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Style Guide

Korean

Welcome to the Microsoft Localization Style Guide for Korean. This guide will help you
understand how to localize Korean content in a way that best reflects the Microsoft
voice.

Before you dive in:

o Make sure you understand the key tenants of the Microsoft voice.
e Familiarize yourself with the recommended style references in Korean.

1.1 Reference material

Unless this style guide or the Microsoft 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.



1. The Standard Dictionary of Korean Language (&= O{CHAtH), published by The
National Institute of Korean Language.

Informative references

These sources may provide supplementary and background information.

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

2 Microsoft voice

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

Three principles form the foundation of our voice:

o 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.

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

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

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

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.


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

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

2.1 Choices that reflect Microsoft voice

Translating Korean in a way that reflects Microsoft voice means choosing words and
grammatical structures that reflect the same style as the source text. It also means
considering the needs of the audience and the intent of the text.

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

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

Because Microsoft voice means a more conversational style, literally translating the

source text may produce target text that is not relevant to customers. To guide your
translation, consider the intent of the text and what the customer needs to know to
successfully complete the task.

2.1.1 Flexibility

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



English example Korean example

More beautiful, more flexible, more you. O XX E FASH.
And very, very fast. =t £ £ XtESHe LHPHO| Windows.
L Xt HA|ZE ZC 0j0|2 £ o|F
The desktop that you're used to—with its HE BAIZ 20, 010l2 S 0[Ho
. S SHS AS
taskbar, folders, and icons—is still here and AESHE Q23 & 285 Atz As5ta
better than ever, with a new taskbar and 2 YU™MAIZA M2 2 BA|ZS 0t
streamlined file management. A ™SI I B3| 7|52 ®ZSH|C}
o h O [C L 2
These lightweight PCs have fantastic battery O 7tHi 2 PC= O§= O Hi B2 =82
life, and are a great option for doing stuffon  XI&5tH Ol S0 = o2 7HX| &S & =+
the go. AL E WS0f FuC
2.1.2 Words and phrases to avoid
Microsoft voice avoids an unnecessarily formal tone.
of el A E ARSI Btk G olal e = 3= ElE RE = AR AL
=G &P BAEE, TR, 4K, AA, DA, A BB FAsE BdoR S,
e, AT e RSk i Zlo] E4uin,

Korean preferred
word/phrase

en-US source

Failed to refresh it. MEZ XX Z}EL|CL

Supply a suitable password. L2 A E NSotMAR. B2 A E YEHSAM K.

For more information about LUN 2 0f CHet XhMt LUN & 0fl CHEH RHAISE
LUN types, see Overview of &2 LUN §d /IS HE2LUN 8 Qe E
LUN Types. HXE SHIAIL. SEL TS




O EMOlM= O|qBt O] 2X0j M= o|2fzt

This document provides an L= - = -
. B 750 o3t e 7|52 7tErst A

overview of those features.

XS gL Ck. Ay Ck

. . i>7tAF AHAZEH A7 i i>7tAF HIZZH T 7 i

In the <ui>Remove Virtual <ui>7tat AEE MAH</ui>  <ui>7H AEH M A </ui>
Machine</ui> dialog box, CH=2} &8 XHOf| A CH=2} &8 X}Of| A
click <ui>Yes</ui> to confirm  <yi> 0| </ui>E 2250 <ui>0fl</ui>E 25t
the removal. R74E SeptLc R 7 BtLict,
Follow these steps to change Ol 2Xt22 510l =& Y= & BEo2E L5
your password. HZASHAMA|2. CHAIE 2N 2.

Frequent errors

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

en-US source Frequent Korean errors Recommended translation

This app and all of its info

will be removed from you 0|23t Wt B E Me I} ChSo| Y} Qo] @ E X ki J}
PC. These apps and all of

| |
their info will be removed PCOI A M|AE LT, PCOIA R A E LI E.
from your PC.
setpermissions forthis of oyof chet Abg Mot MY O Yol A Wt MY

app

Turn this off if you don't SCHEO|LF ACHY @2 X|0fA  SCHEO|LF 2L

want to worry aboutextra  gjo|gjof st 27t 29 @20 QIMOIM =7} HolE 2
roaming charges for data

on a cell phone or CHol &1 8 AX| @ko2{H O RS WAl gf22{H O
broadband plan. SN s gL T =M S SiA gL Ct.

The application does not ~ N2 2 88 Z2IH0M 2I2f, S8 ZTZIH0AM eI, T
support printing, playing M’ EE= EL{7|E X| 25X = 27| E X[RSHK| g
or sending at this time. OFA ||}, ol L|C}.




BE Catojsof YE U2
|

2= HASAIAS LI

Your PC has more than Or
. T o
one drive. Do you want to 2= CE0|B0M BE THES PCO| =2t0| &7} o 7Y O] &t
remove all files from all H HBIA| 2 L 7k R N
Pl ASHAIRS LI QLT BE E2f0| 20| A

lole o=
ods 25

R BEAI 2 L7k

PowerPoint couldn't find PowerPointOf| A{ A10](Z}

ME(E) HE = SlgLIth

AL AM | X| & LCH
Do you want to continue? A& SH7|E At LI AESHA R E LI

A 8 instead of A A &

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

Korean formal word/phrase Korean preferred word/phrase

oS AFSSHA| OHdAR. OIS AFESHA| ORA| K.

