language/en-US/Search.aspx

3.1.6 Contractions

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

English long form English contracted form

Do not Don't

Use of contractions help convey a conversational tone in Traditional Chinese as well.

English source text  Traditional Chinese long form Traditional Chinese contracted form

Just in case ARy & — P
in a nutshell HMEZ .
But B2 / A (=]
already CLK =

3.1.7 Font localization

Dealing with Bold and Italic style

o Bold and /talic style should be avoided for Traditional Chinese characters. For
example, Italic style should be removed for localized book name and () must
be used to quote the book name:

Eng: For more information, see Office 2010 Migration Guide.
Wrong Cht: W& FFAIE AN, #h2B (Office 2010 E#75F) -
Correct Cht: In7RFFANE A, 52 (Office 2010 FHE45FT) o

Exception:

Bold style for headings should be kept as-is.

Source Traditional Chinese
Heading 1 BE1
Bold headings should be
Paragraph Text Paragraph Text BORXFRAXFREXTF | (ept as-is.
Paragraph Text Paragraph Text B%EXF
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Heading 2 1=RE 2

Paragraph Text Paragraph Text BENTFEREXFREXT
Paragraph Text Paragraph Text BEXF

e Bold style for emphasis purpose in strings should be kept as-is.
Example:

Eng: The use can’t be removed once all other users are removed.
Wrong Cht: BB HoA 2 mir, T3 ) Bl 3
Correct Cht: # B I A7 HoAR Al & 2 i, MERIRZAH A

o Bold style for user input should be kept as-is.

Eng: Type a:\setup
Wrong Cht: i A\ a:\setup
Correct Cht: #ij X\ a:\setup

o [talic style for placeholders should be replaced with BOLD style.

Eng: Type password
Wrong Cht: i \ &7
Correct Cht: i N 51

e For Ul terms in documentation and online help, move the UI out of the <bold>,
<italic> or <ui> tags, and enclose it with half-width square brackets ([ ]).
For example:

Eng: Click Open to open it.
Wrong Cht: #&—F [BIBK PABIRCE -
Correct Cht: #%— [BR] LABHRUE o

Exception:

e Placeholder in UL, which will be replaced by actual text or text input by user in
runtime. In such case, replace /talic style with Bold style per previous
instruction. For example:

Eng: If your server is located, the Log on to <YourServerName> page is displayed.

Wrong Cht: ZHBIE IR RS, (BN < BRI f7R#4 7> B FERNER
Correct Cht: Z#BNER A RS, BN<ERIFREELZMRE> HH] FERTEER,
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Font strings in string table or HTML/XML

If you're instructed to use a specific font in translation, follow the instructions.

If the resource ID doesn't contain “font-family” (or “fontfamily”) and there is only
one font in the source string, replace it with the Microsoft JhengHei UI font. For
example, Segoe UI => Microsoft JhengHei UL

Exception: Segoe UI Semilight => Microsoft JhengHei UI Semilight

If the resource ID contains “font-family” (or “fontfamily”) or two or more fonts are
used in source string, add Microsoft JhengHei Ul, Microsoft JhengHei, ##HEAEE in
front of the English fonts and leave English fonts unchanged. For example, Segoe
UL, Verdana, Tahoma, Arial => Microsoft JhengHei UI, Microsoft JhengHei, #r#HEA
2, Segoe U, Verdana, Tahoma, Arial. Except in the following cases:

Replace console fonts (Consolas, Lucida Console) with "#f B #&".

For Windows binaries listed below:

o

if the source string is Font-family and contains Segoe font (Segoe Ul, Segoe
UI Light etc), add “Microsoft JhengHei, ##IBAEE" in front of English fonts;
if the source string is Font-family and only contains legacy font (Tahoma,
MS Shell Dlg etc), add "#T#BAEE" in front of the English;

if source string is NOT Font-family, put Microsoft JhengHei in translation for
Segoe font and put #r#fiBAEE in translation for legacy font.

ieframe.dll.mui

ehres.dll.mui

omdproject.dll.mui

printui.dll.mui

ps5ui.dil.mui

pscript5.dil.mui

mshtmler.dll.mui

calc.exe.mui

apds.dil.mui

microsoft.powershell.gpowershell.resources.dll

fms.dll.mui

upgres.dll.mui

getuname.dll.mui

shwebsvc.dll.mui”

For an updated string, keep font unchanged unless to correct font name.
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Font Size Strings

Source Target
Equal or less than 8 (pt.) Ipt
Equalor greater than 9 Source (no change)

Dynamics-specific Rule for Font Size Strings

For Traditional Chinese, local fonts should be used to well display characters. ClearType
has been used from Vista. Corresponding ClearType font is Microsoft Jhenghei.

Italic style in English sentences should be replaced by normal style. Bold style is allowed
unless there are Ul display issues.

