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1 welcome

B Microsoft

® 0 Microsoft
‘ Localization
—

Style Guide

Japanese

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

1.1 Reference material

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

Normative references

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



k3% 6 A28 B ABSTRE 2 S M9 REBEOREE.
BBiM61 7 A 1B ABASRE 15 NRRRABEL
R 22 F 11 B30 8B ABAETRE 2 B TEREFR]
A48 F£ 6 A 18 H RAERE 2 85 IEVRAZDTITA]
[ LWEERSEN\VFTus] (Z4%)

TAFHE FiRicis] (BE—ER)

ok wnN =

Informative references
These sources may provide supplementary and background information.

1. "v498Y 7 FOEERYOERIZDOLNT” (Use of
Microsoft Copyrighted Content) available at https://www.microsoft.com/ja-
jp/mscorp/legal/intellectualproperty-permissions.aspx.

2. "4 0Y 7 FOBEIEIZ DT (Microsoft Trademarks) available at
https://www.microsoft.com/ja-jp/mscorp/legal/trademarks-default.aspx.

3. Microsoft Corporation. Microsoft Manual of Style for Technical Publications. Fourth
Edition. Microsoft Press, 2012.

1.2 Recommended reference material

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

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.

TR 3% 6 A28 HABETRE 25 M RKEBORE
Bi61F7A1BRNEETRE 1S BEREAEL]
Frk22 £ 11 B30 H NEERE2 B TEREFTR]
Bi48 5 6 A 18 B NEETRE2E IEYRBDHFITA]
[ LWEEZERTN\VFTysy] (Z4%)

TAFAE HRILFHR] (B—%H)

ok wn =

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


https://www.microsoft.com/ja-jp/mscorp/legal/intellectualproperty-permissions.aspx
https://www.microsoft.com/ja-jp/mscorp/legal/intellectualproperty-permissions.aspx
https://www.microsoft.com/ja-jp/mscorp/legal/trademarks-default.aspx

1. "*478Y7 FOEEYOFERIZ DT (Use of
Microsoft Copyrighted Content) available at https://www.microsoft.com/ja-
jp/mscorp/legal/intellectualproperty-permissions.aspx.

2. "4 08Y 7 FOBEEIZDULNT” (Microsoft Trademarks) available at
https://www.microsoft.com/ja-jp/mscorp/legal/trademarks-default.aspx.

3. Microsoft Corporation. Microsoft Manual of Style for Technical Publications. Fourth
Edition. Microsoft Press, 2012.

2 Microsoft voice

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

Three principles form the foundation of our voice:

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

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

2.1 Choices that reflect Microsoft voice

Translating Japanese 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.


https://www.microsoft.com/ja-jp/mscorp/legal/intellectualproperty-permissions.aspx
https://www.microsoft.com/ja-jp/mscorp/legal/intellectualproperty-permissions.aspx
https://www.microsoft.com/ja-jp/mscorp/legal/trademarks-default.aspx

The general style should be clear, friendly and concise. Use language that resembles
conversation observed in everyday settings as opposed to the formal, technical
language that is often used for technical and commercial content.

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

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

2.1.1 Flexibility

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

2.1.2 Words and phrases to avoid

Microsoft voice avoids an unnecessarily formal tone. Similarly, Japanese Microsoft voice
should also avoid written words/very formal tone. Instead, switch to equivalent words
appropriate for the context. (HAFED & H . LFORERT EEN . FHEFEP T #
—NAGETHED FEEET . TRCHET 2RI Fo LEY 4 FHECE SR &
T )

Japanese word to

en-US source .
avoid

Japanese word/phrase

XXX, yyy, and zzz XXX YYYs BEW 222 XXX, YYY. ZZZ XXX, YyYy. zzz R E

can, can be, be
able to, be xxx MBIRET T xxx CEFET
possible

recommend HRELET BEOHLET




I, EALTLAL

old b ORI & > TBERA 3)
invalid BIHTY FERATEEEA
BEX%
: TRy A (% TRIBRIEENBEICE D] B E, RIS
st severe - A Ehe THEESRANBEICLIBELH
YFEI)
by ~ing i xxxx 35 &L xxx L

Y. xxxx IT& 2T

2.1.3 Word choice
Terminology

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

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.

In Japanese, the following method can abbreviate words or change everyday words:

o replacing a verb with a particle
e using Katakana form

Also, translated strings using Hiragana/Katakana/Kanji characters should be kept as
short as possible to avoid clipping will happens per word on the display.

(HAFEOGE. UNCRT & DR WFEICES M 6. A X AFHeloInE L
T, BERemmsL ez SO HEMCMNT 6 5ECRI2LEAI VT2 enTE4L


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

T. 8. LTOHFEIHS ETHTHY. CHLLDHEFEL2H —NCERAT2OTE %
CTIREIEL THOUBTTLES O, F/, VoRL. ARXAF. WTFE. HED7
W7 7Ry NED SRR 2MERND 0 F4. HERN LK %5 ﬁ?ét”f&<u
MEDXFUINEZHCI2DIC L BRE 22X TEED B EHICLET.)

en-US
source
term

App

Japanese
word

77

Japanese word usage

More likely to be an everyday word than "7 7y & — 3 2"
"TTV DEINTI)r—2a3 " KYLEEMTAHADATIL
BRBEICEDERIZHY FT,

Pick,
choose,
select

In longer sentences, ";&.5" sounds more natural and suitable as
Microsoft voice than ";#Z{R 93 %." On the other hand, there are
many cases where "ZER" is more appropriate such as
button/menu names already widely used with the fixed terms, or
messaging sentences for developers.

XERTIK, ~ZB8RL. | £T5&YE T~ZBY, | &F
BEINEBERETHESISEICELS. EFELVLRETYT, —A.
REVBRPAZ1—BEET, ENGHAMIZEDATINSE
BEPERMNAGRBICLEZVMESE, RAIE LTRERD <EE> 5
' e VET, B ri%?RJ RE V) E-, AEEEITO
AVvE—VHEEBEOXELEL, "<EE> 75" BADIT S HEY
TY,

continue

s

Same as above

mail

*—JL

More likely to be an everyday word than "&F X —/JL."
A= DIEFEINBFA I LYIAEMTHD 2 7ILERE
LB ERIZHY ET,

again, re-

More likely to be an everyday word than "B E."
"LO—E DESNBE LYL, AERETHESEEICELLR
HERICHY FT,

detailed,
in detail,

#FLW

More likely to be an everyday word than "FE#A7%:."
"LV OESHS FHHLG KV, BERETHESEEICE
HIERIZHY T,

n/a

X X&NT
WEHA

More likely to be an everyday word than "k x x " form.
XX ENTVEBA" DIESHRxx" &UH, BERFETHESD
RISES G HERIZHY FT,

1]||||




More likely to be an everyday word than "RI£i 9 %."

sync RHICRD | "BREFCRD" DESH AT E &V, TUVZHILGRREH
¥, BEMNGRBICEDAERICHY T,
Note that “You” and “I” are not needed in many cases in Japanese
Ve to form a sentence and the overuse of these pronouns will lead to

unnatural text, or in case of “You" the sentence may sound
impolite. Try to omit these words unless it is absolutely necessary.

2.1.4 Word-to-word translation

To be more fluent translation, word-to-word translation should be avoided. If they are
translated directly without overall understanding of the paragraph or the page, the
contents will not be natural and even ridiculous. And our customers will not come again.
Strict word-to-word translation would make the tone stiff and unnatural. The text may
be split into different sentences, if necessary, simplified. You can omit descriptors to
make the text snappier. If you need to cut a redundancy, it is fine to paraphrase the

sentences:

English text

Incorrect Japanese translation

Correct Japanese translation

...are scheduled to
run during...

LATETEND L SITRT D a—
IWENET ..

AATRITENFET L

...is configured to
run...

ATRITENDEIICERESNE
..

AATRITENFET L

For surfing the web
with lightning speed,
try out One Box in
ATAGA 9. 1t's one
streamlined place for
navigating

to websites and
starting searches.

Web H—J 4 VEEETITS 1=
HIZ, A"TAGAID T Ryo R
ZRLTHTLESL, 1T
Web 4 bADT H & RIEMED
BRRBEENTETH DD, F
EIZEMTT,

Web R—CRHEZHETITIIC
(T, ATAGAID TV Ry IR
ZEHLTHTLESL, 10
Mo Web ¥4 kADT IR
PIRENTEDHNDT, ETHE
MTY,




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

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

Japanese target

NRAT—FARELLH
UEHA, B3I—EA
ALTLEZEL, /AR
— FTIEXRXF LN
XFLARFNENET,

Explanation

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

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

oSy b F—HEL
{HYFERBA, HERL
Thob>—EAAL
TS,

The user has entered incorrect
product key. The message casually
and politely asks the user to check it
and try again.