2.1.3 Word choice
Terminology

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

Examples:


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

en-US source Incorrect translation Correct translation

accessibility LA Zost SM o e
homepage SHO|X| SHO|X|
trusted connection EHAEZE AZA ME[E U= HE

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.

= B0 upel WS A 0. o B AL A %3HA) B RHLS AAsT e o
4 =

N
>
ofo
:?L_'l

o
o
ndl
I3
o

E-mail address WA F4
Online store 22}l AE Y]
Home page <3 o] A

2.1.4 Word-to-word translation

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



Incorrect Korean

English text Correct Korean translation .
translation
Your life, connected e P SH-EE B A
through the cloud SR 2
Whether you're at work or & T ol< 7t =71 Tole dsAY =AY
at play, you can take your ~ ¥AIRLe] A oy AL A d AAIglo] X, 2 H
friends, files, and favorite 2 Z=A 3= ALo| EE Al-2-3F ZAHAZE Al EE
sites with you. AFH Tk Foid T+ AFUH
Stay in touch with Windows®} & ¥ A2 & : _
AgshA 8
Windows. A= AUk HimelerTesy Sl

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 Korean target Explanation
The password isn't | 2t 7} 2HFE X| The user has entered
SO 50 17 gauchopal |
again. Passwords N incorrect password
are case-sensitive. | A= M K. so provide the user

ot = with a short and
/A2 R2 friendly message
e with the action to try
:I'LT'__ = I |- again.
This product key 2HIEX| %2 The user has entered
.didn't work. ;heck HZ 7|QIL|C incorrect product
it and try again. siols key. The message
eIk 2 CHA| casually and politely
A ESHN 2. asks the user to
check it and try
again.
All ready to go AF2SH F=H| 7} Casual and short
E[RF IR MR e
inform user that
setup has completed,




ready to start using
the system.

Would you like to | H&38}A|Zi&L|7}? | Use of the second
continue? person pronoun
"you" to politely ask
the user if they
would like to

continue.
To go back and =O0t7LM 2t Y2 A message in
sa!ve your work, &S o Wlndows that
click Cancel and o Anz = o] informs users about
o_g A 1= kel 0
finish what you [F2]E SHOML | the required steps to
need to. ool S save their work.
OFX| M| 2.
Give your PC a PCO|| AL S Address the user
name—any name 0|22 x|of directly using second
you want. If you == person pronoun to
=N HlZAMe
want to change the Shm i take the necessary
background color, | HHZ3}2{™ pC action.

turn high contrast MMM D2

off in PC settings.
nML.

2.2.2 Explanatory text and providing support

us Explanatio
. Korean

English n
The The
updates language is
are o » N o _ N ‘ natural, the
installed, | © HIO|EZt X 2| /}EL|CE O] FHO|EE H-Edt2{T Windows way people
but 10 2X| T2 S CHA| A|ZFSH{of gfL ot talk. In this
Windows | ciA| A|stg| @l M7 SEE KHAM LX|8 A&E ez volis
10 Setup is
needs to reassuring,
restart letting the




for them user know
to work. that we're
After it doing the
restarts, work. Use
we'll kee of "we"
p going provides a
from more
where personal
we left feel.
off.
If you
restart o
now, you Voice is
Y clear and
and any :
other o XbSLH natural info
eople SR rming the
Esinr_c)) PCE At&SH= BE AHEAIZL ALE S0l Mo B2 X8 W8S | user what
this PC gig = AU will happen
if this
could s
action is
lose
taken.
unsaved
work.
This
docume
nt will be
automati
call ‘
¢ Voice talks
moved
to the user
to the . :
igh informativel
O | BREU FAE S48 SN Ol BMIERE2 SHIE 2 | yand
ibrar '
and ’ ojgzz] A EHZ o|SL Lt directly on
the action
folder :
that will be
after you
taken.
correct
invalid o
r missing
properti

es.




Somethi
ng bad
happene
d!
Unable
to locate
downloa
ded files
to create
your
bootable
USB
flash
drive.

=Mt 2EHS
=

L
SoiA| E2O[EE TS

Without
complexity
and using
short sente
nces 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 use
with it—to create a password that's
uniquely yours.

Korean

AR o= HA| A38S
AHE3t= PCOIM At S =
A= M2 LA 9

22 YL ASt= ALTIS
Mestn 1 9jof DRt
HAKE 0|83t0] AL
Ao g o £ AL

Explanation

Promoting a specific
feature with the use of
em-dash to emphasis the
specific requirements to
enable the feature which
in this case is picture
password.