3.1.8 Localizing colloquialism, idioms, and metaphors

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

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

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

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

o If the colloquialism can be omitted without affecting the meaning of the text,

omit it.
Samples of acceptable Traditional Chinese colloquialisms
Fr#s (fan)

N (expert)

3% 55 (novice)

£ (geek)

—HMi#3 (to kill two birds with one stone; to attain two objectives or gain two advantages by
a single move)
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F2LIh1% (to yield twice the result with half the effort) / F %32 (to get half the result with
twice the effor)

[d].021% 77 (to pull together; to hang together; to work together with one heart; to make
concerted efforts; to work in concert with)

= B {1 (tailor-made)

Samples of unacceptable Traditional Chinese colloquialisms (provide English

explanation for all the terms)

[a] (The character for "Jiong" is nowadays more widely used on the Internet as an ideographic
emoticon representing a range of moods, as it resembles a person's face. It's commonly used
to express ideas or feelings such as annoyance, shock, embarrassment, awkwardness, scorn,
response to silliness or the internet meme "DON'T WANT"—from Wikipedia)

A (AIEER) (That's it, That's all)

LKK (zZZ#10) (old)

# B ([F5) (classmate)

B (JBA) (embarrass, awkward)

I (ABAK) (http://www.nciku.cn/search/en/that)

7 (whoops)

3.1.9 Modifiers

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

Examples:

Less fluent

English ) Correction Comment
translation

In Traditional Chinese text,
(+) ErEEFEFER | the meaning is "The value for the
FEHY P A28 certificate validator type is invalid,"
which is more fluent translation.

Invalid value for | (-) ¥78:55
the certificate e E A
validator type. JEAHIE
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Less fluent

English ) Correction Comment
translation
: () ZHFER " "
Setup is = , N better performance" is translated as
o) tirflizin our IEFEREAL (+) AffeTH AL e a meaniFr)l of "to increase
s;tem fo? getter R4, U IR performagce " which is more fluent
=1 b ok %z‘: =i s i I
performance. AR RO translation.
) A¥ES . X . . .
:‘)frezi(\)/ree %%?fgg (+) ZfEEEHEHEME | "more effective troubleshooting” is
troubleshootin ﬁFg,j ;ﬁ (T ECp &S translated as a meaning of "to
Use this error 9 ﬁﬁiéﬂgé a1 LSS AR troubleshoot more effectively,"
= HAR o which is more fluent translation.
message. Bo

Also pay special attention when it comes to translating relative clauses. In Chinese, the
modified element always follows the modifier, no matter what kind of modifier it's and
how long the modifier is. However, readers might get lost when the modifier is too long.

With this in mind, avoid literal word-for-word translation or run-on sentences with
stacked modifiers. The goal is to make the translated text sounds natural.

Examples:

English

Less fluent
translation

Correction

Comment

The Chart Web Part is a

(-) R E A

When translating

14 3 =

Web Part that can be EIS: A% i B (+) & F] AR B strings that consist of
created and added to a . L HEAMWHIE : ,

.. SharePoint 4935 . relative clauses, don't
SharePoint site to s SharePoint #93}, )

: AR MM, SR | L wrinsree | simply use a comma
enable users to view A A Ri {5 FH 2 TR Bk e
<) NGNS s o o to separate the

performance and other | o or oo ae g | AIEAIRAY AR e
tvbes of information at a R & A RS Qs TR modified and the
yp g ¢ - modifier.
glance.
This document describes
a number of the new () AR REE — | (+) AR R —
features, and gives e hae, W HEE | LSEiYiEe, W HEE | Avoid word-for-word
details about scenarios | A IHIBLEDIRERT | AIERPABEAMEAHE | translation.
in which they may be BEIRE R IRH. L2 AWE SR

useful.
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3.1.10 Nouns

In Traditional Chinese, no specific considerations are given to nouns since we don't have
noun inflection and also don't distinguish singular/plural formation. We sometimes add
a suffix " at the end of nouns, or adjectives "ig£&" "—£&" before the nouns to indicate
plurality, but it's frequently omitted without affecting overall meaning and also
grammatically accepted.

3.1.11 Prepositions

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

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

Pay attention to the correct use of the preposition in translations. Based on the context,
the same preposition should be translated differently. For example, "for" is not always
[$+%F] ; "on"is not always [ ] .

Example:

Traditional

Us expression . Comment
Chinese expression

For external users, please | 4u g 1 o sppmpy = | In this case, "for” is translated into

contact your system > pve ]
.. NLUE HIERTo
administrator. [ 72 ]

3.1.12 Pronouns

In general, you don't have to translate every pronoun into Traditional Chinese. As long
as the meaning is not affected, omit the pronouns for fluent flow of the text.

