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1 welcome

B Microsoft

® 0 Microsoft
‘ Localization
—

Style Guide

Chinese (Traditional)

Welcome to the Microsoft Localization Style Guide for Chinese (Traditional). This guide
will help you understand how to localize Chinese (Traditional) 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 Chinese (Traditional).

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

e Revised Mandarin Chinese Dictionary: http://dict.revised.moe.edu.tw
e Dictionary of Chinese Idioms: http://dict.idioms.moe.edu.tw

Informative references

These sources may provide supplementary and background information.

1. https://docs.microsoft.com/zh-tw/
2. Online Reference Materials by the National Languages Committee, Ministry of Education,
R.O.C
o Revised Handbook of Punctuation:
https://language.moe.gov.tw/001/upload/files/site_content/m0001/hau/haushou.
htm#suo (For reference only; the rules described in the style guide have
higher priority if there is discrepancy.)
3. Academic Glossaries by the National Academy for Educational Research:
http://terms.naer.edu.tw/

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:

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

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

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.

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


http://dict.revised.moe.edu.tw/
http://dict.idioms.moe.edu.tw/
https://docs.microsoft.com/zh-tw/
https://language.moe.gov.tw/001/upload/files/site_content/m0001/hau/haushou.htm#suo
https://language.moe.gov.tw/001/upload/files/site_content/m0001/hau/haushou.htm#suo
http://terms.naer.edu.tw/

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

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.

The end users are of all ages and genders. Do not use any term or expression that is

discriminating. Wording and tone in the translated text should not be discriminating

against gender, age, race, occupation, religion, political belief, political party, national
origin, geography, the rich, the poor, as well as the disabled.

Always use the polite form & for "You" in all of the software products.

Example:

English Translation

You are now connected to the Internet. RIRTE B E R FIHEIEHEEE




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 Traditional Chinese 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 Traditional Chinese users. Sometimes, you may need to remove any
unnecessary contents.

English example Traditional Chinese example

Meet Windows. 25 Windows

2.1.2 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.

en=US Source Tradltlonal Traditional Chinese word usage
term Chinese word
PC s OK to use when talking about "personal computer.”
= For example, use "#REJERE" instead of "{&#Y PC."
customer pp Use 2R instead of 2 I
service



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

2.1.3 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.

Enalish text Correct Traditional Chinese Incorrect Traditional
9 translation Chinese translation
For surfing the web with gz mpe s .. ATEEEE LHRRER .
lightning speed ...
Your life, connected through . .o s ey 53 frtESE, BEEREE
the cloud
..is configured to run... B EXTE AT SBATERRE.

2.1.4 Words and phrases to avoid

Microsoft voice avoids an unnecessarily formal tone. A similar is for Traditional Chinese -
words or phrases to avoid and their equivalent words or phrases expressed in the
Microsoft voice is provided below. Use &% as necessary to make sentence more
understandable. Use #& instead of /i for "you" (singular), use 1{ instead of &1 for
"you" (plural).

en-US Traditional Chinese old Traditional Chinese new
source word/phrase word/phrase
Don't BE e

need to




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

the Microsoft voice.

2.2.1 Address the user to take action

In most cases, adding #% before imperative verbs will make the voice more polite and
the meaning clearer. For example, translate "Input password" into "F#&#i A\ Z 5" is much

better than " N\ 215",

US English

Explanation

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

Traditional Chinese target

EIBETIER, #FHEHA X
EBREAKRNNE,

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.

SEEMEREN FHed
— FTREHFHH K,

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

ERE R LB EIT

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

Would you like to
continue?

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

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

AEHMEREERENEMA
L. FEREEREY,
AL (Bl E] PRAFEH
o

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




2.2.2 Explanatory text and providing support

US English

Traditional
Chinese target

Explanation

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.

BERERH, B
Windows 10 ZE#ER T
EEHEE), BBLEFEH
FEREEME., EFREIZ
BiFHEER S,

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

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

HRAEEHE), BA
H B EE(E A L B RY
Hit AN ERREFH
I

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.

TR IE a8
BiEzk, LHOXHSE
BB EERMXHE

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.

BAE—LERE! FKAFE
THMEREREILEMN
AIGAME USB TREIREREHE

o

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

2.2.3 Promoting a feature

US English

Traditional Chinese

Explanation

Picture password is a new way to help
you protect your touchscreen PC. You
choose the picture—and the gestures

target

B H =B —EH
X, RAERERRMAE
EAERNER. T
AREEFEEELEE

Avoid use of the Chinese
dash and replace it with
colons, commas or
parentheses instead. You




you use with it—to create a password
that's uniquely yours.

ARERMFE, LET
HEMENE.

can also start a new
sentence.

Let apps give you

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

MFE R R R
totiE. B8, ESE

Promoting the use of
apps.

Depending on the
context of the string we

FERHE B & A IR can add some more
BEBEAEBHAR. familiarity to the text by

using everyday words for
e.g. PC

2.2.4 Providing how-to guidelines

US English

Traditional
Chinese target

Explanation

To go back and save your
work, click Cancel and finish

EEL@I%@IQ\

. BBHE—T [BUH] :’[t

Short and clear action
using second person pronoun.

what you need to. TEREEEN T,
) SR Voice is simple and natural.

To confirm your current EEREREEIIME R The user isn't overloaded
picture password, just watch the | 5, REZHEER " :

with information; we tell them
replay and trace the example It B HEHRE Fr L8R

: only what they need to know to

gestures shown on your picture. | EHIF 2, -

make a decision.
It's time to enter the iﬁﬁtf‘]&féﬁ:‘néf“ iﬁja:az:”e t:sselrr] dlsrzzgd
product key. When you connect | fiE#RE "fﬁlﬁ‘fﬁﬂ%ﬁ erson ron{)un "gou" on clear
to the Internet, we'll KPS =E AT gctions Ec)o enter tf?e roduct
activate Windows for you. Windows, P

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 by region, 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 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:
Rewrite to use the second or third person (& or &).

e Rewrite the sentence to have a plural noun and pronoun.

o Usearticles 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, or them) 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

Chinese (traditional)

English examples examples




HEERERE

HERER

like to dial.

number.