Let apps give you

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

HO| A AHERF2| 2K,
O|F, A8 ATl &L LHE
=0l §2E 0|85}
AFEXOA H= ZHES

—
MNSot== s{8gfL

O

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 ‘ Korean Explanation
To go back and save Short and clear
your work, click Cancel | 2Ot7tM X &S Xgote{H action using
and finish what you [FAESESID Zast AS 0K second person
need to. pronoun.

Voice is simple and

To confirm your current natural.
picture password, just O|MOf| MA™BHE AFZI AKX 7t The user isn't

AFZIl ©
| B = |
watch the replay and 2 M2 LIEF LT 3} : ‘
trace the example - information; we tell
gestures shown on your MAME Mhep A= FAl 8. them only what

picture. they need to know
to make a decision.

1= 9|
Ho| BA|S = overloaded with
=)

ol
=

Speak to the user

o directly
It's time to enter the Z 7|2 Qlas Ky QL Ol Ll and naturally usin
product key. When you ME 718 L Ay YL C A Sof e ers)c/)n 9
connect to the Internet, | @ Z5IH X152 2 Windows d& 215 0| p" "
) - . pronoun "you" on
we'll activate Windows | x|sH = L|C} .
B E o clear actions to

for you.
y enter the product

key.

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.

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



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

e Rewrite the sentence to have a plural noun and pronoun.
e Usearticles instead of a pronoun (for example, the document instead of his document).
o 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.
Use this Not this ‘ Use this Not this
English examples Korean examples
. I tr@ WSEr MBS || oo oeont =resue | @lle = Bl s
Auserwiththe | HEoh #oto| = AFEXHO| Al H 2 #SHO
2PPIOPIAM | appropriste | AMBAHE CHE ARBXISl | 2l B9, O AHBRHE
rights can se .
Che oo |rights hecan | ote2 MY 4 CHe ALS IOl 2B
set other users' >
passwords. AL Ct. 238 £+ AsHL
passwords.
A developer
Developers P

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

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

e R= 70 2HE 9

AME] 0] M| A3l OF SEHX| 2,
Azure2| MH{ 0=
HNA Heot HELCH

AM 2t BRI S L

When the
author opens
the document

When the
author opens
her

AL A ZME €

...

document....
To call To call HetE HotE Z2{H 1
someone, select | someone, Zan Q=022 Ab2tol 0|28
ihepersons | seecihis | deein-marE def | MefeD BorE Mo
selectMake a selectMake Ci= dots 4 H=2 S Cf2 det He S
phone call, and | a phone call, MEHSHL|C} MENSHL|C}




then choose the | and then select
number you'd his number.
like to dial.

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 Korean example
Select Click MEfSECF = =5t

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 Korean.
4.1 Grammar, syntax and orthographic standards

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



4.1.1 Abbreviations
Common abbreviations

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

List of common abbreviations:

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

. Use of abbreviation is based on English source text.

. Abbreviation should not contain a space.

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

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

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

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

. In Korean, we only use abbreviations for days of the week but not for months.
Example: €, 3}, =, &, &, E, ¢

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

e Do not abbreviate operating system names.

Example:

Error example Correct example

Win Server Windows Server

VS 2019 Visual Studio 2019




4.1.2 Acronyms

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

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

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

Important: This rule does not apply to product names.

Example:

English text Translation text

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

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

Example: Vpn quarantine -> VPN 2 2]

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

Example:

English text Error example Correction

several IFSs  H3H IFSs S IFS

three OEMs  OEMs A 7§ M| OEM

Localized acronyms

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



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

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

Example:

Source text ‘ Korean text

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

(11S) Internet Information Services | IIS(RIE{L! HE MH|A)

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

double-byte character set (DBCS) | DBCS(EI=HIO|E A &g

Unlocalized acronyms
English Acronym (English full spelling)

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

Example:

Source text ‘ Korean text

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

ODBC(Open Database

Open Database Connectivity .

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




Source text Korean text

Extensible Firmware Interface EFI(Extensible Firmware Interface)

4.1.3 Capitalization

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

4.1.4 Compounds

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

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

Example:

TE(0), 78 tHE(X)
A23(0), d 1F(X)
=0(0), = o (X)
E7HE(0), &= 7HE(X)
FARHO), F AFF(X)
g R =(0), W&k W1=(X)
FFETHO), = FETHX)
2 7HH0), & 7HHX)

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

4.1.5 Font localization

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


https://styleguides.azurewebsites.net/Styleguide/Read?id=1421&topicid=6131
https://styleguides.azurewebsites.net/Styleguide/Read?id=1421&topicid=6156

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

Category English Korean
Font Type for Software Segoe Ul Malgun Gothic ({211 5)
Font Family for Web Segoe Ul, Tahoma, Malgun Gothic, Gulim, Tahoma,
products Verdana Verdana
Font Size 10 9
Style - Italic Italic Normal
Style - Bold Bold Bold

Handling Ul terms in bold/italic/quotation style

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

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

Examples:
* Software - Ul translation

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

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



Example:

Microsoft Edge & 2 &} [A]2}] Wl 7ol A [Microsoft Edge]& &2 8] Al L.