Examples:

Less fluent

English ) Correction Comment
translation

Add a page to My () BB E R | (+) A ER | Omit "vour" for
Content on your My [IRAEG | L | @] B2 T quency
Site. [FRITNE] LHINE] Y
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Less fluent

English ) Correction Comment
translation

- Avoid using non-

This document describes human pronoun &. If

a number of the new () ARSCERHHA — | (+) ASCHR R | necessary, use 3t

features, and gives ek Thee, WHFE | —LeHThEe, WH | _fpor clarity,

details abouts cenarios | I EMATAEIR | FFHERE SR | sometimes you may
in which they may be CLEERESTP BLEDIRRMZES. | want to repeat the
useful. exact noun in place of

the pronoun.

3.1.13 Punctuation

In Traditional Chinese, there are two sets of conventions for localization of Software and
Documentation.

See the following tables and use the correct set of punctuations.

For Software, the convention is as follows:

Half-width Full-width

’
.
’ o

Y

? @
) <>

For Documentation, the convention is as follows:

Half-width Full-width

@)
[]
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Half-width Full-width

¥
<>

[

Detailed usage for some of these punctuations can be found in the following sections.

Comma

Traditional Chinese comma (, ) is used in both software and document localization.
Note comma is used when enumerating several items in English while pause symbol (. )
is used in Traditional Chinese.

Examples:

Traditional

. Comment
Chinese text

English text

This dialog box enables you | #a] LL{# FH 1t 3155

to add constant 7 SRR 1

i /A:)% N 7 U . .
!nput parameters, update NS %ﬁﬁ%)\ Note the pattern for this kind of
input parameters, HES /O T PN e LR
change the order of input | 2¥8HINIEFF, BAR Yo
parameters, and delete LTS NIRFRETPN

incorrect input parameters. | 2%

English commas are kept if most of the
elements in a string are not localizable.
For partial localized sentences, English

INZS L ZH 2 punctuations should be used when the
Content must be " "o " . .
; . . empty", "eltOnly", | previous term and the coming term are
of type "empty", "eltOnly", " - . . .
"textOnlv" or "mixed" textOnly" 5% unlocalized/English. Only punctuations
y ’ "mixed" . next to CHT terms/wording should the

CHT punctuations be used. In addition, in
partial localized sentences, Traditional
Chinese period (. ) should be used.
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Example:

English text Traditional Chinese text Comment
Microsoft, Windows, Windows NT, Active | Microsoft, Windows, Windows NT,
Desktop, Active Directory, ActiveX, Active Desktop, Active Directory, e e
BackOffice, DirectX, FrontPage, MS-DOS, | ActiveX, BackOffice, DirectX, e[l
MSN, Outlook, PowerPoint, Visual FrontPage, MS-DOS, MSN,
Studio, and Windows Media are either Outlook, PowerPoint, Visual Studio .co.mm:f\s as
registered trademarks or trademarks J Windows Media 1% Microsoft s In this
of Microsoft Corporation in the United Corporation 7B & (8%) FHAth[=H context.
States and/or other countries. ECIERIEY A

Colon

Use English colon (:) when translating UL Traditional Chinese colon (: ) is used
in documentation, Help and web pages.

Examples:
English text Traditional Chinese text Comment

. " Software
Invalid argument: %1 A 51 8L %1 .

localization.

To activate the product, - 5 sy Document

) HEBHE M, SHIEE NI ER: L

please follow these steps: localization.

Dashes and hyphens
Three different dash characters are used in English:
(1) 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.

(2) En dash

The en dash (—) is used as a minus sign, usually with spaces before and after.
In Traditional Chinese, keep it as same as English.
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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. In Traditional Chinese, proceed
as follows:

Examples:

English text Traditional Chinese text Comment

When the strings contain only
500-1000 500-1000 numbers, keep it as is. Mostly
seen in software localization.

Persistence performance g Depending on the context, you
' P R AR CURTT 25 & pending y

has increased by a factor of 30 f may want to use £ in place of en
2.5-30. e dash for better flow of the text.
(3) Em dash

The em dash (—) is used to emphasize an isolated element or introduce an element
that's not essential to the meaning conveyed by the sentence. In Traditional Chinese,
it should not be used as it looks the same as the Traditional Chinese character

for "one" (—). Oftentimes, there is no need for such punctuation through rephrasing.

If punctuation is needed, you may want to use (), : or en dash to emphasize the
element.

Ellipses (suspension points)
English (...) is used in both software and document localization.
Keep in mind the following when using ellipses/suspension points:

o If a Ul containing ellipses appears in a descriptive string or procedural steps, you
could omit ellipses.

Example:

English text Traditional Chinese text Comment

Click "About..." for more | MNTFFFAHE, 5% —F | "About.." is a UL When it's enclosed in
information. LSB [1, ellipses should be omitted.
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Period
Traditional Chinese period (. ) is used in both software and document localization.

Adhere to these guidelines when determining whether to include a period at the end of
a list or table entry:

e When a full sentence is followed by text enclosed in parentheses, remove
the period before the opening parenthesis.

Example:

English text Traditional Chinese text Comment

Pay attention
to the position of the
period.