All ready to go

IRTERTEELS:

Casual and short message to
inform user that setup has
completed, ready to start using the
system.

Would you like to
continue?

COFFERIFETH?

Use of the second person pronoun
"you" to politely ask the user if they
would like to continue. See
Pronouns for details about
translation of the second person
pronoun in Japanese.

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

PC [CWF =L AR ZEF(TF
FL&S, BERODEZE
EZBHICIE. PCEET
N AV SR MRE
#rJICLTLEE
LY

Address the user directly using
second person pronoun to take the
necessary action. See Pronouns for
details about translation of the
second person pronoun in
Japanese.




2.2.2 Explanatory text and providing 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.

Japanese target

BH IO S LIFA R
F—ILENTULETA,
ERICFAT HIZF
Windows 10 £y 7 v
T+BESTIVLELD
YFES, BREFHLIE
T. HLI-EC AL
BRELEY,

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.
See Pronouns for details about
translation of "we" in Japanese.

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

COFEFEHEBITSH L.
COPCZEE-TLNDD
—HF—DORREEFEDHEERA
BHKRONDETREMEN B
YET,

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.

FRTELLD. FEL
TWA70O/8F 1 ZEE
THE CORFa LAY
MEZBEEMICIELWNS A
T3 ETHLE—IZH
BashEzd,

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.

WMWEBERI7AINETDY
A—RKLELEARDOH
SHLN=6, EREIF
USBZ75wvia K34
ThERRTEEE A,

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

2.2.3 Promoting a feature

US English

Picture password is a new way

to help you protect your

touchscreen PC. You choose the
picture—and the gestures you

‘ Japanese target

E9F v IRAT—FKIl&, 2v
FRY)—2 PC1RET S
HLWAETY, EEZRE

U, FOEBOLETS I RF
YEANTBHET, BHFE

Explanation

Promoting a specific
feature with the use of
em-dash to emphasis
the specific
requirements to enable




that's uniquely yours.

use with it—to create a password

TEFEY,

(FONRT—FZEHIEN

the feature which in this
case is picture
password.

Let apps give you

your PC's location, name,
account picture, and other
domain info.

personalized content based on

Do

PC DILEIEIR. &HEI. 7HY
Y rDEER, ZTOMD KAA
VIERICEDOWLWTERBOD Y
TUVETT)HBHZITE

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.

2.2.4  Providing how-to guidelines

US English

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

Japanese target

ROTHEEXZRET S
[ZIE, [FrotIL] &
1)y LT, BER
BEETVLET,

Explanation

Short and clear action using
second person pronoun. See
Pronouns for details about
translation of the second person
pronoun in Japanese.

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

BEDEY F¥ /AR
— RZzH#EIDBIZIX.
BESh-tDER
T. EfRIZR TSNt
YOI RAFr%E
BEI>TLIEEL,

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.

ZoT7ass b~ x—
EANDLFET, 14
—3 v MZERELTL
55E(%. Windows @
54 RBEEMNT
nEd,

Speak to the user directly

and naturally using second person
pronoun "you" on clear actions to
enter the product key. See
Pronouns for details about
translation of the second person
pronoun in Japanese.

3 Bias-free communication

Microsoft technology reaches every part of the globe, so it's critical that all our
communications are inclusive and diverse.




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 byregion, culture, 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.

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.

Comply with local language laws.

3.1 General guidelines

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 byregion, culture, 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.

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.

Comply with local language laws.



3.2 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid compound words
containing man ormen, or similar constructions in your language.

Use this Not this Use this Not this
English examples Japanese examples
chair, moderator chairman EERD FEw
flight attendant stewardess/steward ff%f% :,FS’AE ~ ;:P 2T=7
operates, staffs waiter/waitress *REL RE
sales representative | salesman B EEEM B E bR
police officer policeman THERE g%’ mAE

Don't usegendered pronouns (she, her, he, him, etc.) in generic references. Instead:

Rewrite to use the second or third person (you or one).

Rewrite the sentence to have a plural noun and pronoun.
Use articles instead of a pronoun (for example, the document instead of his document).

Refer to a person's role (reader, employee, customer, or client, for example).
e Usepersonorindividual

If you can't write around the problem, it's OK to use a plural pronoun (they,
their, orthem) in generic references to a single person. Don't use constructions

like he/she and s/he.



3.3 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 stricken with or suffering from. Don't mention a disability unless it's relevant.

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 example Japanese example
Select Click BT B 209995

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

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

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

Conventions

e Atriangle (A) in an example means a half-width space. This symbol is used only when
explaining the spacing rule.



e A plus sign (+) before a translation example means that this is the recommended correct

translation. A minus sign (-) is used for incorrect translation examples.

4.1 Grammar, syntax and orthographic standards

This section includes information on how to apply the general language and syntax rules

to Microsoft products, online content, and documentation.
4.1.1 Abbreviations
Common abbreviations

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

e Key names

References to key names, usually followed by "*—"or "+ v b F—"
(Example: Shift ¥ —, 54K v ;b F—) , can be abbreviated omitting the
word "F —"or "/ v b F—" (Example: Shift, 7§ ).

e Spaces

A space between characters can be omitted. In this case, make sure that the
characters are clearly displayed and the style is consistent on the screen.

e Menu

References to menu on Ul, usually followed by " # = = —" (Example: [7~] X
= 2 —) , can be abbreviated omitting the word " ¥ = = —" (Example: [FX7R]).

List of common abbreviations:

Expression Acceptable abbreviation

Enter &— Enter

A—YH—ALE—TzARX | 2A—HF—A2E3—T 4R

IDAZ RN ID &3~

(P74 AZ=a— [F74I]




Abbreviations in documents
When localizing documents, following items should be abbreviated.
e Access keys/Shortcut keys
Do not put access keys/shortcut keys even if the corresponding Ul has them.
Example:
+ HHER 22V v 2 L &9
- CEBUERN] 220 v 2L &9
e Symbols
Do not put symbols (such as ;, ..., >, <) even if the corresponding Ul has them.
Example:
+[XEl#7) vy 2L &7,
-[REL Ry 2L ET
Note: Don't abbreviate product names and trademarks.
4.1.2 Acronyms

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

In Japanese, the acronyms should not be localized in general.

4.1.3 Characters
Hiragana

o Primary reference for Hiragana usage: B8¥161 £ 7 B 1 B AEERE 1 & TR REE
(AY

e "B"and"D" are acceptable only when originated from Japanese 2-words compound
words. Example: (X7 %5 (&M0), #AMDE (ZBA)



Katakana

e Full-width characters should be used unless it is necessary to use half-width characters..
e For details about katakana prolonged sound mark ("—"), see Symbols & spaces section.
o Characters pronounced as “ka” or "ko” should be written in Hiragana or Kaniji.

3R |34A.37A,347A,341AR

51& 54,53

Kanji

o Primary reference for Kanji usage: 5% 22 £ 11 A 30 B RS RE 2 5 TEREFR
1 BB 48 F6 A 18 B NEAETE 25 NEYRADMITAI

e Primary reference for usage guidelines for Kana and Kanji with the same Japanese
reading (B2 & EFDELVS 1), homonym (FIE £2#3E8), declensional kana ending (3%
YAR): TRFRAE FRCHRE] E—%FH)

English letters
e Half-width characters should be used unless it is necessary to use full-width characters.
e If necessary, words can be hyphenated at the end of a line. Make sure to check dictionary

for syllables. Do not hyphenate trademarks and names of product, company, file and
path.

4.1.4 Compounds

Generally, compounds should be understandable and clear to the user. Overly long
or complex compounds should be avoided. Keep in mind that unintuitive compounds
are ultimately an intelligibility and usability issue.

In Japanese, when using Katakana words to represent English compounds, use following
spacing rules.

e  When there is a space between English words, insert a half-width space accordingly.

Example:



en-US source Japanese target

dialog box BA4T7ATARY IR

menu command | * =Z=a1—Aa<T 2K

e When there is a hyphen between English words, do not insert a space or other symbols.