A user with the appropriate | If the user has the appropriate | ., L. | EERER
. , : , EHIMERR, B i
rights can set other users rights, he can set other users e . fthEEERTE
RESCEEMEE |
passwords. passwords. R BT Hitif=E A&
e HIZE .
Devel A | = =
environments, but thep environment, but hepdoesn't s R
, ' Y ' | mhwmRs | BEEST
don't need access to the need access to the servers in =
. AR AR 2.
servers in Azure. Azure.
When the author When the author EEERRE i;’zﬁfﬁﬁ
opens the document ... opens her document.... XA ’
To call someone, select the To call someone
person's name, select Make celect his name IselectMake . EEMFUEAN | FEFURE
a phone call, and then hone call andlthen celoct is | ° REREA | A FEER
choose the number you'd P ' BMATF.. fthr B =F...

3.2 Accessibility

Microsoft devices and services empower everyone, including people with disabilities, to
do the activities they value most.

Focus on people, not disabilities. Don't use words that imply pity, such

as 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

English example

Use this

Chinese (traditional) example

Not this

Select Click

2 ®B—T




Keep paragraphs short and sentence structure simple. 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 (~).For example:

Hik— T sk HiE—T+

4 Language-specific standards

This part of the style guide contains information and guidelines specific to Traditional
Chinese.

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:

Traditional Chinese words do not generally use abbreviations. When dealing with
English abbreviations, please apply the following general rules:

e Use of abbreviation is based on English source text.

e Abbreviation should not contain a space.

o Use a non-breaking space (Ctrl+Shift+Z24&##) in any abbreviation to avoid having one
letter move to the beginning of the next line.

e English abbreviation of months and days of the week are as follows;



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

Expression Acceptable abbreviation

Mon, Tue, Wed, Thu, Fri, Sat, Sun —. =. =, @®E, &, /X, H

Don't abbreviate such words as follows:

e Do not abbreviate Microsoft as MS when Microsoft is a part of product names.
« Do not abbreviate Visual Studio as VS in product names.
« Do not abbreviate operating system names.

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).

Traditional Chinese words do not generally use acronyms. When dealing with English
acronyms, please apply the following general rules:

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

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

Example:
English Text Error Example Correct Example
HID AIEN EZEE (HID) HID
Human Interface Device, AN EEE

o HID, AtiEfrE&EE (HID)




English Text Error Example Correct Example

Human Interface Device, ANEENTEEZEE (Human Interface Device AN EEE
HID , HID) (HID)

e Ifan acronym is used in title, do not write the full spelling of the acronym.

e Acronym letters should be all uppercased unless the source text uses lowercase officially
(like “IPv4") or otherwise specified in the Language Portal.

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

Example:

English Text Error Example Correction

several IFSs  #&{& IFSs & IFS

three OEMs 3 & OEMs 3 K OEM

Localized acronyms

Here are some commonly translated acronyms.

Example:
AM £F
PM T4
ID a8 1 55

Unlocalized acronyms
Here are some commonly unlocalized acronyms.

Example:



Source Text Target ‘

HDMI HDMI
MB MB
GB GB

4.1.3 Adjectives
Possessive adjectives

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

Example:

Source Preferred Target Avoid

You organization may customize
your My Site or limit the changes you
can make to it—for more

_) R B E T B ETAR
() tEpom A T e () CRMERRITEN
o . MG . SR
fauh) , SRREEELUE L, e e
=% ) = s .m\ﬂ-u{ﬁﬂl‘]xg , yul_'lﬁ

. . BT ; INFEFMER, seemimen £ ;
information, see the person who i , iy EFHERA, s
: HeGIESE a2 4 0k b  r e 7 =
manages My Sites for your 2 e E AT MRS 2EEE

organization. RS B,

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

Example:

Source Preferred target Avoid

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

(+) BTSLIBinterop.jar &% (-) BTSLIBinterop.jar £ =2
EEERES (REiER) SERERHN (REER)
TLEMERE H TAEMETRER H
EnterpriseOne R#fifTE%  EnterpriseOne REfEFTESE

o o




In most situation, any verbose "f#J" can be left out by syntactic approaches, which means
"Z..[1" pattern shouldn't be used too frequently. If and only if ffjcannot be left
out anyway, please change []...ffjto 2 ...f.

Example:

Source Preferred target

Add a page to My Content ~ (+) ¥IBMEZE #p0MEE) £ () FBWEE [Ha0ELE)
on your My Site. 2 TEMAR,. L8y THARES.

4.1.4 Articles

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

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

Example:

Source Preferred Target Avoid Comment
Alternatively, you can (+) Tt T LIRS (_._-) RharLliE  HEHEIRAE might mislead
create a new permission STHMERZE  the readers to think there

. o go %J?E"J*EBE%%&, {E A n
level to contain a specific i #hk, FEBTE  are "more than one set of
. HESEHEEN o Y
set of permissions that Ty WERTEERIF  permissions”. Therefore, "a
you specify. ° EHERRAE. is translated.

Unlocalized feature names

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

Localized feature names

Do not contain any article in translated feature names.



Articles for English borrowed terms

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

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

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

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

The internet may be a helpful reference here.

Always consult the Language Portal to confirm the use of a new loan word and
its proper article to avoid inconsistencies.