Wizard mode. (Default if no K 8 (R E E HoAh 2 8Fs
other parameters are specified.) | ZVHXAH).

If your translation is longer than the English text, or if you split your translation into
several independent sentences, use common sense and insert a period if it improves
readability.

Quotation marks
Quotation marks are used when referring to Traditional Chinese.

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

English quotation marks are used when referring to Ul entries, properties, reserved
words, parameters, titles of manuals, chapters and sections, quoted passage, etc.

In Traditional Chinese, follow these rules:

e UL In US source strings, you may find software references surrounded by English
quotation marks. In Traditional Chinese, UI should be enclosed with [ ].

Example:
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English text Traditional Chinese text Comment

Brackets are used instead of quotation
marks when referring to UI terms in
software strings.

Click "About" for WFRFANE, i — T [
more information. | BiA].

o Properties, reserved words, parameters: Keep the quotation marks as English.
No need to enclosed these items with [ ]

Example:

English text Traditional Chinese text Comment

Some of these items look the same
as the localizable ones. When in
doubt, consult English Online Help
for the product.

Content must be of type | WA WAZHZ "empty”,
"empty"”, "eltOnly", "eltOnly", "textOnly" 5%
"textOnly" or "mixed". "mixed" .

« Titles of user guides, chapters and sections: Use () for books, manuals, etc.
Use <> for chapters and sections

Examples:

English text Traditional Chinese text Comment

. . i2H (Microsoft Word
... see Chapter 12 in the Microsoft for Windows #2465y 45 () for

Word for Windows User’s Guide. R books, guides...

... see "Special Characters" in chapter | ..iE2 [ HE I F <fEA T ER <> for chapters
4, "Programming Fundamentals." B> <Fppk oo > — i and sections...

+ Quoted passage, new terms and emphasis: Use [ | for these scenarios.

Example:
English text Traditional Chinese text Comment
... look on the World Wide e o Used for new terms or words that
LB R A 7 L
Web. The World Wide Bl [ =RREAE] E are capitalized to catch readers’

Ho EREMNEE..

Web is... attention.
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Parentheses
English parentheses () is used in both software and document localization.

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

3.1.14 Sentence fragments

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

English long form Traditional Chinese sentence fragment

Use the following steps. Here's how

For Traditional Chinese, sentence fragments can also be used to convey a friendly and
conversational tone, making translation short and straight to the point.

. Traditional Chinese Traditional Chinese
English source text
long form sentence fragment
Use the following steps. RT3 BX... sHA AT ...
See the diagram 1 2% T [ Il pfr s

3.1.15 Singular and plural

If a generic English word is to be kept untranslated, remove the plural "s" and capitalize
the first letter of the word.

Example:

English text Traditional Chinese text Comment

Select one or more | ... . . Note parameters, arguments that are not
. B — 2 Z il Cookie P gy .
cookies localizable should be kept as is.

3.1.16 Spacing

Spacing is an important consideration when localizing the strings into
Traditional Chinese.
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The following general rules are applied:

« Half-width space needed between Chinese characters and English letters

or numbers
Examples:
English Translated text Comment

Incorrect: FF AR ML B

\fveitr;\atf\irr?ocvi:l)?sir']t())/tp(:eal B A xsiztype Bl Space needed between Chinese

information. Correct: FHIALFE R 05 characters and English letters
BB xsiztype Eillo

March 14, 2011 201143 A 14 H Space needed between Chinese

characters and Arabic digits

o Half-width space needed between Chinese characters and half-width
punctuations: (), []

Examples:
English Translated text
If you're using a third party (non- Incorrect: 4 HI17 /1 i (AF Windows) Blj <l 5%
Windows) firewall, or a Windows Windows Bjj ‘K i 52 2 4888 i R A3, R8T
Firewall that's subject to BRE BT K, A Re R AT RENE R EAE .

dom‘ain poIicy,‘you must manuall)( Correct: Z# FI1 1 &R (AF Windows) 5 Jk i ik
configure the firewall for the caching Windows [ K 52 34858 B 405k, RIS D JEF 808
LUSEUITCE (@ WRIK P DRI SEW K, A AR e B .

Incorrect: LAY f 45 $#4% — T [RFID JEBEFEFF].

Right-click the RFID process. ‘ ‘
Correct: LAVE A #E%— T [RFID EEHFEF].

However, the above rule does not apply to:;!?

Examples:
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English Translated text Comment
Search: . n\a
Remote ADO Error: Either BOF or 12y ADO $f5x: BOF 8¢ EOF | In this case, no space

EOF is True, or the current record
has been deleted; the operation you
requested requires a current record.

& True, BeffHPRCERD
HihIR; EEE R E R ES
15 F A R 8%

before : and ; the
space after them are
kept as is.

« No space needed around Chinese full-width punctuation marks

Examples:

English

To identify yourself, please enter your
extension or full phone number
followed by pound (#).