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

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

ul/SW

ul/SW

UA/UE

UA/UE

English source

In the dialog
box, click Add.

Click \"Yes\" to
go to the
portal. Click
\"No\" to close
the dialog.

Turn off
<b>Pre-
allocate disk
space</b>.

From the left
menu, click
App Services,
and then click
the name of
your Azure web

app.

Korean
(correct)

Ol=aoted™
\"0\"E

S ELICH st
oA E 22HH
\"OtLIR\"E

S&&LICHL

<b>ClA3 =2t
ol el
gtet</b>2

off Xl & LIC.

2 Z 0l =0l A
App ServicesES
228t U3
Azure 224 9|

Ol8=

Example of the use of square brackets
(CHZS) for Uls in Ul translation.

(Exception: For web-run files like Asp and Js, Ul
terms can remain in Bold tags.

Example of the use of double quotation marks
in the target (same as source).

Example of the use <bold> font for Uls (same
as source). In . md/Memsource files, the tags
will appear as **.

Example of the use of the same bold font style
as source.




Handling other terms in bold/italic/quotation style

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

SRC) StorSimple tiering
TGT) StorSimple 7|33}

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

SRC) AII assigned users are signed in using this account.
TGT) W& AgAL7} o] ARE Abg-3to] 21913t

SRC2) The markup for the controls must include runat="server".
TGT2) AE =] B 1] &= runat="server"S ¥ 3}3j oF gt}

SRC3) Set its value to "Samples.SampleTextBox.js".
TGT3) 71 %< "Samples.SampleTextBox.js" = A2 A &1 T},

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

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

TGT) AH8A} o] &3t ¢tz A4 50| v, Azure 75 27 Z7 3%

Y .<em> </em>

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

SRC) The path of the user profile folder is Settings\UserProfileFolderName.
TGT) A8-#F X 23 Z 1 9] 7 &+ Settings\UserProfileFolderName$] 1] T}

Notes:

1. In some products, legacy Gulim (2 &) font is preferred.

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



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

4.1.6 Localizing colloquialism, idioms, and metaphors

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

G Y HolAe EAL on)

A}

S
T

=55 TolAl, HEA BE, SHUS
Jul w50 S35 Toi A, BeH X,
RIRIeY

287l
%ﬂﬁidﬁﬂﬂfmﬂiﬂiﬂib
FU(EF ] AN S AT

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

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

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

& F @ WHOE GB oS H @ W s L.

HASHH AL A0 A F2i|5t =
Arffz 7|3 et ELCh T, ofifet A0 =
& LICk

E. I—| Ct.

English example Korean example Comment

Share files and info with people @A ol A Y7F#] &L 143} Depending on local
you know or send info to BEE o= AL 13871t market consider
another app, without leaving AEREOE Qo2 Hd 5 replacing Facebook

the app you're in. You can email A5 UH T} AFZLS S wufel Al about messaging or




photos to your mom, update
your Facebook status, or send a
link to your note-taking app.

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

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

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

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

| d 2 B 7Y Facebook
AHE o] EstAY wE

Jow PAE A5 >

}AH]/]T:I—

PCSH R4, FHOE AdE RE
A2 Ag ek el A
s)tar, 239} 57 35}
A EFEE TV 2EEY T

Y}

oy B o
) ot

o]
AR

Windows 101 A =

44T 5 AFU

PCE 27

W wlo] 1 g o] F7}
7]%5-SMicrosoft Office
Outlook®] Y} Thunderbird,
IncrediMail, Eudora 5 2] EFAL
H A el A 253kA] 5 T

social networking
status.

Need to ensure
streaming is available
in all markets.

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

fits the same meaning
if possible.

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

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




4.1.7 Modifiers

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

Example:
English Less fluent Correction Comment
translation
Invalid value for SIZM 88y dI=M 88N In Korean text, the
the certificate HAP7| Ao HAP7| SAlo| meaning is "The
validator type. N value for the
CHSH &R & 0| certificate
ZrelL|ct EE2 | A}ELICH | validator type is
invalid," which is
more fluent
translation.
Setup is M| Zz20| | Mx| =z 20| | "better
optimizing your = s Lo x erformance” is
prmizngy HEeds5g | dsuas e |P
system for better ol Ao e translated as a
performance. Flof Al==E AN="E meaning of "to
ES RS =) e il ES RS =) e il increase
olAL|C}. ol&L|Ct. per‘forr‘nance,
which is more
fluent translation.
For more effective | EC} 8% 9l HCIa8X o2 | "more effective
troublgshootmg, 2 sjHe yE jcroubleshootlng
use this error olx - — is translated as a
message. FIBIM O] 27 o Zste{E Of meaning of "to
L PAPNES; QF MAIX|E troubleshoot more
A2 SIS, Agsti e, gffectlvely, which
is more fluent
translation.
4.1.8 Nouns

In Korean, no specific considerations are given to nouns since we do not have noun
inflection and also do not distinguish singular/plural formation. We sometimes add a



nIt— n

suffix =

to the end of nouns to indicate plural meaning, but it is frequently omitted

without affecting overall meaning and also grammatically accepted.