Example:

en-US source Japanese target

multi-byte TILFINA b

double-click | #7ILo U vy

e When English term is ***bar, insert a space preceding "/3—" even if the English term is
not a compound.

Example:

en-US source Japanese target

menu bar A= a—AN—

taskbar BRY AIN—

e When English term include an adverb such as "in" and "on," do not insert a space or
other symbols.

Example:

en-US source Japanese target

log on =R i

check in FvoaAY




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 Japanese 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 Modifiers

In localized Japanese text you often need to handle modifiers in the following manner:

e C(Clear and precise in meaning

Example:
en-US source Japanese target + Japanese target - Note
Avoid using words that may
Select an P P I cause misunderstanding. This
appropriate WA 723> WALAToavE example can be
PP FRRLET, BRLETS, ! .
option. misinterpreted as "Select any
option."
Avoid using words that means
"perfect,” "superlative,"
This is the ICz’nli EBEJJU)G) Vi CHIEEER Y o "perm‘anent" or "SUPerio.r" ‘in
perfect )a1—23 2T —savTd assertive manner unless it is
solution. ER ° based on fact. Other examples
include: 2, &&, KA, HR
—, No. 1, 281, etc.




These controls | Chvio®a > kA homay ko—

are very useful | —JLIXFa>T Y WIEa 2T Y% | Avoid subjective or emotional
whenyou edit | ZHRETHEEIC | £ 5HEEFITIEHEIT | statement.
the content. EFTY, EFTY,
%7 74 VO GH
Rename each EREL 2T, BIFANZEIZA

. o Avoid redundant expression.
file. S ATk MEZEBELET,

e RHEL &9,

e Appropriate in style

Example:

en-US source  Japanese target + Japanese target -

Thevaluecan |{EIFZEETEZFEY | fEIFEEL THAX | Avoid using spoken

be modified. 5 xTY, language.

When you are

IS Il ~ DRREZADHT = OHRED KBS Avoid using impolite style
with this GRT B | LMBEIE. g1mp yle.
feature, ...

Youcanupdate | ooy \Scim | R BET

the setting at | or ot oy LEHTEET,

any time.

Avoid using literary style.

4 ey i e . ‘ Avoid using discriminatory
for beginners AMHOTOFLEE | ¥DETHBHEIZFE | description in terms of
25 well IZERATEEY, BATEFET, occupation, gender, class,

’ ethnicity, expertise and so on.

4.1.7 Numbers

This topic includes guidelines when to use numerals (symbol that represents a number.
e.g. 1, 2, 3, 234, etc.) and when to spell out numbers (one, two, three, two hundred and
thirty-four) and other aspects for the particular language.



e Numerals are written with Arabic and Chinese numerals.
e Arabic numerals should be half-width unless it is necessary to use full-width numerals.
e Use Arabic numerals when the numeral can be replaced by other numerals.

1D WED

1A —A

GEEZ) 188 | — 8D

e Use Chinese numerals when the numeral cannot be replaced by other numerals, or when
they are conventionally used.

— BRI (B:1:0]

PO HE A 435 A

4.1.8 Pronouns

For Japanese, firstly consider the omission of subject because it is often unnatural to
express it explicitly. First person plural pronoun (we, our) should be omitted in most
cases. When it is necessary to translate them for clarity, it can be translated as "fA7z 5"
or "Microsoft." The use of "##t" needs to be restricted to only when it is necessary to
be very polite or official. Second person pronoun (you, your) needs to be handled
carefully as well. In many cases it can be omitted. When it is necessary to translate "you"
for clarity, translate it to an appropriate word representing the target customer. For
example, we may translate it to "2 —# —" or " ##" when we need to clarify the
roles, "8 % %" or "2 H4>" in customer-sensitive context. The word "® 7% 72" may be
acceptable for some cases depending on the context, but consider if it is really
necessary and make sure not to sound impolite. (HAFED A& FrE2 iR L H T EAH
ReRBC LB N0, ERVERTE 202 9L T{LIL., —A
PRAEEA A (wes oun) id. B EAEDGEARIBTE LY. EhzRT 2 0END 2
Bk "Bl b & 7214 "Microsoft” 2 L & 9. "BEak" OfFAE . KR T8 4 R



o ERaRAPDELGHCRsN £ 3. ZAHRMRHLH (you. your) . [FIEOD
BN DET Y. Tk %ED%/Ta“%JA%/Js@%bﬁ/\i Z ORLZFHRRL T BRFIC 3T
LY aiiBsHL 4. 22, KEHEsRTHE5E :L—‘ﬁ“—‘\ B &
ExMHAL. BEEANDOMUY T 2 E#HL L XIRTE "BRE S "THY 2L £
To bk AR THHATE &34, TOUBERD 2HhE I nE & SHE
Ly RILARBC A2V E D CHEENUBETT, )

Example:

en-US source ‘ Japanese target Note

%LwﬁﬁfnﬁiA%4/

You can change when new A b= TBRA VY HDS

updates get installed. 2 BN ET.
REE 1 DEXp, HAT
Choose one of these ED &9,
schemes or make your own. | &% LA T4 585, B
THED £,
Remember my password NAT7—REGLIESE 3

Tell me when a new
Bluetooth device tries to
connect to my PC

¥ L o Bluetooth 7 /3 A 2 A
Womofesflst?

We recommend that you S A O EW Ny b T

back up your files on a T EBEIDL 7.
regular schedule.

We strongly discourageyou | Chs6Da—7 v 7 /Ny 70D
from installing these codec YA M—VIEBEIOL £+
packs. Ao

We can't find a printer. Do TV R=NEO0 E ¥
you want to add one? Ao IBINL & 3007

The information we collect Sl f 58S . EAN %R
won't be used to personally | €3 2 HWTHIN 22 &
identify you. Ed EEA.




There are no pictures

of %1!s!, or they've chosen
not to share pictures with
your phone.

%USIDEHEIEH Y £ Ao
Flld. DL -OEFECER
rReoNZVEIICHRESH
TWE 7,

Usage of "® %% 72" is
acceptable
depending on the
context.

Wait and we'll let you know
when this is done.

KT EBHsET2ET. L
e BB,

When the phone
speaks to the user

4.1.9 Punctuation

In general, use ideographic full stop (. ) and ideographic comma (. ) in Japanese
sentences. Other punctuation should be used as follows.

Note: In software, some punctuation may not be allowed due to programming

restriction.

Comma

In Japanese, use half-width commas as:

e Thousand separators

e Replacement of ideographic comma (. ) separating list items, due to lack of space
e A part of English quotation, trademark, company name, etc., as used in the source text

Example:

US English  Japanese target

2,000 pages | 2,000 R—

Colon

In Japanese, use half-width colons as:

e Time separators

e A part of English quotation, trademark, company name, etc., as used in the source text
e Punctuation as used at the end of a source text when the text is a heading or an item
e Punctuation as used at the end of a source text when the text includes an access key




Example:

US English Japanese target ‘

= 12:27

Media Type: | * T« 7 Di&%E:

Address: 7 ELX(R):

Dashes and hyphens
Three different dash characters are used in English:
Hyphen

The hyphen is used to divide words between syllables, to link parts of a compound
word, and to connect the parts of an inverted or imperative verb form.

In Japanese, use half-width hyphen as:
e Date/Phone number separators
e A part of English quotation, trademark, company name, etc., as used in the source text

o Dividing English words between syllables

Example:

US English Japanese target

= (0120) 123-4567

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

The en dash is also used in number ranges, such as those specifying page numbers. No
spaces are used around the en dash in this case.



In Japanese, do not use it unless necessary.
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.

In Japanese, do not use it unless necessary.
Wave dash

It is known that full-width wave dash (~) often causes build errors in software
localization. The symbol may be used when referring to numeric range except for
copyright notice, but it must be replaced with a word “%> 5" or half-width hyphen in this
case.

Example:

US English Japanese target + Japanese target -

ik 0 75 99 mm D #IPH T

BT 4 .
The velue dheuld [be SIS e Y S Gy i1z 0 ~ 99 mm O HPH T

4 > 7
between 0 and 99 mm. {1 0 - 99 mm O HfH T % NIz n A,
Uiz g2 i,

Ellipses (Suspension points)
In Japanese, use three half-width periods as used in the source text.