Translated text

HEEYHCK ST, SRMmA
Iy BE A B e BE ) R A SR
BAZFHEHH T (#).

Comment

No space needed
between Chinese
characters.

The BTSLIBinterop.jar file is generated
by the JD Edwards OneWorld system
by following the instructions included
in the Installation Guide for the
adapters.

BTSLIBinterop.jar f& % /& 1415
BoEesd (d&iEm) BE 0
/~%, H JD Edwards
OneWorld R&ifT 4

No space needed
between Chinese
characters.

3.1.17 Syntax

Syntax and register differ between Traditional Chinese and English in the following ways:

Difference #1 Passive voice is used very frequently in English sentences. In Traditional
Chinese, passive voice is avoided. If the translated text contains many passive sentences,
it does not sound natural and compromises the overall readability. Rephrase the source

in the active voice.

Examples:

Less fluent

English

Correction

translation

Comment

The Chart Web Part is a
Web Part that can be
created and added to

(-) = = R
WS YE | BlR4E44:Y | Rephrase in the active voice.
B Z SharePoint

(+) FBWT DA SE
PIEE
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English

a SharePoint site to
enable users to view
performance and other

Less fluent

translation

A A R AR
- IEEE)iS
RRE S AR

Correction

SharePoint &
b, R
ARG RE S FLAR AR

Comment

types of information at | FVERNAEST—H | B EAAESH—

a glance. TR H TR
Avoid using ..., pattern.
Though constructed in the

The file is saved () FHBIRER | (+) Rsieas | active V_Oice_’ the original

automatically. 2= RS translation is vague
because the underlying
subject that performs the
"save" action is missing.

A work item, also called | T{EIEH, th#F | TLIEHEHE WA

a task, is an activity MATIE B— | T/E 2EKRG

that's assigned to EHIEIRIGIAT | AT ENEH),

and must be executed | ERUEEIEWME | HOHBHITHE

by an actor. WPITERIT, | BT

The file is saved RESEHHEE XS EDHEE

automatically. #. #.

3.1.18 Verbs

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

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

translated into Traditional Chinese with the pattern IE7E...

Examples:

English

Preferred translation

Comment

Saving text file...

(+) IEFEREAF SO TR ..

(-) AT SCTAE
...

Though # could be used, it's
less fluent and might cause
confusion in some cases.
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English Preferred translation Avoid... Comment

Completing
installation...

(+) IEFESE ... () SR ...

In English, the titles for chapters usually begin with phrases such as "Working with ..." or
"Using ..." Don't apply the pattern 1E7E... as these titles have nothing to do with
continuous operations.

Example:
English Correct translation Incorrect translation
Using Paint (+) /D EX (-) IEEEfE /N ER
Selecting and editing objects (+) BEEL K AR 1 (-) IEFEIEH A A1

4 Localization considerations

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

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

4.1 Accessibility

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

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

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

4.2 Applications, products, and features

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

Sometimes product names can be confused with general component names. For
example, "Microsoft Transaction Server," "Microsoft Message Queue" and "Microsoft
Distributed Transaction Coordinator" are product names so they should be left in
English. During localization process, you may encounter "transaction server (3 #){r
#%)," "message queue (FUEf741)," which are not specific product names but just general
component names so they should be translated. You can distinguish them whether
"Microsoft" is preceded or not, or sometimes based on the context.

Product names are also often confused with applets or built-in component names.
For example, "Microsoft Notepad (Microsoft GL 3 4%)" is not a separate product but one
of the built-in components in Windows. So it can be localized.

There are some cases where product names are translated in unavoidable circumstances.
Such examples are packages, marketing materials and press releases. In such cases,
follow the translations approved by the product teams.

Version numbers

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

US English Traditional Chinese target

Version 4.2 4.2 K

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

4.3 Trademarks

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

4.4 Geopolitical concerns

Part of the cultural adaptation of the US-product to a specific market is the resolution of
geopolitical issues. While the US-product is designed and developed with neutrality and
a global audience in mind, the localized product should respond to the particular
situation that applies within the target country/region.
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Sensitive issues or issues that might potentially be offensive to the users in the target
country/region may occur in any of the following:

e Maps

e Flags

« Country/region, city and language names

e Art and graphics

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

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

Translate "country" as "B % /#i[%" (country/region) to avoid political issues.

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

4.5 Localization rules for special URLs

o Ifthe URL is embedded in the text and the destination page is already localized,
then the translation must be consistent with that on the actual page.

o If the URL is embedded in the text and the destination page is not localized yet,
please translate the link text and add (#XX) at the end of the text so the users
know they are going to be directed to a unlocalized website.