4.1.9 Pronouns

In Korean, pronouns are seldom used in localized text since they decrease readability.
The translations of pronouns are often omitted if the meaning of source text can be
clearly delivered without translating them. Sometimes pronouns should be translated

specifically to clarify what they mean based on the context.

Example:

English text

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

Korean text

o] 7I1=& AH&-stH ™

2BLE JIE EE ASAE

Comment

Translation of "you" is
omitted for better

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

A A ZF Y 712 0]
ZUE AASE 9
NE EE HJET}

A U,

or a certificate. ARl oF S T readability without
affecting overall meaning.
Are you sure you wantto | °] ZHE The second "This" is not

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

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

A7} 87 = 5 U T

SERLEE RP R

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

Verify your entry and try
again.

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

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

22l Mul 2 0 A4
W 2ol ARke] 5

s ol 7|

W E A o

Translation of "your" is
not omitted and
translated as a meaning of




English text Korean text Comment
"your company" for clear
meaning.
Do not warn me about of Aol thgk % i WAl A] | Translation of "me" is
this problem again ThA] EA <t 3 omitted for better
readability without
affecting overall meaning.
Send a new Welcome Kit | A8k mjt]ofo] wpe} A3 | Translation of "my" is
based on my new Media | 7| EE EU T4 8. omitted for better
selection. readability without
affecting overall meaning.
Only allow my team W & ) ) ) Translation of "my" is not
members to see my email | T4AE & T UEF & omitted for clear
addresses meaning.

4.1.10 Punctuation

In English, colons or semicolons are often used at the end of the sentence. However in
Korean, period should be used when the localized sentence ends with verbs such as
"~SFA 8" or "~ 3 T} style, regardless of what punctuation is used in English

sentence.

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

4.1.11 Sentence fragments

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

UESIEM 28X
B2 N Sao 222




en-US source text

Here's how.

You may not have
appropriate rights.

This domain already has a
one-way trust relationship
with the specified realm.

This isn't used when running
on Microsoft Office 365...

Korean long form

Microsoft Office 3652 A& 3+
A5 o] 715 0o] &AdstE ]

e

Korean sentence
fragment

ShM| 2

Zas U0l gg +
ULt

o] Zoj9Ie Xt
Fou ErYY EBAE
2 g ojo| %@
ULtk

Microsoft Office
36501 A= 0] 7|52

AEE 4= Bl LILE

WS 7 LA A S LI U= LSNR?

Get the app?

4.1.12 Verbs

Be consistent when translating verbs in error messages. Be concise without changing the
meaning of the source strings.

Example:
English text Korean text Comment
An error occurred while  mo|g{Hjo|AZ DtE = This sentence can be rephrased to
trying to create the "An error occurred while creatin
o SOt 0 BIt wMHLIT ’

database. the database."

The engine input file has % &8 Tt 2| B O]
the wrong version.

Rephrase "has" with "is" to produce
an appropriate translation.




English text Korean text Comment

Reinstall if existing file 7] 3t o] th& Bl Rephrase "has" with "is" to produce
has a different version.  73-- thA] A X|s}A 8. an appropriate translation.

Continuous operations are usually expressed in English with a gerund, which should be
translated into Korean as a form of "~ 3}3 95U or "~ 3= F."

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

Example:
English text Korean text Comment
. . BAE I'ES MEBH=  Gerund expresses a continuous
Saving text file... —~ .
= operation.
: . A oHEE XMEot Gerund expresses a continuous
Now saving temporary file. R .
Q& L|CH operation.
. . Gerund expresses a continuous
Completing installation... X 22 5. 1 &Xp
operation.
Completing the New . .
sl A 12 Ot AL 2t= Gerund is used in title sentence.
Connection Wizard

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

axzzof] mep Mol AlAlE A& FAAL. 7] AIA 2 @A A A& AR,
wHol mhet & AlAlIE A8 5 sy
Example:

English text Korean text

When you have finished, select "{2}." THAHGO|ELHH ") 2(E) MEHSHA 2.




"When you are finished organizing your EAR|IEA 0| ELIE
favorite links, click <ui>Close</ui>. <ui>E7|</ui>E2 st}

=2 -

5 Localization considerations

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

General considerations

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

5.1 Applications, products, and features

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

Product names
In general, product names are used same as English without localizing.
General rules on how to handle product names are as follows:

e Use product names same as English.

e Do not abbreviate Microsoft as MS in product names.

« Do not abbreviate Visual Studio as VS in product names.

o When operating system names and product names are used together, do not
abbreviate operating system names.