Example:

US English Japanese target




Period
In Japanese, use periods as:
e A decimal separator
o Ellipses
e A part of bullets, numbers, file name, English quotation, trademark, company name, etc.,

as used in the source text

Example:

US English Japanese target

1.5 inch 154 VF

Add... EBA...

readme.txt | readme.txt

Quotation marks

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

nn

In Japanese, half-width quotation marks (") are used when referring to:

e Texts or symbols displayed on the screen, except for Ul labels
o Characters or texts to be emphasized

e Names of field, property, action, argument, etc., in Japanese

Example:

US English Japanese target

Letter M is displayed on the screen. | EIEIZ "M" £ WV XFARREINFET,

This is called a ribbon. _hE)RY ERUVET,

- "ERBR D4 —IL K




Parentheses
In English, there is no space between the parentheses and the text inside them.
In Japanese, half-width parentheses are used when referring to:

e Access keys

e Trademark symbols

e Phone number (separators)

e Supplementary explanation (ex. Reference to unlocalized Ul terms)

Example:

US English Japanese target

Size (S) H4 X(S)

- Microsoft(R)

- (090) 1234-5678

Click View. | [View] (&RR) #2Vv 9 LFET,

Brackets
In Japanese, half-width brackets ([]) are used when referring to user interface.

Example:

US English Japanese target

Click OK to close the dialog box. | [OK] &2 U v Y LTHAAT7RY Ry I REZFHALET,

Left/right corner brackets

In Japanese, full-width left/right corner brackets ( [ ] ) are used when referring to:



e Help topics

e Topics or information on web site

o Title of chapter/section/subsection/appendix in documents
e Texts to enter

e Textsin afile

Example:

US English ‘ Japanese target

. . HMIZOWTIE, TEFxaUTo1 28BLTCES
For details, see Security.

See 3.1 Formatting in this COR=aT7ILD 31 EREE] 28BLTSES
document. LY,
Enter "setup” in the textbox. TERERY I RIZ Tsetupl EAHALET,

Find a string "App Search" in the Z74ILT TApp Search] EWVWSXFHERELFE
file. ER

The corner brackets should not be used when these texts and topics are listed.

Example:
US English ‘ Japanese target
To view all the services, enter P—ELRAEFITXNTCERRT B ROTF A b
following text: EANNIL &9
all all

Left/right white corner brackets

In Japanese, full-width left/right white corner brackets ( [] ) are used when referring to
reference documents and books.

Example:



US English Japanese target

You can download SQL Server 2019 [SQL Server 2019 A4 K] w74 b R—/)\—%
guide white paper. AyoA—KFTEET,
Semicolon

In Japanese, use semicolon (;) as a part of English quotation, trademark, company name,
etc., as used in the source text.

Ampersand

In Japanese, use ampersand (&) as a part of English quotation, trademark, company
name, etc., as used in the source text.

Question mark

In Japanese, use half-width question mark (?) as a part of English quotation, (numerical)
expression, interactive messages, etc., as used in the source text.

Example:

US English Japanese target

Do you want to save changes? | EE #JR7FE L £ HV?

Exclamation mark

In Japanese, use half-width exclamation mark (!) as a part of English quotation,
(numerical) expression, interactive messages, etc., as used in the source text. But if using

it in Japanese make the impression too aggressive or not appropriate for context, you
can remove it.

Example:

US English Japanese target

T
of

Warning!




Slash
In Japanese, use half-width slash (/) as:
e Date separators
e Representing a pair of opposite terms
e A part of English quotation, (numerical) expression, trademark, company name, etc., as

used in the source text.

Example:

US English Japanese target

- 2011/1/13

On/Off *To/x2

Katakana middle dot

In Japanese, use Katakana middle dot ( - ) as a part of foreign person name, trademark,
company name, country/region name, language name, etc.

Example:

US English Japanese target

Trinidad and Tobago | k=& —F - k/\T

Abraham Lincoln IATISNL-)oh—

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.

For Japanese, use of sentence fragments can be applied especially to heading, for
example. (HAFEDG &, HIZIEHELECLZ> TWaEEE. XoHEE2ELTE 3
ENDHY ET.)



us
English Japanese
source long form

text

Japanese sentence fragment

RORIZTE | e
ELLfEEL, ”

COEEEIT D &

Note: It may sound rude if we translate "what" into " &
Here's what | XD Z &A¥T | D," which means stuff or object, or may sound unnatural
will happen: | HhFT: if we translate it into " Z & " which means things. (What
FILOD] ®[2t] ERTE TASHLHZRPAH
RERBACZ VLT DT, EHORIUCAEZ 2L &
W, )

4.1.11 Symbols & spaces

Unless otherwise instructed, Japanese symbols and punctuations should be full-width
while others used worldwide are half-width.

Note: In software, some symbols may not be allowed due to programming restriction.
Spaces
Between characters, a space should be inserted as follows.
1. Between full-width and half-width characters
In principle, insert a half-width space.

Example:

English + -
When you use Word, ... WordAZERT S L EE. .. Word Z2FERATHEEE. ..
Chapter 3 FAINE FIE

Shift Shift A¥— Shift +—




Exceptionally, do not insert a space in the following cases:

e Between ideographic full stop (. )/ideographic comma (. ) and a half-width character

e Between a numeral and unit of angle (°)

e On each side of text enclosed by parentheses/quotation marks/brackets

e On each side of slash

e Between a full-width character and question mark (?)/exclamation mark (!)/colon
(:)/ellipses (...) that ends the term

e Between a character and access key enclosed by parentheses in the user interface.

Example:
English + -

Click the button RavEsYyy LT, AL HRa2U&IYvILTA, ARAL
to close. F9, FIA,

i 45° 45A°

Column A (Title) A4 FRIL) A ARA RILA)

Click New. FR z20 VI LES, [AFTFRAl Z0 )y LET,
Enter "test.” Mtest] EABLFETY, [AtestA] EAALFET,

- 3/14 3A/A14

e EH L ET A B LETHA?

Warning! Z25 ZEA!

Font: 2+ b I+ hA:

More... Z Dfth... ZTDfA...

oave <User B CEING

Save <Others> REA®S) RE©O)

2. Between full-width characters

In principle, do not insert a space.



Example:

: ERE— ERAF—

Exceptionally, insert a space in the following cases:

o Katakana words that represent English compounds
e Representing reference to other chapter in document

Example:

page layout R—UALALT b+ R=SLA4T7Ik
See Chapter 2 EE2EAa FA—)L] 238 ME2Ea>bA—)L)] 288EL

Control. LTS, TS,

3. Between half-width characters
In principle, do not insert a space.

Example:

50 50 5A0

Exceptionally, insert a space in the following cases:

e Between English words

o Between a numeral and a measurement unit, except for % and mm (in the
context of photograph/projection)

» Between a half-width parenthesis and half-width character outside, except for
parentheses enclosing access keys in the user interface or trademark symbols

o On each side of plus sign, except for shortcut keys in the user interface

e Between question mark/exclamation mark that ends the term and a half-width
character that starts the next term

e Representing reference to section in document



Example:

English + -
All rights reserved. AllArightsAreserved. Allrightsreserved.
- 3Akg 3kg
- 50% 50A%
10/13 (pages) 10/13A(R—2) 10/13(R—2)
OK <User interface> OK(O) OKA(O)
OK <Others> OKA(O) OK(0)
Microsoft(R) Microsoft(R) MicrosoftA(R)
Ctrl+Alt <User interface>  Ctrl+Alt CtrlA+AAlt
Ctrl+Alt <Others> Ctrlia+AAlt Ctrl+Alt

Do you wantto save it? If  fRTFELEFTH?AExcel EFEAL  HRELET H 2Excel ZFEAL
you edit it using Excel... THwRET HEEIL.. THwRET HEEIL..

2.1AActive Directory] &8 [2.1Active Directory] &%

See 2.1 Active Directory. LT Ean BB LT

Katakana prolonged sound mark
Primary reference: *F'i% 3 4= 6 H 28 H WIE &R 2 5 [4hKaED FKR

In principle, use a long vowel when a source English term has following suffixes: -er, -or,
-ar.

Example:
English + -
computer AYEai—%— I Ea1—4%
operator AXRL—%&— ARL—4

scalar AhT5— Ah7




In other cases, use a long vowel when a corresponding Katakana word has less than 4
characters. Note that the long vowel should be counted while geminative consonant

(Sokuon, small "tu," ), contracted sound (Yoon, small "ya," "yu," "yo," +, =, 3)and
smalla,i,u (7, 1, ») should not.