Note: (3:3C) does not refer to the original English text. these characters must be added
as is to let the users know they are going to an English website.

o If the URL is not embedded in the text but explicitly mentioned the download
location or URL destination: the translation must be consistent with that on the
actual page if the page is already localized.

o If the URL is not embedded in the text but explicitly mentioned the download
location or URL destination: please translate the link text and add (¥ XX) at the
end of the text if the page is not localized yet, so the users know they are going
to be directed to a unlocalized website.
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Example:

Source: The Windows reference document titled "User Guide," which is available for
download at http://www.microsoft.com

Translation: Windows 275 SC: < 35 %2 45 > (9530), HAIJA http://www.microsoft.com
T,

o If the URL leads to an article that is machine-translated: instead of using the machine
translate title, please translate the link text on your own and add (#3235&1:€) at the end of
the text, so the users know they are going to be directed to a machine-translated page.

4.6 Reference materials without translations

During translation, you might come across some reference book titles in the appendix,
here are some guidelines for you to follow.

Localization rules for special reference materials
e For books that are not translated into Chinese, please keep the title in English.

Source: This article contains comments, corrections, and information in "Introducing
Software Localization in Microsoft".

Translation: 7£ "Introducing Software Localization in Microsoft" —&fh, X E& &18F
HIEERE. IEIEFNEF,

o For chapters and sections that are not translated in the book, please keep them
in English.

Source: For information, view the "Industry Today" in "Introducing Software
Localization in Microsoft".

Translation: INFEFEME A, FE1ER "Introducing Software Localization in Microsoft”
F18) "Industry Today" — &7,

o If a passage is excerpted from a book that is not translated, please keep the
original text and add your own translation in parentheses.

Source: Terminology management is the key to the success of the project. We need to
start to collect the terminologies as early as possible in order to keep the

content consistent.

Translation: Terminology management is the key to the success of the project. We need
to start to collect the terminologies as early as possible in order to keep the content

consistent. GAIEEREEEERNINER, MV ERRRARKETRHEZATERE—E)
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4.7 Software considerations

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

47.1 Error messages

Here is an example:

Save As >
WWdacument
! That name won't work, Use a name that doesn't include characters like
ST e
Ok

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

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

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 Traditional
Chinese version. Use one standard translation as in the examples below:

English term Correct Traditional Chinese translation

Press F1 to get Help
If you want Help press F1 % F1 B3 56 Z 5
To get Help press F1

Not enough memory

Insufficient memory ALIEHEA 2

There is not enough memory
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Save changes to %17

Do you want to save changes to %17

R EAHAFE %1 P sEsE?

Traditional Chinese style in error messages

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

Standard phrases in error messages

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

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

Examples:

English

Translation

Example

Comment

Source: Can't delete the

memory

There is not enough
memory available

Target: GClEAEA 2, %
HATILIBEZE.

Can't ... i .
q V.. file. n/a

Could not ... Target: M HE MR 2.
Failed to Source: Failed to delete the

o k. | fie Recommended
Failure of ... Target: MM 2. .
Can't find ...
Could not find . ‘ jource: Unable to locate
s . HAH ata source. n/a

nable to find... Target: H /R EI KR 4G
Unable to locate ...
Not enough memory

. Source: There is not .

Insufficient memory enough memory available | If another phrase is
There is not enough | =g sz | to perform the operation. | attached to this type of

strings, use " &2
+Verb"
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English Translation Example Comment

Source: Internet access is If the subject Isa
... 1s not available not available. person, then this might

‘ ‘ TIEAEA... ‘ be fly:4E, K FAR or
.. Is unavailable Target: ML | e depending on

o

the context.

Source: You might want to

You might want to... R use the latest version. ‘
HRRE... . Avoid AT R ARE .
You may want to.... Target: 55 &8 FH 50
JAS o

Error messages containing placeholders

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

Examples:

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

Examples of error messages containing placeholders:

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

In Traditional Chinese, note that:
1. "Measure word", such as £, ¥, A&, {i#, is needed if the placeholder means
<number>.

Example:

Translation

Add appropriate measure words according to

%d users are online. | %d {iff & 1E43 L, the nouns
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2. No space is needed if the placeholder is to be replaced with a localized string.

Example:

Translation

[Wizard] will be replaced with a localized
name. Therefore, there is no need to keep
a space between %5 and [Wizard)].

Click the Finish button | #%— T \[]5&H\\]]
to exit the [Wizard]. F4 5 A& R [Wizard] »

47.2 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 Traditional Chinese key name
Alt Alt
Backspace IR A% S
Break Break
Caps Lock Caps Lock
Ctrl Control
Delete Delete
Down Arrow ff) T g4
End End
Enter Enter
Esc Esc
Home Home
Insert Insert
Left Arrow I e
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English key name

Traditional Chinese key name

Num Lock Num Lock
Page Down Page Down
Page Up Page Up
Pause Pause
Right Arrow IF) 45 3
Scroll Lock Scroll Lock
Shift Shift
Spacebar A% S

Tab Tab

Up Arrow I I g
Windows key Windows #

print screen

PRTSC SYSRQ

menu key

Thae#R

4.7.3 Keyboard shortcuts

Sometimes, there are underlined or highlighted letters in menu options, commands

or dialog boxes. These letters refer to keyboard shortcuts, which help the user to

perform tasks more quickly.