Example:



English text Correct translation Wrong translation

Windows Server & $-&

. 2o
Windows Server based "

applications

Windows Server &--&

. Rt At
Windows Server 7] 1k & a

X2

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

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

Applets or built-in component names

Product names are also often confused with applets or built-in component names. For
example, "Microsoft Notepad (Microsoft M =.7)" is not a separate product but one of
the built-in components in Windows. So, it can be localized. Another example is "MSMQ
Information Store.” You can regard "MSMQ Information Store" as one of the
components of "MSMQ," so it can be translated into "MSMQ 4 & A g4

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

5.2 Software considerations

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



5.2.1 Arrow keys

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

Translation of arrow keys

English key name Korean key name

Home key Home 7]

End key End 7|

Up arrow key Q1% otas 7|
Down arrow key Ofei % otat s 7|
Left arrow key %= olats 7
Right arrow key REZ SMHEH T

5.2.2 Error messages

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

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

Korean style in error messages

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

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



Error message is generally translated into "~

YT} style, in which case, a period should

be placed at the end of the Korean text even if English sentence ends with different
punctuation such as a colon. However, if English text is not a full sentence but a phrase,
or ends with a colon + placeholder, you can translate them accordingly as follows.

Example:

English Text

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

To install the
prerequisites, choose
one of the following:

Error Accessing URL
Address

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

Not enough
memory. Continue
without Undo?

Korean Text

XM ZEA| FA
{00l (7h)
R ASLCH (1)

¢ 7 84 =

Az EHEE oL 5
SIS M ek Q.
URL 20| AN ASHE
SO Q2 iy

CEREEY
ol EfHlo|AZ g
FAH
o

S 2F T 2]

o=@ 2|7t S =Bt ch
A 431x| @

AESHA RS L2

Comment

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

LTk style.

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

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

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

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

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

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.




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

Examples:
English ‘ Translation ‘ Example Comment
It is not
necessary to
Cannot ... ~ oA Z A translate
Could not ... ol&L|CH ol& Ly, "could not"
into past
tense.
If "failure" is
used as a
noun, it can
Failed to ... ~ StX| o= SASHK] | be translated
Failure of ... BBl O} B L|C} into " =" or
"/\E]TLH,"
depending on
the context.
Cannot find ...
Could not find ...
~ 83 o2 &2 =+
Unable to find ... | @i&L|Ct. & L|Ct
Unable to
locate ...
Not enough
ot XNAtSH=
memory b 22 55t
o 22| 7} o 223t
Insufficient S Z=SHL| O} o 22| 7}
memory B=SHL|C}




English ‘ Translation ‘ Example

Comment
There is not
enough memory
There is not
enough memory
available
Translation
can vary

according to
the context.

. . ol ML For example,
... Is not available - Ee == "
~(AMB) E P Internet
ArEeh = )
; : o1& L Ct access is not
... is unavailable & L|Ct . y
BA = ‘ available" can
be translated
into "1 E] Yl o]
A 2~
SFRcARA=
An error It is
occurred while ... recommended
~She ot oS e = to transjlate
An error = ol o= these kinds of
d wh wl S =T messages into
occurred when ... N .
SMMELCE | HABBUCL | g =g
Error while ... instead of
Error when ... B

Error messages containing placeholders

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



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

Examples of error messages containing placeholders:

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

Order of placeholders

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

Example:

English

Korean text Comment
text

SIS  wamel o i "%2" can be placed before "%1" in translation

. %22| %10 M EXK| sentence. The order of placeholdgrs can be changed

%2 D= 20| AlSHElL|C differently from the source text since the placeholders
' contain numbers.

Two "%s" placeholders with no numbers are in
Setuprun  o;c(0|X|- 95)0f| A AKX English sentence. In this case, the order of

at %s on _ . placeholders can’t be changed. You may need to use
T2 0| AME LT} .
%s = < " parentheses to translate the English sentence
properly.

Step %d of

ot %d THAl/ A %d THA "%d of %d" can be translated properly using slash (/).
(o]

Page %d

of %d %d/%d | O| X| "%d of %d" can be translated properly using slash (/).
(o]

Proper usage of measurement unit after placeholders

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



Example:

English text

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

%d document(s) pending
for %s

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

A required keyword was
not found near line %d.

Korean text

%s = AL 2 %dAL
0| &fO|OfOF StL|Ct

%d 7l 2| M7t %sOf|
Chof Ch7| S LIt

%de 20| = HMZ
2to| A S T &BHOF
gL Ck.

Comment

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

meaning "character") is followed
without a space.

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

(in this case, "7i" meaning "number")
after "%d."

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

"Line %d" is translated into "%d &"

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

better readability. Sometimes the word
order may be changed.

Proper usage of postpositions after placeholders

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

Example:

Korean text

English text

Unable to find the specified

group "%11s!"

X™st 28 %11s'S(E) &

glaL

o

- 2(8) is used after
the placeholder.




English text

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

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

{1}.

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

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

Korean text

(0}2] AR} =& (1)1k(2}) Zotof
S

FSS CllO|E{ CI=E|2| S {0)0IM
M= O|Sot= S 2/

Ex-Fe=

Oy () olm) AL ZPU T 92
&< Flaka o) A s}

%11s!10[(7h) 2ot IS5 A 7t

A& AIAS LNt

Comment
H2}P) is used after

the placeholder.

()& is used after
the placeholder.