4.1.5 Conjunctions

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

For Traditional Chinese, it is the same as for en-US. Depending on the choice of
conjunctions, tones can be changed from formal to conversational. For example, [0
% ] sounds more conversational than [fifi#5] .

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

English source text

1you need to convert the WEFEMALHE, B9 NRFENRENE, TR

database, do one of the 353t h— BB 3 55 h— B E:
following:




4.1.6 Contractions

For en-US Microsoft voice, the use of contractions helps to convey a conversational tone
and are used whenever possible. Use of contractions help convey a conversational tone
in Traditional Chinese as well.

English source Traditional Chinese long Traditional Chinese contracted
text form form
Just in case LI & — LIgR
in a nutshell RmE 2z Rz
But BRE /& 8
already B 2

4.1.7 Font localization
Dealing with Bold and Italic style
e Bold and /talic style should be avoided for Traditional Chinese characters. For example,
Italic style should be removed for localized book name and () must be used to quote

the book name:

Eng: For more information, see Office 365 Migration Guide.
Wrong Cht: IR FF4HE AR, #h2B (Office 365 E#H#15HT) -
Correct Cht: INFHEFFANE AN, 5520 (Office 365 MIEIER)

Exception:

Bold style for headings should be kept as-is.

Source Traditional Chinese
Heading 1 ERE1
Paragraph Text Paragraph Text BB PR X FEREX
Paragraph Text Paragraph Text FEREXF Bold headings should
Heading 2 g2 be kept as-is.
Paragraph Text Paragraph Text BB PR X FEREX
Paragraph Text Paragraph Text FREXF




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

Eng: The use can't be removed once all other users are removed.
Wrong Cht: B2 Er il HALE I # 2 /i, [ 865 ] REERaZAE &
Correct Cht: B2 ER T A HABME A # 2 1, MIERLERGZ A .

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

Eng: Type a:\setup
Wrong Cht: #iif Aa:\setup
Correct Cht: #i A\ a:\setup

e ltalic style for placeholders should be replaced with BOLD style.

Eng: Type password
Wrong Cht: it \ 27
Correct Cht: Bif] N\ 51§

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

Eng: Click Open to open it.
Wrong Cht: #%—F [BBK PABIRCE .
Correct Cht: #%—"F [BHRQ CABIRLE -

Exception:

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

Eng: If your server is located, the Log on to <YourServerName> page is displayed.
Wrong Cht: A BN IkeS, BN < BRI RS 7> B FERETR.
Correct Cht: HHRBNEHIFAIRAS, BN <BHAREE LT > Hin] FEEVEUR.

4.1.7.1  Font strings in string table or HTML/XML

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



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

Exception: Segoe Ul Semilight => Microsoft JhengHei Ul Semilight

o If the resource ID contains “font-family” (or “fontfamily”) or two or more fonts are
used in source string, add Microsoft JhengHei Ul, Microsoft JhengHei, ##liBA%E in
front of the English fonts and leave English fonts unchanged. For example, Segoe
Ul, Verdana, Tahoma, Arial => Microsoft JhengHei Ul, Microsoft JhengHei, $7#HEA
2, Segoe Ul, Verdana, Tahoma, Arial. Except in the following cases:

Replace console fonts (Consolas, Lucida Console) with "4 BH#&".

e For Windows binaries listed below:

o if the source string is Font-family and contains Segoe font (Segoe U],
Segoe Ul Light etc), add “Microsoft JhengHei, ##IBAZE" in front of English
fonts;

o if the source string is Font-family and only contains legacy font (Tahoma,
MS Shell DIg etc), add “#r#liBAEE" in front of the English;

o if source string is NOT Font-family, put Microsoft JhengHei in
translation for Segoe font and put#r#liBAfE in translation for legacy font.
ieframe.dll.mui
ehres.dll.mui
omdproject.dll.mui
printui.dll.mui
ps5ui.dil.mui
pscript5.dil.mui
mshtmler.dll.mui
calc.exe.mui
apds.dil.mui
microsoft.powershell.gpowershell.resources.dll
fms.dll.mui
upgres.dll.mui
getuname.dll.mui
shwebsvc.dll.mui”

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

Font size strings



Equal or less than 8 (pt.) 9pt

Equal or greater than 9 Source (no change)

4.1.7.2 Dynamics-specific rule for font size strings

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

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

4.1.8 Localizing colloquialism, idioms, and metaphors

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

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

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

o 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.

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

Samples of acceptable Traditional Chinese colloquialisms

¥k (fan)
Z A (expert)
3B (novice)

£ (geek)




— /13 (to kill two birds with one stone; to attain two objectives or gain two advantages by
a single move)

EFIhF (to yield twice the result with half the effort) / E{ELN¥ (to get half the result with
twice the effor)

Bl 71 (to pull together; to hang together; to work together with one heart; to make
concerted efforts; to work in concert with)

2= 5$Ti& (tailor-made)

Samples of unacceptable Traditional Chinese colloquialisms (provide English

explanation for all the terms)

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

A% (FRIEHRR) (That's it, That's all)

LKK (Z+040) (old)

B (F2) (classmate)

B (&) (embarrass, awkward)

B (FR4X) (http://www.nciku.cn/search/en/that)

%8 (whoops)

4.1.9 Modifiers

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

Example:


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

Less fluent

English

Correction

translation

Comment

type. B,

o

For more effective

troubleshooting, use

this error message. .
N0

(-) RERXIE

Invalid value for the  (-) 8BRS  (+) HERERE

certificate validator BRAERENN KERWEEY

o

Setup is optimizing Py (+) BIRF AR
your system for S E{i\*&"‘b , REREXIEE
better performance. TEECRE B,

() AERER  (+) AEEEHE
MRS HEEEAE, MBERERME
PR FLLEERREA | SEEALLEER

AR

In Traditional Chinese text,

the meaning is "The value for the
certificate validator type is
invalid," which is more fluent
translation.