@ Shipping Tool = || [=] |-E."i

%ﬂew qlﬂ Cancel ::‘t:-Ithinns

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

Usage: is it
allowed?

"Slim characters," such as I |, t, r, f can

Always convert the lowercase letter
to the uppercase one.

Example:

be used as keyboard shortcuts yes ‘
Source: Exit
Target: 45 . (&T)
Always convert the lowercase letter

. to the uppercase one.

Characters with downstrokes, such as g,

j, ¥, p and q can be used as keyboard yes Example:

shortcuts Source: Replay
Target: % (&P)

Extended characters can be used as

n/a n/a

keyboard shortcuts

An additional letter, appearing between

brackets after item name, can be used yes n/a

as a keyboard shortcut

A number, appearing between brackets

after item name, can be used as a yes n/a

keyboard shortcut

A punctuation sign, appearing between

brackets after item name, can be used yes n/a

as a keyboard shortcut

Duplicate keyboard shortcuts are

allowed when no other character no n/a

is available

No keyboard shortcut is assigned when

no more characters are available (minor | n/a n/a

options only)

Content writers usually just refer to “keyboard shortcuts” in content for a general
audience. In localization, however, we distinguish the following terms:
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A subtype of keyboard shortcut. A letter or number that the user types to
access UI controls that have text labels. Access keys are assigned to top-level
controls so that the user can use the keyboard to move through the Ul
quickly.

Example: F in Alt+F

Example in UI localization: H&ome

| Untitled - Notepad — [m| X
File Edit Format View Help
New Ctrl+M
access key Open... Ctrl+0
Save Ctrl+S
Save fis...
Page Setup...
Print... Ctrl+P
Exit

In keyboard shortcuts, most access keys are used with the Alt key.

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

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

Example: In Ul localization Home™H

key tip ; 3 Document? - Word
Design Layout References Mailings
G P S M

= S = - [ptiE Sl e =l
B - Segoe Ul 12 A A Aa 4 = - =+

Paste - 2 v S - EE=E= =,

= ~ Format Painter A Xk A~ A - - = |
Clipboard F} Font 7} Paragraph

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

shortcut key 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.
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For Traditional Chinese, the convention of translating strings with keyboard shortcuts is

"translated text(&Uppercase letter)"

No space is needed between the translated text and ()

Examples:
Source Correct example Incorrect example
Exit %5 R (KE) &5 A(E)
Print B EN(&D) FIED (&)
Replay HHR(&P) HHE (&P)
Capture object 1 TR — (&) FER M 1(&)
MIME MIME(&M) MIME

However, there are some other scenarios to be noticed:

1. If a string is followed by "!I" or "?", put the keyboard shortcut behind them.

Examples:

Start!

Correct example

BHRN&S)

Incorrect example

B 4G (&S)!

Stop?

% 1:2(&S)

f#1E@&S)?

2.If a string is followed by ™", ">

or "..", put the keyboard shortcut before them.

Examples:
Source Correct example Incorrect example
Search: = (&S): 14 3:(&S)
Next > T (&X)> T—3>(&X)
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Source Correct example Incorrect example

About... [3H 172 (&B)... B2 (&B)

3. If a full sentence ends with a period, put the keyboard shortcut after the period.

But if a sentence is long, it's also acceptable to delete the period and add the keyboard
shortcut directly.

For example, BA]F. (&W) or R F(&W)

4. On rare occasions, a source string could only consist of numbers, a single letter or
a punctuation mark. In this case, keep it as is.

Examples:
Source Correct example Incorrect example
A 1 1&1)
100% 100% 100% (&1)
800 x 600 800 x 600 800 x 600 (&8)
S S S(&S)
. . (&)

474 Arrow keys

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

4.7.5 Numeric keypad

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

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

accessible on the screen.

Standard shortcut keys

US command

US English

shortcut key

Traditional
Chinese command

Traditional Chinese
shortcut key

General Windows shortcut keys

Help window F1 At R F1
Context-sensitive Help Shift+F1 A% RIERr R A Shift+F1
Display pop-up menu Shift+F10 BN REA T RE Shift+F10
Cancel Esc B Esc
Activate\Deactivate F10 R /TR sk | F10
menu bar mode
i P — P R
SvY|tch to thg next ATl DI 2 T — 1 3= 2 AR ATl
primary application =
Display next window Alt+Esc REUR T — (R & Alt+Esc
Dlspla?y pop-up menu for Alt+Spacebar | BURRZHLE IREADIREE | Alt+ 2S5 52
the window
Display pop-up menu for NE NIRRT A=)
. : . Alt+- e Alt+-
the active child window He
Display property sheet s ‘
) Alt+Enter BUNHANEIEK B IR | Alt+Enter
for current selection
. L S
CI.ose active application | . o, Eﬁﬁﬁ@ﬁﬁ Hh i A A5 e
window £
Switch to next window Alt+F6 DI JEah i [ 2 e | Alt+F6
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US command