2(=) is used after
the placeholder.

O|(7h is used after
the placeholder.

5.2.3 Keyboard shortcuts

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

perform tasks more quickly. For example, the following menu options:

New
Cancel
Options

Keyboard shortcuts special

options

Usage: Is
it
allowed?

"Slim characters," such as |, |, t, r, f
can be used as
keyboard shortcuts

no




Characters with downstrokes,

available (minor options only)

such as g, j, y, pand g can be no
used as keyboard shortcuts
Extended characters can be used
as keyboard shortcuts no
s exdielifont) leiier, appearing This sometimes happens because
between brackets after item . o\
Usually No | English source uses an additional letter

name, can be used as a
keyboard shortcut as a keyboard shortcut.

In case of this kind of example, we use

a number as a keyboard shortcut. In
A number, appearing between this example, English source includes a
brackets after item name, can be | Usually No | number as a part of the text.
used as a keyboard shortcut

Example source: Memory 1

Example target: ™ 22| (&1)
A punctuation sign, appearing
between brackets after item

yes

name, can be used as a
keyboard shortcut
Duplicate keyboard shortcuts are
allowed when no other character | no
is available
No keyboard shortcut is assigned
when no more characters are no

When translating strings containing keyboard shortcuts (or access keys), the following

instructions should be followed.

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

Example:




English text Error example Correct example
OK =0l 2tol(&0)
Require 256-bit encryption 256H|E 223 HQ 256H|E Y=ot TR (&2)

IME MIME MIME(&M)

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

Example:

English text Error example Correct example

1 1(&1) 1

100% 100%(&1) 100%

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

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

A subtype of keyboard shortcut. A letter or number that the user types to access Ul
controls that have text labels. Access keys are assigned to top-level controls so that
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.

key

uNn




Example: In Ul localization Home™H

Document2 - Word

Insert Design Layout References Mailings
M

Segoe Ul “12 ~ A A Aa- B = .:Z.4c. EA

i
|

Paste B I U-ax. x A-%.A-

¥ Format Painter

Chpboard e Font . Paragraph

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

5.2.4 Keys

The keyboard is the primary input device used for text input in Microsoft Windows. For
accessibility and efficiency, most actions can be performed using the keyboard as well.
While working with Microsoft software, you use keys, key combinations and key
sequences.

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

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

« When translating key names, the word "7|" should be added after key names and
a space is inserted between the key name and the word "7|."

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

o In software strings, for example in EDB files, surround the key names or key
combinations with angle brackets (< >).

e In documentation translation including manuals and online help, do not use
angle brackets for key names.



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

7], Esc 7]).

Example:

English text

Software
translation

Documentation
translation

Comment

Press
SPACEBAR or
ENTER to
activate this
control.

Press
Ctrl+Alt+Del
using the
keyboard.

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

A ¥ o] ~uF &
<Enter> 7] & =19 9]
HEES

=

27 3hshAl 2

7| R EE AL-E-8h]
<Ctrl+Alt+Del><&
FEAL

o 3} A=
Abg-eto] gk
AR =+ AdFHH
<Alt+o} 2 &
R
BAHE oAl S

2|0

Enter 7] & % 2 o]
HAEES
g shskA Q.

7| B EE AH-8]
Ctrl+Alt+Del&
TFE2A 8.

o8 43
Apgako] 42

_»?j;(hs]—/\ o]Aqq__

Alt+o} 2l &
SRS =9 g3t
BAE oAl L

"Enter" key is
surrounded with < >
in software
translation, whereas
not in manual/online
help translation. Note
that "spacebar" does
not require < > in
both cases and

translated into
"v}:lﬂ] O]i]ﬂ]—."

< > is used for key
combination in
software translation,
whereas not in
manual/online help
translation. Note that
the word "7]" should
not be used for key
combination in both
cases.

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




Software Documentation

English text translation translation Comment
<91% AT > 7| Arrow key names
Usetheupand . :—_1 O}ﬂ]; % 3} 7] == should be surrounded
down arrow e . olg| & 314K 1S with < > in software,
sharEs> 71 & FRN )
keys. - AFE-3HA] 8. whereas not in
AH-&-38HA 8. :
manual/online help.
Function key names
S [27 oy ALA g -8 AHA g B should be surrounded
S HHWH <F1> 7] = HHHF 7| & with < > in software,
P- FEA L. FEA Q. whereas not in

manual/online help.

5.2.5 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.