Example:
English Character count + -
queue 2 (F, —) Fa— *a
menu 3(F, = ) Aa— A= a
memory 4 (A, €, Y,—) AE AEI)—
procedure 6(7, 8,Y,— ¥, —) A=y TJOL—Ty—

When the English term consists of a prefix and a stem word, the words should be
considered one by one.

Example:
English Count/Suffix + -
preview pre + view (2: E, —) JLEa— JLEa
subtree  sub +tree (3: W, 1, —) H IV — HIV
interface inter (-er) + face AA—TA4AR A3 T(4R

Exceptions: In accordance with customary practice, following terms should be handled
differently.



English
academy
accelerator
adventure
allergy
ASCII
balcony
barbecue
barrier
bazaar
bear
beer
birthday
blueberry
calorie
carrier
centimeter
ceremony
cheetah
chimpanzee
clear
coffee
company

competency

THTI—

TOESL—%

7 ERYUTF X —

7 LILF—
TRAEX—
N)La=——
IN—ARF 21—
N T

N —)L
7

E—i
IN—RT—
T—A~1)—
AnAY—

v U7

TUFA—KIL

LEZ=Z—
F—52—
FoNIT—
207
a—k—

HN—_—

\'l

avETY

English
mahogany
marquee
meter
millimeter
movie
mystery
nature
navy
outdoor
outlaw
paisley
pansy
passkey
passthrough
peccary
peer
photography
policy
polyester
prairie
premier
processor

programmer

+
RERA=—
T—F—
A=k
SUA—=FIL
L—E—
SRTI)—

R Fr—

INR F—
INA R )L—
Ryhl)—

E7

T+ TS5 T74—
R o—
RYIXTFIL
TL—1—
JLE7
Jotevy

Janygs<




compiler
connector
conveyor
cranberry
daily
dolby
dollar
door
drillthrough
easy
economy
energy
energy
engineer
exterior
fancy
fantasy
floor
formatter
frequency
frontier
gallery
gear

harmony

AN

= S

~IiL

k7
FUJILRIL—
1—2—
I3/ =2
IFo—

IR)L¥—

H
\'
\
|
N

H
N}
N
dJi

)%
27—
TJ7o39—
a7
P
V=0T —
JR2T47
Frol—

x7

IN—TF=—

propeller
publicity
radiator
raspberry
rear
register
rendezvous
rescue
rotary
scenery
scheduler
screw
seesaw
senior
shampoo
slipper
spray
stellar
story
strawberry
summary
synergy
tar

taxi

Sy
V=7
Yy T—
A1) N
RTL—
AT2

R b—1—

AbAAN—

-lj-—\7l)_
VFU—
72—l

545 9—




healthy LY — tenkey TUXx—
hero E—0— terminator A—IR—4
hotkey Ry kF— timely AL —
how-to N — transistor FSUTRE
humor A—F7 treasure FLYv—
indoor A2 F7 trolley O —
interior A1TI7 trophy fOD 4 —
interview A UBAEa— value N a—
jewelry Daxl)— venture RUF¥—
junior DazZ7 victory EV ~)—
kangaroo AHIL— volunteer RIVT47
linear = whiskey 74 Ax—
luxury S492a7)—  workflow J—- 70—
Plus sign

In Japanese, use half-width plus sign (+) as:
e Shortcut key separator
e A part of English quotation, (numerical) expression, trademark, company name, etc., as

used in the source text.

Example:

US English Japanese target

Ctrl+Tab Ctrl+Tab




4.1.12 Verbs

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

Causative form
Avoid using "~ & & 3" unless it is necessary.

Example:

US English Japanese target + Japanese target -

Move the dialog box EILNRZBNEEF, 54
when the cell is not 7O Ry REBELE
visible. 9,

TIBRRAGNEEF, F47
07 Ry REBHSEFT,

Verbal noun

In general, use "~ L & 9" instead of "noun + #EATL & 3 (7> & 9)" unless it
becomes wordy. However, don't convert katakana nouns to verbs unless such verbs are
already common and familiar in Japan.

Example:

US English Japanese target + Japanese target -

Add, move, or delete TOEM. BE. FILHIER | TFEMLEZY. BEILZY. Hl
the row. TWET, BRLEYLET,

W kSTNYa—TF4205% | STLoa—TFTaoU5LE
TUWET, T,

Troubleshoot...




R L—EER : .
Preview the pages. i_é_/wj'/tl s R—CETLE21—-LFET,

Install th licati FIVr—2 3204 VR M | 7TYr—230D4 VR =)L
Nnsta eapp |ICation. _)Lbi_d_o é%{ﬁ-bﬁj‘o

Double negative
Avoid using two negative words in a sentence unless it is necessary.

Example:

US English Japanese target + Japanese target -

The computeris notsafe | DA ILARETOT S L0V T | DA ILARKTAT S LPY D
unless itis protectedby | FD T 7EHTOAVSLTHRE | FV7EHTOY S LTRHRE
anti-virus program and SNTULEWMES, OVEa— | ShTWWEWNMES, aVEa—
software updates. A—FERICELENFET, A—FRETEHY FHA,

Jargons
Avoid using jargons.

Example:

US English Japanese target + Japanese target -

Start Windows. | Windows Z&88L %9, | Windows 236 EIFET,

Continuous operations

Usually expressed in English with a gerund. Should be translated into Japanese as "~ L
T & 9" or"~H1"in general.

Example:



US English Japanese target

774 vEIE—LTn&ET..
Copying the file...
ZrALDaE—rth

Translation of "must,” "should” and "may"
e Must, Should

"Must" and "should" are often used to describe a user action or setting that is required.
In such cases, it should be translated as "~3 % (T® 2) L ENDH Y £ §."

Example:

US English Japanese target

Forward linkID must be an even number. Forward linkID [(ZB#ETHLIDELHY FT .
You must specify the user name. A—Y—-REHEETHILENHYET,
The file should be saved in a different RADGRRICT7AIVERETILELHY F
location. 9,

¢ May

"May" is often used to express possibility. In such cases, it should be translated as "~ 4
2 (Chz)a0nbh) £7."

Example:

US English Japanese target

: BREZZERELLGIFNAELESLGVEELNHY F
You may need to change the setting. +
The installation may take several £ VR PSS BB A S Y T
minutes. ’




4.2 Style and tone consideration
This section focuses on higher-level considerations for style and tone.

Make sure to confirm user group to be targeted for your project beforehand.
Depending on the target users, some of the style guide rules may not be applicable.

Style

Use Desu-masu (T 3 & 35, polite style), Dearu (T & % i, plain style) and noun phrase
(155 1E ) appropriately.

e When to Use Desu-masu:

In general, sentences should be translated in Desu-masu unless otherwise instructed.
When the sentence prompts users to take an action, use "...L T < 723wy, "

Example: Explanatory texts in windows, dialog boxes, message boxes and status bar (in
software); Explanatory text except for headings (in document).

¢ When to Use Dearu:

When sentences should be briefly and simply translated, use Dearu. Noun phrase can be
used depending on the situation (lack of space, etc.). Make sure to keep consistency on
levels.

Example: Check box, Option button (in software); Explanatory texts used as headings (in
document).

e When to Use Noun Phrase:

When sentences should be briefly and simply translated, use noun phrase. Dearu and
appropriate postpositional particles can be used depending on the situation. Make sure
to keep consistency on levels.

Example: Titles of menus and boxes, menu commands, labels in dialog boxes, command
buttons, tabs, list items in list boxes or combo boxes (in software); Titles of web pages,
headings, call-outs, captions (in documents).

When using noun phrase, make sure to keep the expression simple and clear.

Example:



English + - Note
Show changes ZEEEMDEKRT EHEEFRZRT  Basic expression "~D~"

Select object ATV +bD FTPV LD Avoid "~ D~ D~ "
types FEEEEER FEFEDFER '

Openanitem 7ATLZHS 7ATLDEAZE  Use Dearu instead for clarity.

Add an appropriate postpositional

Next RN 2z . .
ex R R particle for clarity.

e Inanimate Subject

In general, do not literally translate inanimate subject (such as product, program and
device) as the agent of action unless it is necessary. Use passive voice and omit
the subject instead.

Example:

English Translation

The component detects the device. | T/3 AARRHEINFET,

e Active/Passive Voice

In general, use active voice when the agent of action is person (user). Use passive voice
when the action is automatically performed by computer from user’s point of view.