US English

Traditional
Chinese command

Traditional Chinese

within (modeless-
compliant) application

shortcut key

FE NI — (A5 B

shortcut key

Capture active window
image to the Clipboard

Alt+Prnt Scrn

SRS P A B AR S
BBYALGE

Alt+Prnt Scrn

Capture desktop image

to the Clipboard Prnt Scrn W ST SRR R BY B | Prnt Scrn
tAac;ckebs:rStart A 7 Ctrl+Esc HEL [BAR] #dl Ctrl+Esc
3:;%'2&”“ child Ctrl+F6 BR T — (AT Ctrl+F6
E;Sanay next tabbed Ctrl+Tab BUR T —ARGIEE & | Ctrl+Tab
ook veneer | cutsshiteresc | il IR cutashifesese
File menu
File New Ctrl+N R > BB R Ctrl+N
File Open Ctrl+0 % > BHRUCERE Ctrl+O
File Close Ctrl+F4 R > B R Ctrl+F4
File Save Ctrl+S R > AR Ctrl+S
File Save as F12 R > FAFHE F12
File Print Preview Ctrl+F2 > FEE Y| E Ctrl+F2
File Print Ctrl+P %R > 5 Ctrl+P
File Exit Alt+F4 fE > &R Alt+F4
Edit menu
Edit Undo Ctrl+Z “mitE > 18R Ctrl+Z

Microsoft Chinese (Traditional) Style Guide

Page 49 of 53




US command

US English

Traditional
Chinese command

Traditional Chinese

shortcut key

shortcut key

Edit Repeat Ctrl+Y Al > HAE Ctrl+Y
Edit Cut Ctrl+X AfE > BTT Ctrl+X
Edit Copy Ctrl+C Al > 1E R Ctrl+C
Edit Paste Ctrl+V A > Bh b Ctrl+V
Edit Delete Ctrl+Backspace | 4 > filkx Ctrl+iE ¥ 5
Edit Select All Ctrl+A A > ik Ctrl+A
Edit Find Ctrl+F A > Tk Ctrl+F
Edit Replace Ctrl+H A > U Ctrl+H
Edit Go To Ctrl+B A > 2 Ctrl+G
Help menu
Help F1 A W F1
Font format
Italic Ctrl+I R Ctrl+I
Bold Ctrl+G FH#S Ctrl+B
3:3::'|ii::d\wo rd Ctrl+U JEC AR Ctrl+U
Large caps Ctrl+Shift+A KB LF Ctrl+Shift+A
Small caps Ctrl+Shift+K IR B ST Ctrl+Shift+K
Paragraph format
Centered Ctrl+E B Ctrl+E
Left aligned Ctrl+L EYE Ctrl+L
Right aligned Ctrl+R ELVEE y i Ctrl+R
Justified Ctrl+) GV ak i) Ctrl+J

Microsoft Chinese (Traditional) Style Guide

Page 50 of 53




4.7.7 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 Traditional Chinese has an established pronunciation for a
common term (such as "server"), use the local pronunciation.

Example Phonetics Comment

SecurlD | [si'kjusr ai di:] | #EPESC Secure ID

NET [dot net] .reads as dot

Product names are always pronounced the way they are

Skype [skaip] pronounced in the source language

Acronyms and abbreviations

If acronyms are pronounced like real words, read them as common English words
(For example, RADIUS should be pronounced as [ red1as]). Be careful only to use
approved acronyms and abbreviations of terms. Don't use abbreviated forms

of fictitious names that appear elsewhere in the documentation in their full form.
Other abbreviations which can't be read like real words, they should be pronounced
letter by letter (For example: HTML should be pronounced as H,T,M,L).

URLS
"http://" should be omitted; the rest of the URL should be read entirely.
"www" should be pronounced as "triple w" or "w,w,w."

The "dot" can be pronounced the Traditional Chinese way "#f."

Narrator should confirm with PM whether or not URL should be read and how to read.

Example Phonetics Comment
http://www.microsoft.com/tw | ww,w & Microsoft & com #14% tw y%jcnﬂ%ﬁé;%*ﬁ‘ *
AR
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Punctuation marks
Most punctuation marks are naturally implied by the sound of voice, for example, ? ! :;,

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

Special characters

« Pronounce special characters such as /\ ™ < > + - using the Traditional Chinese
approved translations.
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The information contained in this document represents the current view of Microsoft Corporation on the issues
discussed as of the date of publication. Because Microsoft must respond to changing market conditions, it should
not be interpreted to be a commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of
any information presented after the date of publication.

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

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

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

© 2016 Microsoft Corporation. All rights reserved.

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

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

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