5.2.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform

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

Standard shortcut keys

US English Korean

Korean command

US command shortcut key shortcut key

General Windows shortcut keys

Help window F1 o=l e F1
Context-sensitive Shift+F1 Atstol| Gt 23 Shift+F1

Help




US command

US English

shortcut key

Korean command

Korean
shortcut key

Display pop-up menu | Shift+F10 DO |45 HEA| Shift+F10
Cancel Esc ESPS Esc
Activate\Deactivate F10 s re F10
menu bar mode g B)/H| A B}
Switch to the next Alt+Tab Cle g eg Alt+Tab
primary application Dz3oz M3t
Display next window | Alt+Esc CIS & FEA| Alt+Esc
Display pop-up menu | Alt+Spacebar | &jj|&t Ato| &Y 0| &+ Alt+ AT O| A HE
for the window HA|
Display pop-up menu | Alt+- st 61| &o| T Alt+-
for the active child -

HA
window ' |
Display property Alt+Enter SIX| MEH st o] £ | Alt+Enter
sheet ‘for current AE EA|
selection
Close active Alt+F4 st eg o2 JH A | Alt+F4
application window =291

el

Switch to next Alt+F6 (REHE|A T2 28 Alt+F6
window within m2 3 oA CFS
(modeless-compliant) oo X
application SE Mt
Capture active Alt+Prnt Scrn | =t Xkt O|O|X| 2 Alt+Prnt Scrn

window image to the
Clipboard




US English Korean

US command Korean command

shortcut key shortcut key
Capture desktop Prnt Scrn HA3E O|OX|E Prnt Scrn
image to the K| st0] 2L 0
Clipboard
27|
Access Start button in | Ctrl+Esc O EA|ZE Q| AR} Ctrl+Esc
taskbar TERTPVPN
Display next child Ctrl+F6 Ct2 ot & EA| Ctrl+F6
window
Display next tabbed Ctrl+Tab Ct2 B4 & FEA| Ctrl+Tab
pane
Launch Task Manager | Ctrl+Shift+Esc | ZtQf Zha| X} Al Ol Ctrl+Shift+Esc
N ST NECEE
initialization
File menu
File New Ctrl+N MZ THE7| Ctrl+N
File Open Ctrl+O 7| Ctrl+O
File Close Ctrl+F4 =] Ctrl+F4
File Save Ctrl+S X & Ctrl+S
File Save as F12 CI2 0|22 XME F12
File Print Preview Ctrl+F2 Ol2f Ol2| E7| Ctrl+F2
File Print Ctrl+P Ol AH Ctrl+P
File Exit Alt+F4 T L7 Alt+F4
Edit menu
Edit Undo Ctrl+Z AlH XA Ctrl+Z




US command s::rf:l?tlili:y Korean command sh;(r‘::fl:rl‘(ey
Edit Repeat Ctrl+Y AlSH HEE Ctrl+Y
Edit Cut Ctrl+X 2L 7| Ctrl+X
Edit Copy Ctrl+C EA Ctrl+C
Edit Paste Ctrl+V =x0: 1= Ctrl+V
Edit Delete Ctrl+Backspace | AbX| Ctrl+E AT O] A
Edit Select All Ctrl+A 0= MEH Ctrl+A
Edit Find Ctrl+F k7] Ctrl+F
Edit Replace Ctrl+H HF3L 7| Ctrl+H
Help menu
Help F1 e F1
Font format
Italic Ctrl+I A=l Ctrl+1
Bold Ctrl+G =4 Ctrl+B
Underlined\Word Ctrl+U ol Ctrl+U
underline
Large caps Ctrl+Shift+A 3 | EXt Ctrl+Shift+A
Small caps Ctrl+Shift+K X2 CHEX} Ctrl+Shift+K
Paragraph format
Centered Ctrl+E 7ted o= Ctrl+E
Left aligned Ctrl+L Q|Z = Ctrl+L




US English Korean

US command Korean command

shortcut key shortcut key
Right aligned Ctrl+R QEZ QIE Ctrl+R
Justified Ctrl+) QF= Otz Ctrl+J

5.3 Trademarks

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

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

5.4 voice video considerations

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

Successful techniques for voicing video content

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

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

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

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

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

5.4.1 English pronunciation

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


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

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

Examples ‘ Korean pronunciation

RADIUS o C|f &
RAS 2tA

ISA OFO[ A}
LAN Gl

WAN 2t

WAP =1

MAPI Of |

POP o

Skype [skaip] l"]

Use the acronym pronunciation examples listed in the table:

Examples ‘ Korean pronunciation

ICMP OfO| M| A |

URL g
TCP/IP E[M| | /0t0| |
Rqc.exe LM EO[A A0
HTML Of| O X[ E| A &

= AT, WA



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

URLs

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

Examples ‘ Korean pronunciation

CEREEREER
O3 2AZE H

M S2lAl 220t
http://www.microsoft.com/korea OR

CEREEREER H
O0|AZEAZE N

M S2lAl #0]2&0]00]

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.

5.4.2 Tone

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

5.4.3 Video voice checklist
5.4.3.1 Topic and script

» Apply the following Microsoft voice principles:
o Single intent
o Clarity
o Everyday language



o Friendliness
o Relatable context

5.4.3.2 Title

e Includes the intent
e Includes keywords for search

5.4.3.3 Intro: 10 Seconds to set up the issue
e Put the problem into a relatable context
5.4.3.4 Action and sound

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

e Synchronize visuals with voice-over

e Fine to alternate between first and second person

e Repetition of big points is fine

5.4.3.5 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

5.4.3.6 Ending

° Recaps are unnecessary