Example:
English ‘ Translation

Open the file. T7AIVEREFT,

A dialog box is displayed. BAT7AITRY I ABNRERENET,
A VR M=LEIZOAVEL—2—ABEREEIhE

The program will restart the computer ER

after the installation. AR M—)ViR, TRYSLICEYaVEL—2
—hBEBINET,




Tone

e Honorific Expression (B#§5&) and Humble Expression (3kiE:E)
In general, do not use honorific expression and humble expression.
Example:

TFT—R Z77ANVET7TVr—y 3 CHEffFBEE, ~
SF—=R 7 AN ET TV r—va BT TR EETE. ~

In materials in which "supplier-customer” relationship should be considered, use those
expressions.

Example:
English + -
we (referring Microsoft) %%t Lt et
Please buy ... ~ZHELVKROHTZELY, ~ZBALTLIZEL,
When you use ..., ~EBFENDWEELCESITE, ~ZFFES EFCE.
Please contact ... ~IZBEEVEDE S, ~ITEWEDE TS,

Do not use excessively polite expression.

Example:

English + -

Please buy .. when  ~ZERTEHELEICIK. ~2HE ~ZHFEOVECEFITE, ~
you use ... BLRHIEEELY, EHERELRDHLIZEL,

~EFERABILRNES TEEL
Please make sure ~EFERALAENWES TEELE  f2&0L,
not to use ... AN ~HFCFERICELRNES TEE
k-1 AN

o Polite Expression (T Z:&)



Pay attention to be polite and avoid sounding abrupt and unfriendly. For following
instructive "...L T £ 72 & \»" phrases, try to use more polite expression than normal to
be more empathetic and avoid sounding mechanical.

English + -
Confirm; Check CHEFELEEE EARALTLLEZW
See CELREEWN SHBLTLEEN
Ask; Contact BRVEHDECIZEWL BWEaHhtE TS
Contact TELLEESLY ERLTLEEW
Try LS

AITLTL &N
Tryto .. WL THETLLES W
Try again boO—EbMl{rzaw

BEfTLTCEEY
Try to ... again VIO—EH.LTATLLZESL
Note THELEEW FELTLEZW
Notify BRSELEEN BHILTLESLY

Note: Above are provided to show how you use these Japanese instructive expressions,
and not intended to show how you should translate these English phrases to these
specific Japanese phrases (You may need to translate the English phrases differently
according to context).

Note: This is not applicable to other instructive "...L T £ 72 & \»" phrases (such as "{Ef&
LTLEZEW,""HlIfgL T <72 &1L, "etc) in general.

e Asking for Action to Take

For the sentences asking the customer which action to take, such as "Do you want
to ...?" or "Would you like to ...?", translate to "...L &£ ¢ 27"

Avoid translating to "...L T & & A L \» T 9 »?" because the agent of action is not the
customer in this way.



Example:

Do you want to continue?

COFEFEMIFTEIA? | COFFHRITTELEALLTIH?
Would you like to continue?

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 Japanese, 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.

Unlocalized items
Following items should not be localized.

o Trademarks should not be localized.

e Placeholders ({1}, %s, etc.) should not be localized unless otherwise instructed.

e Escape characters (\n, \r, etc. Can be displayed as “ ¥ n") should not be localized
unless otherwise instructed.

o Registry keys should not be localized. They should be kept locked in general.

e Version information strings (strings whose “String Category” field is set to
“Version” in LocStudio file) should not be localized except for “FileDescription”,
unless otherwise instructed.

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
Japanese-speaking markets. Double-check with the appropriate resources.

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

5.2 Applications, products, and features

Application/product names are often trademarked or may be trademarked in the future
and are therefore rarely translated. Occasionally, feature names are trademarked, too
(e.g. IntelliSense™). Before translating any application, product, or feature name, verify
that it is in fact translatable and not protected in any way.

Version numbers

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

US English Japanese target

Version 4.2 | Version 4.2

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

Distinguishing between English and Japanese versions

—hie

If necessary, product names can be followed by "HA:EK" (Japanese version) or "Heik
k" (English version) to distinguish between the versions.

Example:

Microsoft Windows 7 H A :E i


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

5.3 Software considerations

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

5.3.1 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.

In Japanese, references to the arrow keys appear as follows:

English Japanese Reading
Arrow keys N/A A &E—
right arrow key —F— AAMEF—
left arrow key - — EARF—
up arrow key 1% — EAmF—
down arrow key 1F— TARF—

5.3.2 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 Japanese translation

The password isn't correct, sotry | /NAT7—FHBIELSHD &¥A. &I HANLT
again. Passwords are case- (IS0, NAT—=RFTERLFENLERXA &S
sensitive. n&d,

Nc?tenough memory to process AEYRED DD Ty FEMBETE £ ¢ A,
this command.

Japanese 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.

In Japanese, use Desu-masu (T 9 & 9 3, polite style) when translating message body.
When the message prompts users to take an action, use "...L T £ 72 & », ." Use noun
phrase (f& 5 1) when translating a title of the box and command buttons.

"Sorry"

This is used in error messages that result in serious problems for the customer, or when
a product or service fails. Translate to formal "HI L SR Z & v» & ¥ A" to express sincere
apology. If "Sorry" is followed by some description in single English sentence, translate
"Sorry" as one sentence and the description as another.

English Translation + Translation -
oormy we re notsure BLRC XN E A, @ THEEA. BRIEES
Skvoe stF;p ed ' 5MDOEHT Skype H E) EY LEHEAMD. Skype
e i fELE<RY, BT LE MEELEC Y, T

g L7z LELT.

close.




Standard Phrases in Error Messages

The phrases bellow 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.

Example:
English Translation Example
Cannot - copy file. For "Could not .." "~ T&FXHA
Could not ~TEFEEA S A E T E— (’)C;L;hfe: c(l)s,ni:)c(fftable depending
T&EItA ’
Failed to edit the
query
7Y EHwET
3 _&/)U 3 fﬁ% < "Failure of noun" should be
Failed to ... ~TEFEEA - translated as "... D TS5 —HFK4E
Failure of ... TLT:= . LEL"or".. T5—"where
Failure to update . .
. noun phrase is appropriate.
the settings.
REETHTE &
TATL 2,
Cannot find ... resource
Could not find ... ~ARESH Y ’ For "Could not find ...", "~ H R D
. ‘ : s
o [ geh |1y =xnon |BOEELTLE et
ey epending on the contexts.
Not enough ..to start %1.
memory
Insufficient i?ij\ijﬂ XEYRREL T Use nou'ntphrase when
memo'ry W BT, %] & appropriate.
There is not rTTa—
enough memory IR T & °




There is not
enough memory
available
. This function ... .
vailable ~IERATE ‘ The translation may vary
. . FEA COREULEHT | depending on the contexts.
... is unavailable X FA.

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."

In Japanese, you can change the order of the placeholders within a string if they can be
distinguished each other. When the placeholder is enclosed by brackets (single
quotation marks, etc.) in the source text, leave them as they are.

Example:

English Translation + Translation -

{1} in {2} is missing. 21D {1 HYEHA, N/A

Database: '%s' F—HBR—R: "%s' T—RAR—R: %s




5.3.3 Keyboard shortcuts

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

New
Cancel
Options

. . Usage: Is it
Keyboard shortcuts special options allowed?
Slim characters," such as |, |, t, r, f can be used as No N/A
keyboard shortcuts
Characters with downstrokes, such as g, j, y, p and g can be used
No N/A
as keyboard shortcuts
Extended characters can be used as keyboard shortcuts No N/A
An additional letter, appearing between brackets after item name,
Yes N/A
can be used as a keyboard shortcut
A number, appearing between brackets after item name, can be
Yes N/A
used as a keyboard shortcut
A punctuation sign, appearing between brackets after item name,
Yes N/A
can be used as a keyboard shortcut
Duplicate keyboard shortcuts are allowed when no other
. . No N/A
character is available
No keyboard shortcut is assigned when no more characters are No N/A
available (minor options only)

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



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

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

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

Example: In Ul localization Home'H

Document2 - Word

key tip
R o SegoeUl  ~[12 ~ A" A Aa- Ao i .iS.'c. B
p.’.ﬁe ¥ Format Painter Iy ® X, XA - A A == == =
Chipboard e Font e Paragraph

A subtype of keyboard shortcut. A key that the user types to perform a common

action without having to go through the Ul. Shortcut keys are not available for
shortcu V€Y command.

Example: Ctrl+N, Ctrl+V
t key

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.