"better performance" is
translated as a meaning of "to
increase performance," which is
more fluent translation.

"more effective troubleshooting"”
is translated as a meaning of "to
troubleshoot more effectively,"
which is more fluent translation.

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

long.

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

Example:

English

Less fluent

Correction Comment

translation

The Chart Web Part is a
Web Part that can be
created and added to a
SharePoint site to
enable users to view
performance and other
types of information at a
glance.

(-) BIRBERSE,
AT LLE L W ETIRE
SharePoint #3i&/
WEMEY, Z=EH
EHR AR Eith
BRI EFRES—
BT,

%%%iﬁﬁ%%ﬁi strings that consist of
SharePoint #8i4,
;’%Egzggiﬁ?ﬁ a comma to separate
BES—H TR,

When translating

relative clauses, do
not simply use

the modified and the
modifier.




Less fluent

English ) Correction Comment
translation

This document describes

a number of the new () AR —  (+) RS —
features, and gives LeHTime, WHEH  LEHTEE LHHF  Avoid word-for-word

details about scenarios R ARE e ThRE|] MR EAERE  translation.
in which they may be EERE ARI=ESI, LEThEERI RS,

useful.

4.1.10 Nouns

In Traditional Chinese, 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 suffix 1] at the end of nouns, or adjectives "ig£&" "—1&" before the
nouns to indicate plurality, but it is frequently omitted without affecting overall meaning
and also grammatically accepted.

4.1.11 Prepositions

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

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

practice in conveying Microsoft voice.

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

Example:

Traditional Chinese

US Expression . Comment
expression

Storage Expansion Card for Xbox R Xbox Series X|S #IfE# In this case, *for" is

. translated into
Series X|S FRER ey




Traditional Chinese

US Expression . Comment
expression
= In this case, "for" is
For external users, please contact EEINBERE, FHEHEMN .
. PR translated into
your system administrator. RifE &R, rEs

4.1.12 Pronouns

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

Example:
English tess flu.ent Correction Comment
translation
Add a page to My () FRREEERN (+) FEREE T o
Content on your My MFpoMnh] £z FA\iL £2 T :m't your" for
Site. E: -5k HIIRE . uency-

- Avoid using non-
This document human pronoun €. If
describes a number of () AX R —  (+) AX iR necessary, use
the new features, and E#HTee, WHEF —LHEE EH - por clarity,

gives details about MR EMAIRER FHHMERAEAHEA  sometimes you may
scenarios in which they  HFHBIEH, ELEThEERIZ=EH, want to repeat the
may be useful. exact noun in place of

the pronoun.

4.1.13 Punctuation

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

Please refer to the following tables and use the correct set of punctuations.

For Software, the convention is as follows:



Half-width Full-width

? 9
() -

g
[]

For Documentation, the convention is as follows:

Half-width Full-width

@)
[]

Vi

<>

[

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



Comma

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

Example:

Traditional Chinese

English text Comment
9 text

This dialog box
enables you to add

constant & e] LAME AL #5577 B2k

input parameters, update  FIBEBEMASH. BH -
ingut zarameters, P AR SEE AR P:cease note "che pattern fo‘r this kind
change the order of input  BIIBFF, LIRMERFER °© SEETES B oy omy 2222
parameters, and delete RIEIA B2,

incorrect input

parameters.

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

localized sentences, English

punctuations should be used when
Content must be

. " AB L ZEZE "empty”, the previous term and the coming
of type "empty”, . o § . .
"eltOnly”, "textOnly” eltOnly", "textOnly" 5% term are unlocalized/English.
' "mixed" E4B, Only punctuations next to

or "mixed". CHT terms/wording should the CHT

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

Example:



English text

Microsoft, Windows, Outlook,
PowerPoint, Azure, and Xbox Game
Pass are either registered
trademarks or trademarks of
Microsoft Corporation in the United
States and/or other countries.

Traditional Chinese text

Microsoft, Windows, Outlook,

PowerPoint, Azure & Xbox Game
Pass {%& Microsoft Corporation f£3€
B B/ =k H At B 2R/ h [ 4 5 R P A

Ro

Comment

Keep the
English
commas as is in
this context.

Colon

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

Example:
English text
Invalid argument: %1

To activate the product, please follow
these steps:

MRS %1

HRRUAES,

Traditional Chinese text

Comment

Software
localization.

Document
localization.

Dashes and hyphens

Three different dash characters are used in English:

(1) Hyphen

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

(2) En Dash




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

The en dash is also used in number ranges, such as those specifying page numbers.
No spaces are used around the en dash in this case. In Traditional Chinese,
please proceed as follows:

Example:

Traditional Chinese

English Text Comment
gltsh Tex text

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

Depending on the
FHEM%EEERT 25  context, you may want to use
£ 30 &, ZE in place of en dash for
better flow of the text.

Persistence
performance has increased by a
factor of 2.5 - 3.0.

(3) Em Dash

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

for "one" (—). Oftentimes, there is no need for such punctuation through rephrasing. If
punctuation is needed, you may want to use (), : or en dash to emphasize the
element.

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

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



Example:

Traditional Chinese

English text Comment
9 text

Click "About.." for more  MNFEFMEN, FEHER— "About.."is a Ul. When it is enclosed in [
information. T (BRI, 1, ellipses should be omitted.

Period
Traditional Chinese period (. ) is used in both software and document localization.

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

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

Example:

English Text Traditional Chinese Text Comment

Wizard mode. (Default if no BERX (RIEEEMBEEF  Please pay attention

other parameters are ATEERIE). to the position of the period.
specified.)