Notes: In Japanese, access keys (7 7 £ A % —) are usually localized as
"Term(Capitalized key character)". Do not insert a space between the term and the
access key on the user interface. When the source text ends with punctuation such as a
question mark (?) or exclamation mark (!), the symbol should be inserted between the
term and the access key.

Example:



English + -

New FRRER(N) N/A

Exit ¥TX N/A

Warning! ZE1wW) ZE5WwW)!
5.3.4 Keys

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

In Japanese, when the key name consists of one English word, capitalize the first letter.
When it consists of two or more English word, capitalize the first letter of each word. A
space should not be inserted between the words. You can use a key name as appears on
the keyboard if necessary. (Example: Esc, Tab, Ctrl, CapsLock, NumLock, ScrollLock,
Pause, Shift, Alt, Space, Enter, BackSpace, Ins, Del, Home, End, PageDown, PageUp,
Break, PrintScreen, F1, F2, F3, F10)

References to these key names are followed by a term " —." When the key name is in
English letters, insert a space between the name and "% —." When the key name is in
Japanese, do not insert the space. Do not use brackets.

Example:

Enter EnterA%— Enter —

it Ty — THAX—

right arrow key -¥— -AF—

Shift ShiftA¥— [Shift]lA¥—
Caps Lock CapsLockAF— CapsAlockA+—




References to hot keys (on keyboard, not equal to access keys) are followed by a term "
Ry bAF—"

Example: 5+ v PAF —
References to alternate command keys are followed by a term "% —."

Example: JTIZ JR T+ —

5.3.5 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.

5.3.6 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.

In Japanese, use half-width plus sign. Do not insert a space on either side of the plus
sign on the user interface.

Standard shortcut keys

US English
shortcut key

Japanese shortcut
key

Japanese command

US command

General Windows shortcut keys

Help window F1 NILVTERTT S F1

Context-sensitive Help | Shift+F1 3;21127—?—0)’\)1/7"’&%711 Shift+F1




Ry TPy T A=Za—%

Display pop-up menu Shift+F10 542 Shift+F10
Cancel Esc BEEZRYIET Esc

) . AZa—N—0DE— K%
ﬁﬂfﬁf??“m F10 o514 TEREFEETS | F10

end ode F4712F 3

Switch to the next RDTS54<) 7T)H
primary application Alt+Tab —>avItgYEZ S Alt+Tab
Display next window Alt+Esc ?0) 74 L FOERST Alt+Esc
T fEERDS 1 > FH DR

p'ay pop-up Alt+Spacebar wIFTwT A=Za—%%K | Alt+Space
for the window Z

N B
Display pop-up menu
for the active child Alt+- n/a n/a
window
Display property sheet FBRLFZIBEO7ONT
for current selection AU 14 O—hERTTD AT
Close active FIOT4TRT T~
L . Alt+F4 23 D1V RV%ERH | Alt+F4
application window L3
Switch to next window TAT7RT RV AER
- I —2

within (modeless- Alt+F6 WigE7 TN r—> 3 Alt+F6

compliant) application

YHADRDI 4 2 K71
gYEZD

Capture active window

image to the Clipboard

Alt+Prnt Scrn

TIO9T4THIO42FD
DAA—=THFD )y TR
—RZFvTF+9 5

Alt+PrintScreen

Capture desktop image

TR Y TDA A=

to the Clipboard Prnt Sern €91 v TIR—FI=F~r | PrintScreen
i TFeTA
. o _
Access Start button in Cirl+Esc BRI IN—DRAE— |k A ol bec

taskbar

—a1—%mH<




Display next child

RDI 42 FOERTRY

window Ctrl+F6 zZ Ctrl+F6
E;Snpelay next tabbed Ctrl+Tab RDETERTT S Ctrl+Tab
Ia_ilcj:lnscyhs’;ansﬁk ianager Ctrl+Shift+Esc FRY A= EE Ctrl+Shift+Esc
initialization AR
File menu
File New Ctrl+N T7AIVEHBERT S | Ctrl+N
File Open Ctrl+O T74ILERL Ctrl+O
File Close Ctrl+F4 J74ILERALS Ctrl+F4
File Save Ctrl+S T7A4IWVERET S Ctrl+S
File Save as F12 é;;{_gl:%ﬁﬁ’&ﬁ'(f’c F12
File Print Preview Ctrl+F2 E%I)]F'mlJ JVEa—&RwT Ctrl+F2
File Print Ctrl+P T7A4ILEHRIT % Ctrl+P
File Exit Alt+F4 TS LERTT S Alt+F4
Edit menu
Edit Undo Ctrl+Z wENBZTICRY Ctrl+Z
Edit Repeat Ctrl+Y wWENBZRYERY Ctrl+Y
Edit Cut Ctrl+X EIREEZY YIRS Ctrl+X
Edit Copy Ctrl+C BR&EFEZIE—T B Ctrl+C
Edit Paste Ctrl+V BIREGEZREY 15 Ctrl+V
Edit Delete Ctrl+Backspace | ZIZ 1 BEEHIRT 5 Ctrl+Backspace
Edit Select All Ctrl+A ITARTERT S Ctrl+A




- BEQDFAT7OT KRy
Edit Find Ctrl+F 2ERRT 3 Ctrl+F
. BEMOFA47OT Ry Y
Edit Replace Ctrl+H 2ERRT 3 Ctrl+H
: SxrInFA4TAY R
Edit Go To Ctrl+B yHREETT Ctrl+G
Help menu
Help F1 ~ALTERTT B F1
Font Format
Italic Ctrl+l fUKIZT B Ctrl+
Bold Ctrl+G XFIZT D Ctrl+B
SeEHEE o Ctrl+U T#%E3I< Ctrl+U
underline
Large caps Ctrl+Shift+A RFZAXFIZT S Ctrl+Shift+A
= Fr) -
Small caps Ctrl+Shift+K §+€IJ\I£7(X—T—I_5’ Ctrl+Shift+K
Paragraph format
Centered Ctrl+E FRBIZAIZT S Ctrl+E
Left aligned Ctrl+L ERAIZT S Ctrl+L
Right aligned Ctrl+R BRIZIZT S Ctrl+R
Justified Ctrl+) [Fapg T e ) Ctrl+)

5.3.7 User interface

In Japanese, when referring a Ul item which has a label text (name), enclose the text with
half-width brackets ([ ]) in principle. Do not use the brackets when referring to a Ul item
which does not have a label text. Do not use the brackets either when referring to
products, program, component, utility, tool, snap-in or wizard, unless their icons on the
interface are referred to.



User interface items

Item

Check box

Command button

Command link

Dialog box

Drop-down list and
combo box

Drop-down list and
combo box — List

Gadget

Group box

lcon —
Application/Shortcut

Example

[CDOFFETERTT D]
Fry IRy R

[OK]

[T A8 —FRY
FESELET]

[AEWR] F4T7RITR
v R

[2 4 LY — U DER]
Ry R

EREPNIEINE: 2N
Ry ZAOD—ED
[(UTC+01:00) o T
R, RaExT, 7.
Y. 5L 7]

BEtAY v b

[>T

(CHFME T7AAVED
v LET,

Note

Enclose the label with brackets, and add "
F v YRy R" following the brackets.

Enclose the label with brackets. Do not
add "7R 4% >" following the brackets,
unless it is necessary to clarify what it is.

Enclose the label with brackets. Do not
add aword suchas"a<> K1y o"
following the brackets, unless it is
necessary to clarify what it is.

Enclose the label with brackets, and add "
F47BYT KRy X" following the
brackets.

Enclose the label with brackets, and add *
w4 X" following the brackets.

The list displayed in the box should be
referred to as "[the label of the box] 7Ry
49 AM—E." Each item in the list should
be enclosed with the brackets.

Do not enclose the name with brackets.
Add "#7 ¥ = k" following the name.

Enclose the label with rackets. Do not add
"4 )L— 7" following the brackets, unless
it is necessary to clarify what it is.

When referring to an application or
shortcut icon, enclose the label with the
brackets, and add "7 4 3 >" following
the brackets. Do not use the brackets
when referring to the application itself.




Icon — File/Folder

Link

List box

List box — List

Menu

Menu — Button

Menu — Help button

Menu — Command

Radio button (Option
button)

[FZILINL] DA ILE—
DT7AAVEZTTILY
v LET,

(254 20TEA LA
V— U DFMIERER

%

[AREIAR]| RV
A

[AREIAR]| RV
AD—ED [BEDE
N

[T7A4IN] A=a—

EZES

[?] R4 > or the image

[#7 %]

[CHEBZRRLE
Ly

When referring to a file (or folder) icon,
enclose the label with the brackets, and
add"Z 7 A ILDTFAA2" (or" T+ ILEF
—®7 4 2" following the brackets. Do
not use the brackets when referring to the
file or folder itself.