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

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

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



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

In Traditional Chinese, follow the rules as follows:

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

Example:

Traditional Chinese

English text Comment
gl = text

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

Click "About" for INFFMER, FiR—
more information. T [,

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

Example:

Traditional Chinese

English text Comment
9 text

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

Content must be of type REXZERZ "empty”,

"empty”, "eltOnly", "eltOnly", "textOnly" Bk
“"textOnly" or "mixed". "mixed" EIR,

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

Example:

English text Traditional Chinese text Comment

JEEZE (Microsoft Word

for Windows &) %
+F,

() for

books, guides...

... see Chapter 12 in the Microsoft
Word for Windows User’s Guide.




English text Traditional Chinese text Comment

.. see "Special Characters” in chapter 4, --FRZREMNE <BEXREFE §1a> :;rs -
"Programming Fundamentals." s B < 3 H%FEIT > —E, sectri)ons

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

Example:

Traditional Chinese

English text - Comment

sk entheueiae s o, 5 Ut oo s v
is... ' =%, ERATEE.. attentr:)n.

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

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

4.1.14 Sentence fragments

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

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

Traditional Chinese long Traditional Chinese sentence

English source text

form HEL T
Use the following steps. {KEB T I ER... FELUT.

Please refer to the

: FBETH ERTR
diagram




4.1.15 Singular and plural

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

Example:

Traditional Chinese

English text S Comment
Selecit one or more SEER— 5% %8 Cookie Remove the plural "s" and capitalize the first
cookies letter of the word.

4.1.16 Spacing

Spacing is an important consideration when localizing the strings into
Traditional Chinese.

The following general rules are applied:

e Half-width space needed between Chinese characters and English letters or numbers

Example:
English Translated text Comment

Incorrect: 7 Z1 A4 A% = M
RS B i xsictype &
Aflo

Serializers could not deal Space needed between

with unknown xsi:type Chinese characters and English

information. letters

Correct: J7FIALFE A %
BEEEANBH Y xsiitype &
Al

Space needed between
March 14, 2021 2021 £ 3 A 14 8 Chinese characters and Arabic
digits




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

Example:

English Translated text

Incorrect: 214 FH 1% 71 iR (3E
Windows) B ks s, Windows B K it
Z RN ABFE AR, R AF 8k
EWT A, 7 P T RN E

If you are using a third party (non-Windows) =

firewall, or a Windows Firewall that is subject to

domain policy, you must manually configure the

firewall for the caching features to work properly.
Correct: & {# A IR (JEWindows)
Fh A EL Windows [ X it 2 2| #815 [R Al
¥R, BB EFEERER NG FThE
SERENThEEIEFIESE,

Incorrect: LAYH B4 $8%— R [RFID jiZ

HEF]
Right-click the RFID process.
Correct: LUBBRASIZE—T [RFID [ZEE

Flo
However, the above rule does not apply to:;1?
English Translated text Comment
Search: = n\a

Remote ADO Error: Either BOF or EOF  i=im ADO #£83: BOF 5% EOF In this case, no space
is True, or the current record has been & True, BZ2FEAPRERE before: and; the
deleted; the operation you requested MR, RERIZETE  space after them are
requires a current record. FEAPRRE, kept as is.

e No space needed around Chinese full-width punctuation marks

Example:




English Translated text Comment

To identify yourself, please enter your EHEXRBHABCHISHS, WA  No space needed

extension or full phone number 7R R ST B B AT RS, between Chinese
followed by pound (#). BREBRAFTE #), characters.

The BTSLIBinterop.jar file is generated

by the EnterpriseOne system - No space needed
y Lerpriseline system RiEEE (REHRE) QS0 pace ne

by following the instructions included  _, . between Chinese

: _ , R, B EnterpriseOne %k

in the Installation Guide for the _ characters.

FTES.
adapters.

BTSLIBinterop.jar f& % 2 & &

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

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

Example:

Less fluent

English ) Correction Comment
translation

The Chart Web Partisa () BIREEBH (+) ERILIRIL

Web Part that can be AILAEEN I E 2 ExREEAEE

created and added toa ¥8ZF SharePoint  $TI@ZE

SharePoint site to Bt E Y  SharePoint i Rephrase in the active
enable users to view , EEREHR | EERAEHR voice

performance and other  3XBER EAhZER  MEERHMER

types of information at ~ FIEFREHN—H  WIEFRESN—H

a glance. TR TR,




English

Less fluent
translation

Correction

Comment

The file is saved
automatically.

A work item, also called
a task, is an activity that
is assigned to and must

The file is saved
automatically.

be executed by an actor.

() BEEREFE
E N

TARIRH,
MATAE, —
A BT IRAG BT
W ED HAn 28
PEITE AT

EEEE W
ﬁo

(+) RIRE H B

FE=.

THEEMES
Tk, RIEIR#E
BITERNED,
BB ABIIT
#]iT,

EEEERE

o

Avoid using ..., pattern
with & beginning a
sentence.

Though constructed in the
active voice, the original
translation is vague
because the underlying
subject that performs the
"save" action is missing.

4.1.18 Verbs

For US English Microsoft voice, verb tense helps to convey the clarity of Microsoft voice.
Simple tenses are used. The easiest tense to understand is the simple present, like we

use in this guide. Avoid future tense unless you 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.

Continuous operations are usually expressed in English with a gerund, which should be
translated into Traditional Chinese with the pattern 1IE%...

Example:




Preferred

English . Comment
9 translation

(+) EERAEX () EE= Though # could be used, it is less

Saving text file... fluent and might cause confusion in

FRE. FEED..
some cases.
Completing (+) EEERER () TRRE
installation... g /...

In English, the titles for chapters usually begin with phrases such as "Working with ..." or
"Using ..." Do not apply the pattern 1IE7E... as these titles have nothing to do with
continuous operations.

Example:

English Correct translation Incorrect translation

Using Paint (+) ER/NER () EEFERANMER

Selecting and editing objects | (+) R EHEEYH | () EEERXEEDH

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 Chinese Traditional, using idiomatic syntax and terminology, while at
the same time maintaining a high level of terminological consistency, so as to guarantee
the maximum user experience and usability for our customers.

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
Traditional Chinese-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™).

Sometimes product names can be confused with general component names. For
example, "Microsoft Transaction Server," "Microsoft Message Queue" and "Microsoft
Distributed Transaction Coordinator" are product names so they should be left in
English. During localization process, you may encounter “transaction server (52 #)j{a] iz
#4)," "message queue (FE1T41)," which are not specific product names but just general
component names so they should be translated. You can distinguish them whether
"Microsoft" is preceded or not, or sometimes based on the context.

Product names are also often confused with applets or built-in component names. For
example, "Microsoft Notepad (Microsoft ZL 5 4)" is not a separate product but one
of the built-in components in Windows. So it can be localized.

There are some cases where product names are translated in unavoidable
circumstances. Such examples are packages, marketing materials and press releases.

Version numbers

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

US English Traditional Chinese target

Version 4.2 | 4.2 ki

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


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

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 Localization rules for special URLs

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

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

Note: (323C) does not refer to the original English text. these characters must be added
as is to let the users know they are going to an English website.

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

e If the URL is not embedded in the text but explicitly mentioned the download location or
URL destination: please translate the link text and add (%3X) at the end of the text if the
page is not localized yet, so the users know they are going to be directed to a
unlocalized website.

Example:

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

Translation: Windows 2% U <f# 385 > (5 30) A JA http://www.microsoft.com F
i

o If the URL leads to an article that is machine-translated: instead of using the machine
translate title, please translate the link text on your own and add (#23%1:%) at the end of
the text, so the users know they are going to be directed to a machine-translated page.

5.5 Reference materials without translations

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


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

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

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

Translation: 7£ "Introducing Software Localization in Microsoft" —& 1, 130 F AL & AH B
HIREAR . ZIEATEEN .

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

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

Translation: INF A&, 47 "Introducing Software Localization in Microsoft"
H ) "Industry Today" —il.

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

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

content consistent.

Translation: Terminology management is the key to the success of the project. We need
to start to collect the terminologies as early as possible in order to keep the content
consistent. (i 55 FLE BE NI ER . AL AR PR 5E, 4 REaE N AR
—)

5.6 Software considerations

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

5.6.1 Arrow keys

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



5.6.2 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.

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

English term Correct Traditional Chinese translation

Press F1 to get Help
If you want Help press F1 2 F1 ISE S
To get Help press F1

Not enough memory
Insufficient memory RERETE
There is not enough memory

Save changes to %17
Do you want to save changes to %17

EEEREYH %1 P EEE?

Traditional Chinese 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.

Standard phrases in error messages

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



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.

Examples:
English Translation Example Comment
Cannot Source: Cannot delete the
mik. file. n/a
Could not ... . -
Target: HEEMIPRIEZR,

Failed to Source: Failed to delete
Failure ofm |k the file. Recommended translation.

Target: FEEMIPRIEZR,
Cannot find ...

Could not find
Source: Unable to locate
data source. n/a

Target: $ A EIE F 2RI,

Unable to find HAF..

Unable to

locate ...

Not enough

memory

Insufficient

memory Source: There is not

There is not enough memory available  If another phrase is attached
enough FCIERETR R  to perform the operation.  to this type of strings, use "#&
memory Target: ;2fREETRE, E|E  E+Verb”

There is not HMATHIEER,

enough

memory

available

- Source:‘ Internet access is If "che sybject is a. person, then
vailable 55 55 not available. this might be #&&#%8, kLt

Target: J\EZFAMEEMERE R or IRAZ, depending on

... Is unavailable

You might want
to...

o

Source: You might want to
use the latest version.

the context.

Please avoid R A[REFEE...




English Translation Example Comment

You may want Target: 3251 F AR HH
to.... AR AR

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

For example:
Source Translation
%d users are %d SLfEFAEEHLE Add appropriate measure words according to the
online. 0 nouns.

2. No space is needed if the placeholder is to be replaced with a localized string.

For example:



Translation

Click the Finish B—T N\\[I5ER\\] [Wizard] will be replaced with a localized
button to exit the R ERLUFE R [Wizard] name. Therefore, there is no need to keep
[Wizard]. o a space between #&3 and [Wizard].

5.6.3 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
allowed?

Keyboard shortcuts special options

Always convert the
lowercase letter to the
uppercase one.

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

used as keyboard shortcuts yes Example:

Source: Exit
Target: 45 5 (&T)

Always convert the
lowercase letter to the

uppercase one.
Characters with downstrokes, such as g, j, vy,

p and g can be used as keyboard shortcuts yes

Example:

Source: Replay




Usage: Is it
allowed?

Keyboard shortcuts special options

Target: = (&P)

Extended characters can be used as

keyboard shortcuts n/a n/a

An additional letter, appearing between
brackets after item name, can be used as yes n/a
keyboard shortcuts

A number, appearing between brackets after
item name, can be used as yes n/a
keyboard shortcut

A punctuation sign, appearing between
brackets after item name, can be used as yes n/a
keyboard shortcut

Duplicate keyboard shortcuts are allowed

. . no n/a
when no other character is available
No keyboard shortcut is assigned when no
more characters are available (minor options n/a n/a

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 the user can use the keyboard to move through the Ul
quickly.

access
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

key tip

Document2 - Word

References Mailings Review Vi

I U «ax x ¥ . A =

Paste
= N 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 command.

shortc  Example: Ctrl+N, Ctrl+V
ut 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.