Enclose the label with brackets. Do not
add a word such as ") > %" following the
brackets, unless it is necessary to clarify
what it is.

Enclose the label with brackets, and add "
R4 R" following the brackets.

The list displayed in the box should be
referred to as "[the label of the box] 7R
49 AM—E." Each item in the list should
be enclosed with the brackets.

Enclose the label with brackets, and add "
* = a1 —" following the brackets. When
space is limited, "4 = a1 —" can be
omitted if it is apparent.

When referring to a button on the menu
bar, enclose the label of the button with
the brackets. Do not add "R % >"
following the brackets, unless it is
necessary to clarify what it is.

Help button (Displayed as "?") should be
referred to as "[?] R >" if the image is
not available.

When referring to a command on the
menu, enclose the command name with
the brackets. Do not add "a~< > K"
following the brackets, unless it

is necessary to clarify what it is.

Enclose the label with brackets. Do not
add "4 7 3 >R 4 > following the




Ribbon

Spin control (Spin box)

Tab

Taskbar — Start

Taskbar — Start —-Menu

Taskbar — Program
button

Taskbar —
Icon/Indicator in
notification area

Text box

Toolbar

Toolbar - Button

[BEFE-1=-7055
LORTRE Ry IR

[BINDEE] % T

[RE—F]
[TRTOTAT S LA]
RE]

THooarvkeR3—7F
43

[(REREBDAA Ry Y
2

[7 FLR]Y—JLN—

[ ]

brackets, unless it is necessary to clarify
what it is.

See Tabs for reference to the tab. When
referring to a group on the tab, enclose
the group name with the brackets, and
add "' JL— 7" following the brackets.
When referring a command in the group,
enclose the command name with the
brackets.

Enclose the label with brackets, and add "
7R w4 R following the brackets.

Enclose the label with brackets, and add "
4 7" following the brackets.

n/a

When referring to an item on the menu
displayed by clicking Start, enclose the
label with the brackets. Do not add a
word such as "< > F," unless it is
necessary to clarify what it is.

When referring to a program button,
enclose the label with brackets. Do not
add "7R4& >" following the brackets,
unless it is necessary to clarify what it is.

When referring to an icon or an indicator
in notification area on the right side of the
taskbar, do not enclose the name with
brackets. Add "7 a2 "or"4 ¥ —
4 —" following the name.

Enclose the label with brackets, and add "
w2 X" following the brackets.

Enclose the label with brackets, and add "
Y — JL/\—" following the brackets.

When referring to a button on the
toolbar, enclose the button name with the




brackets, and add "R 4 >" following the
brackets. If it is apparent, "7/R 2 >" can be
omitted.

Enclose the label with brackets, and add "

Window L ES R 4 2 k" following the brackets.

Window frame When referring to buttons on title bar, do
Button w/MEARZ > not enclose the name with the brackets.
! Add "7R4 > following the name.

When referring to an icon on the title bar,
AEMRDA A FJL/S—  do not enclose the name with the
i =1 brackets. Add "D Z A FJL/IN—F A4 "
following the name.

Window frame — Icon

Other items

In principle, do not use brackets to refer to names of the items below, unless they have a
Japanese name.

Item Example
AUTOEXEC.BAT 7 7
File 1)L Enclose the name with quotation marks when it is
"BEIEITIXt" 774 Japanese.
)7
text 74 —JIL K : . o
Field ,,ej__X#X’rI\ ; )7 : L Enclose the name with quotation marks when it is
s Japanese.
k
Function  SUM Ei%k -
Propert Visible Z7A/\F « Enclose the name with quotation marks when it is
P wgsm TmisF 4 Japanese.
. FindRecord 7% ¥ 3 Enclose the name with quotation marks when it is
Action R . .
v Japanese. When referring both names, insert a slash




Procedure

Argument

Method

Statement

Operator

Object

Collection

Event

Constant

Help

Table

Form

"La—F®RE" T
vay
“FindRecord/La— K
BRR 7O aYv

Sub 7AL—T %

number 5| %k
"BUE" 5138
“number/#{E" 513k

AppendChunk * ¥/ v
N

AppActivate A T — b+
A2k

And EEF
QueryDef # 72z 4
k

Properties A L2 < 3

~

g
Activate €1 X
TE# acOLELinked

Microsoft Window 10
AT

Customers T— )L

COrders 7 #—L

between the names and enclose it with quotation
marks.

Enclose the name with quotation marks when it is
Japanese. When referring both names, insert a slash
between the names and enclose it with quotation
marks.

Enclose the name with quotation marks when it is
Japanese.

Enclose the name with quotation marks when it is
Japanese.

Variable information

In principle, follow the style of the source text when you distinguish variable information

such as file name, path and variables. When the information becomes too
indistinguishable (due to font type, etc.) in a sentence, angle brackets (<>) should




be used to enclose it in order to differentiate it from invariable information. When the
information should be more emphasized in a sentence, you may also use quotation
marks ("").

Space between sentences and phrases

In principle, follow the space of the source text. Make sure to check whether the space
looks appropriate in runtime environment.

Reference to unlocalized Ul terms

When referring to Ul terms left in English or not localized (ex. terms displayed from
unlocalized components, etc.), add Japanese translation in parentheses unless
otherwise instructed.

Example:

+ [Add/Delete] GEI/HIRG) &4 70/ Ry 7 ARNEK RSN E T,
- [Add/Delete] 4 70/ Ry 7 ANERINE T,

5.4 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/

For Japanese, see "~ 1 70V 7 FDREEE 0 T2 D T (Microsoft Trademarks)
available at https://www.microsoft.com/ja-jp/mscorp/legal/trademarks-default.aspx

Trademark symbols

For Japanese, (R) or (TM) may be used when trademark symbols ® and ™ cannot be
used.


https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks/
https://www.microsoft.com/ja-jp/mscorp/legal/trademarks-default.aspx

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

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 Japanese phonetic system if the original
pronunciation sounds very awkward in Japanese.

Example Phonetics Comment

SecurlD  [sI'kjuer ai di] In Japanese, prounced as " ¥ a7 74 T 1."

NET [dot net] In Japanese, pronounced as " Fw kb v k."

oo [s'kaipu], ‘ © Product name is always pronounced in the way it is
[su'kaipu] pronounced in the source language.

Acronyms and abbreviations

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

Phonetics

RADIUS <&

=
RAS 2R



https://grststyleguideprod.blob.core.windows.net/document/Skype_ja-JP.wma

ISA TAY
LAN w2
WAN Iy
WAP 7y 7
MAPI <yl
POP Ry 7

Other abbreviations are pronounced letter by letter.

Example Phonetics Comment
ICMP TAY—ILE— -
IP 74 E— -
TCP/IP TA4—Y—E—T7A4E— -
XML IYVYAILIN -
HTML IAFT4—ILII -

OWA F—HJ)1—1— .

sQL IXRFa—TI) Also pronounced as &—% T /L.
XP IyY9RE— -
URL dA—7—IJ)LT)L -

URLs

"http://" should be left out; the rest of the URL should be read entirely.
"www" should be pronounced as "# 7)) 2a—FTJya—FT1)1—"

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



Example Phonetics

HI)a1a—HT)a—FT)a—FKyhrv490YIT LKy

http://www.microsoft.com/ LRSS a sty ko —

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.

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.

In Japanese:

o Translate script as short as possible, or at most as short as the source so that the
translation fits the length of the source video. The translated Japanese sentences tend to
be longer than the source which prevents synchronizing visuals with voice-over.

o Translate script using "C¥ £ 9 5.

5.5.3 Video voice checklist
5.5.3.1 Topic and script

e Apply the following Microsoft voice principles:
o Single intent

o Clarity

o Everyday language

o Friendliness

o Relatable context
5.5.3.2 Title

e Includes the intent
e Includes keywords for search

5.5.3.3 Intro: 10 seconds to set up the issue

e Put the problem into a relatable context



5.5.3.4 Action and sound

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

Synchronize visuals with voice-over

Fine to alternate between first and second person

Repetition of big points is fine

5.5.3.5 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

5.5.3.6 Ending

. Recaps are unnecessary