For Traditional Chinese, the convention of translating strings with keyboard shortcuts is
"translated text(KeyboardShortcut symbolCapitalized latin key character)"

No space is needed between the translated text and ()



Examples:

Source Correct example Incorrect example
Exit A4 R (&LE) A4 R(E)
Print FIER (&) 1) E[1 (&)
Replay HE(&P) H AR (&P)
Capture object 1 SRR — (&) FEECIE 1(&1)
MIME MIME(&M) MIME
&amp;About B (&amp;A) BARL (&A)
Show _More Buttons HREZRB(M) BN E ZHRER(&M)
Home'H ERAH ER@H)
Co&ndition'O fER {4 (&N) O 154 (&N)O
&Preview in Multiple Browsers FAZEZIEIRTES (800 x A% E=ZIE 3R TEE (&P)(800
(800 x 600) 600)(&P) x 600)

However, there are some other scenarios to be noticed:

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

Examples:

Source Correct example Incorrect example

Start!  BHIRN&S) B 45 (&S)!

Stop?  1EILE?2(&S) {5 1E(&S)?




2. If a string is followed by ":", ">" or "...", put the keyboard shortcut before them.

Examples:
Source Correct example Incorrect example
Search: W (&S): 1 F(&S)
Next > T—25(&X)> 4> (&X)
About... [5# J1% (&B).. B2 .. (&B)
Hyperl&ink..'H &&&E§E@&l)..."H HBEEE (&) H...

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

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

For example, BT . (&W) or BT (&W)

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

Examples:

Source  Correct example Incorrect example

1 1 1(&1)
100% 100% 100% (&1)
800 x 600 800 x 600 800 x 600 (&8)

S S S(&S)




Source  Correct example Incorrect example

(&)

5.6.4 Keys

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

Key names
Alt Alt
Backspace pIEy i
Break Break
Caps Lock Caps Lock
Ctrl Control
Delete Delete
Down Arrow Al T 82
End End
Enter Enter
Esc Esc
Home Home
Insert Insert
Left Arrow [A] 72 632
Num Lock Num Lock
Page Down Page Down




English key name Traditional Chinese key name

Page Up Page Up
Pause Pause

Right Arrow P =
Scroll Lock Scroll Lock
Shift Shift
Spacebar P ¥ e

Tab Tab

Up Arrow ) L5
Windows key Windows ##
print screen PRTSC SYSRQ
menu key TRk

5.6.5 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.

5.6.6 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 command

Help window

Context-sensitive Help
Display pop-up menu
Cancel

Activate\Deactivate menu
bar mode

Switch to the next primary
application

Display next window

Display pop-up menu for
the window

Display pop-up menu for
the active child window

Display property sheet for
current selection

Close active application
window

Switch to next window
within (modeless-
compliant) application

Capture active window
image to the Clipboard

Capture desktop image to
the Clipboard

US English

shortcut key

Traditional
Chinese command

General Windows shortcut keys

F1

Shift+F1

Shift+F10

Esc

F10

Alt+Tab

Alt+Esc

Alt+Spacebar

Alt+-

Alt+Enter

Alt+F4

Alt+F6

Alt+Prnt Scrn

Prnt Scrn

PR E

#R L BNBFER AR
HENIREATIRE
HH

RIUA / FRThRER TR
"

UMET—EEXEER
2=

BRT—EARE

BTSRRI AR
=

R BT F R ERYIREE
DigeR
BT EIEENEER

A RAE A P FE RE X AY
RE

U # 2 JE 3R | [0 FE 2 FE
RAEXAN T —ERE

#5458 FA h 4R B B2 15 4

i fony:hap

1R E SRR BT AL
P

Traditional
Chinese shortcut
key

F1

Shift+F1

Shift+F10

Esc

F10

Alt+Tab

Alt+Esc

Alt+ZE4% 2

Alt+-

Alt+Enter

Alt+F4

Alt+F6

Alt+Prnt Scrn

Prnt Scrn




Traditional

s i I
tAacSckebsaertart button in Ctrl+Esc FHR [FHa] 1Rk Ctrl+Esc
Display next child window  Ctrl+F6 BrT—EFRE Ctrl+F6
Display next tabbed pane Ctrl+Tab ﬁﬁ:?—{lﬁl%%l%%ﬁé Ctrl+Tab
ok horoger 1 Cutashiftresc g qia N Culeshiftresc
File menu
File New Ctrl+N EE > FFEE Ctrl+N
File Open Ctrl+O X > FMERE Ctrl+O
File Close Ctrl+F4 1BE > FRER Ctrl+F4
File Save Ctrl+S BE > EFER Ctrl+S
File Save as F12 BE > HEHE F12
File Print Preview Ctrl+F2 FEE > TABSI Ctrl+F2
File Print Ctrl+P FE3E > BIEN Ctrl+P
File Exit Alt+F4 BE > R Alt+F4
Edit menu
Edit Undo Ctrl+Z g > IR Ctrl+Z
Edit Repeat Ctrl+Y fmeg > E4& Ctrl+Y
Edit Cut Ctrl+X fmeg > U Ctrl+X
Edit Copy Ctrl+C tmég > EH Ctrl+C
Edit Paste Ctrl+V fmég > AL Ctrl+V
Edit Delete Ctrl+Backspace  #w&E > Milf& Ctrl+:BR#& 82




Traditional

I e et
Edit Select Al Ctrl+A fmig > 3% Ctrl+A
Edit Find Ctrl+F mig > 24X Ctrl+F
Edit Replace Ctrl+H fmag > EC Ctrl+H
Edit Go To Ctrl+B tmeg > = Ctrl+G
Help menu
Help F1 St F1

Font format

Italic Ctrl+1 e Ctrl+I

Bold Ctrl+G +HES Ctrl+B

SEEHISERIEe Ctrl+U AR Ctrl+U

underline

Large caps Ctrl+Shift+A AXBXF Ctrl+Shift+A

Small caps Ctrl+Shift+K INIRBXF Ctrl+Shift+K
Paragraph format

Centered Ctrl+E B Ctrl+E

Left aligned Ctrl+L SEHE Ctrl+L

Right aligned Ctrl+R EEHE Ctrl+R

Justified Ctrl+) EEHE Ctrl+)

5.6.7 Special scenarios
Special scenarios

1. When a Ul appears in the string from msi installer, use [\\[] for [, and [\\]] for ].



Example:

Traditional Chinese

Source text
text

This is because in msi files, variables are
enclosed in [ ]. Therefore, we need to escape
the brackets.

Please click OK  F&#&—T DN\[#EEN\]
to continue. HEiE,

2. Property names do not need to be enclosed in []

Example:

Source text Traditional Chinese text

The ProcessName property contains the name of the ProcessName B4 8 & REREF4
process. i

5.6.8 User interface

When localizing Ul terms in software strings, enclose Ul terms with square brackets ([ ]).
As for Ul terms in documentation and online help, move the Ul out of the <bold>,
<italic> or <ui> tags, and enclose it with square brackets ([ ]).

Example:
Source text ‘ Traditional Chinese text Notes
In <embeddedLabel>RFID 7 [RFID EE&] See:he
Manager</embeddedLabel>, under <embeddedLabel> </embeddedLabel > #J g?iLIeOSI
the <ui>Processes</ui> node, right- | [ER¥EFF] <ui></ui>EighT, LUBERAR entries
click the RFID process, and then click | ##— T [RFID [RIBFEF], R®IZR—T (& and the
<ui>Stop</ui>. 1E]<ui></ui>, tags




Notes: 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.

The following table lists the types of items that need to be enclosed and need not to be
enclosed in [].

Need

English text Translated text

T

Check box Y  Select the Match Case check box. ZH [K/NBEHF] #ERFA
Combo y  Inthe Font box, type or select the 7 [FEREX/DN THAGEFB, @A
box you want to use. BUEREEEBERM KD,
Command iy ok H—TF [FEE].
button
Menu Y  The File menu LEEIR%LH]
Windows Y  Untitled - Notepad window [Rind - BEX]HE
Folder Y My Favorites [HA&EE]
Field Y  the Form field [RE] #f
Button Y  the Unfold button [RE) &R
Tab y On the Tools menu, click Options, & [TE] gERF, KFE—T |
and then click the View tab. BIE] & R R5IERE.
List box Y  the Files of type list box TR FEAL
Views Y  Full Screen view (&R 28
Option
Y
button
Dialog box Y  The Options dialog box LEIF] HEE A
Icon N  Click the Microsoft Edge icon. £ —T Microsoft Edge El’~
View (not N  Switch to normal view. R EIRERER
capitalized)




English text

Translated text

Window
(not
capitalized)

Program or
group

File

Location

URL

N

... in the document window ...

... Microsoft Edge shows the file
structure. Click Microsoft Edge to
open it.

Open the Letter to Joe file

C:\folder1\file.ext

Please link to
http://www.microsoft.com/taiwan/
for the detailed information.

FE X417 B

... Microsoft Edge BB~ HitE E#E1E
o ¥—T Microsoft Edge ¥ E BHRS

o

BHEIIEZE Letter to Joe - BY - BARK
"feBHIE,) EEER

C:\folder1\file.ext

IMFHMEN, FEREE

http://www.microsoft.com/taiwan/

o

5.7 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.



http://www.microsoft.com/taiwan/
http://www.microsoft.com/taiwan/

5.7.1 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, when Traditional Chinese has an established
pronunciation for some common term, the local pronunciation should be used.

Example Phonetics Comment
[si'kjuar al e

SecurlD di] BB R E X Secure ID

NET [dot net] . reads as dot

Product names are always pronounced the way they are

9 1 ﬂ
Skype [skaip] { pronounced in the source language

Product names are always pronounced the way they are

Azure ‘ez .
[ 2e30] pronounced in the source language

Acronyms and abbreviations

If acronyms are pronounced like real words, read them as common English words (For
example, RADIUS should be pronounced as [redias]). Be careful only to use

approved acronyms and abbreviations of terms. Do not use abbreviated forms

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

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

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

Phonetics Comment

w,w,w Eh Microsoft B com R | EXFARFEERBRI

http://www.microsoft.com/tw
tw A=



https://grststyleguideprod.blob.core.windows.net/document/Skype_zh-TW.wma

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.

5.7.2 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.

The tone to be used when localizing in Traditional Chinese should be semi-formal

and friendly. When translating software strings and help resources, never talk down to
the users; instead, use a friendly tone. Imagine you are helping a friend to get started
with the product. The goal is to make the users feel comfortable using Microsoft
products.

5.7.3 Video voice checklist
5.7.3.1 Topic and script

e Apply the following Microsoft voice principles:
o Single intent
o Clarity
o Everyday language
o Friendliness
o Relatable context

5.7.3.2 Title

e Includes the intent
e Includes keywords for search

5.7.3.3 Intro: 10 seconds to set up the issue
e Put the problem into a relatable context
5.7.3.4 Action and sound

« 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

5.7.3.5 Visuals

e Eyeis guided through the procedure
o Smooth, easily trackable pointer motions
o Judicious callout use
o Appropriate use of motion graphics and/or branding-approved visuals

5.7.3.6 Ending

° Recaps are unnecessary



