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1 welcome

a® Microsoft

A guide to the Microsoft voice in Russian

2 About this style guide

....................... 33

This style guide is intended for the localization professional working on localized

products that run on a Microsoft

pl atfor m.

coverage of all localization practices, but to highlight areas where Microsoft has specific

preferences or deviates from standard practices for Russian localization.

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

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

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

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

2.1 Recommended 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

When more than one solution is possible, consult the other topics in this style guide for
guidance.

1. JeNgreN ecoddybvomegamNesarsr [ Deond¥Y Ay Aj qar :
doec ANgbamwmr.y. 2ydab, 2009.

2. | beybgdY debRNgd.cdddehafle, yqQqibg¢g 1. 0o.,
| beybégdyY debgAcg eosddy\FmNj gRIwA o/Aogbd droYdy Ax

coddybdb .vRdyNa.r aafidhIec Njyyd RAYPOyESSEE, 2003,

3. yeobleNor3sQiNo®Erdeb¢gNngeddyr Y bescabldeAar 3 qo
nbddr Ydy Ay Ay Aj Quesdopdyb ogRdNdesd. a. a. ar

8¢ADbgA, a. acdPb)AdHn, @OIF@s NEMAdg BAN. 2005 .

4. toeNgb3opry oD excd/b\odrods/oobsYy ofrc Agy qQ / e. 2.

cQj . 6. mAO.zEDeermaZ(dd, 2005.

These sources are meant to provide supplementary information, background, and
comparison.
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1. z. x0,0demecbgN. LtocAgb3pry fRjAddQey ¢ Ag
erAdQEQbeq bR} b/enoi@rCRoj FADP r , fr dojBDNEREoD bbb J.
6. : yPégdd, 2003.

2. http://www.gramota.ru (be careful when using spravka.gramota.ru as there can be
some mistakes there)

3. noddyAry IetAotan).eir e d/d yzb¥3 BILEFR Iy AYAgy Al 1980
4 EbesE 6. A. +tdrerREPHK.A c190NA.b I b
3 Microsoft voice

Mi crosoftds brand per suwwrdandtgneicwhahwessaytaidr o u g h i
how we say it. The voice used across Microsoftproducts, services, and experiences
hinges on crisp simplicity.

Three principles form the foundation of our voice:

Warm and relaxed: We 6 r e natur al . L e s s infhanesthcankveysations.r e gr o
Occasionally, weof6re fun. (We know when to cel
Crispandclear: We 6re to the point. We write for scann

make it simple above all.

Readytolendahand: We show customer s we Oticigatetheirreelhei r s
needs and offer great information at just the right time.

The Microsoft voice targets a broad set of users from technology professionals and
enthusiasts to casual computer users. Although content might be different for

different audiences, the principles of the Microsoft voice are the same. However, the
Microsoft voice also requires us to keep the audience in mind. Choose the right words
for the audience: usetechnical terms for technical audiences, but for consumersuse
common words and phrases instead.

These keyelements of the Microsoft voice should extend across Microsoft content for
all language locales. Each language has specific choices istyle and tone that evoke the
Microsoft voice in that language. The following guidelines are relevant for US English
and for many other languages.
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3.1 Choices that reflect Microsoft voice

Translating Russianin a way that reflects the Microsoft voice means choosing words and
grammatical structures that reflect the same style as the source text. It aso 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
everyday conversation, rather than the formal, technical language that's often used in
technical and commercial content.

When you're localizing source text written in the Microsoft voice, feel free to
choosewordst hat arendt st andarydout rtahnisnlkavayitoostaysd s t h e
true to the intent of the source text.

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

3.1.1 Flexibility

I'tds i mportant f or rewntatrarslhtedtstongssso thab thegaralapropriate and
sound natural to Russian customers. To do so, try to understand the whole intention of the sentences,
paragraphs, and pages, and then rewrite just like you're writing the content yourself. Sometimes, you
need to remove unnecessary content.

English text example Russian text example

Whet her youdre anVYQ ¢€Aqobb, ¥véevyqdqdg efr ¢&d
LeibovitzAi or just take occasional abdbl3ecANaba rer o0ebddb eyH
pictures of the kidsii Windows can dgbr o § qdqY, Wi ndows o2bab
help you organize, fix up, share,and dofr ay Aa¥r, A dAyqQ 9sobecxri b
show off your growing photo f Qobodder ebgANdg déby e AdO
collection. abdblesANoar Y.

And now you're done fi unless (like
me) you still need to go burn the OdAy, abqob DA3frDAdg 26bd
popcorn.

A friend recently asked me howluse Y(Qj A¢nb jesd doebdrfre adpx
Windows 10 for work. That's too Windows1 0 ¢ ¢ Ajfdhala].deabgNo b H
long a conversation for one lunch. csANddy ANqd3g.
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3.1.2 Precision

Omit needless wordsfi d o n 0 ttwowrstreee words when one will do. But keep clarity
and readability in mind.

Source \ Do Dondt Comment
Follow these ¢dbEd dado|lgdbEd dadofdioefr ¢dj do
steps to dégby dégboWMNebeg, €dorqQ sou
change your ONcbeig@¥dd|oecr ¢} oo d( |toolongand
password. deq} syeqqQ: |t qYddegr r. formal.

Goto

Programs in ydyeb¥d(q ydy e blYedbd3d 6 N @ ( Sometimes
the Control Leb3ec ANEad |[oADJer ) ou can omit
Panel.Find oAder 906 ANsoc ANgeAY e d zvhole Dhiases
Office 2010in | YAY} fdQ Of|Of fice 2010 10 avoid

the list of f pbpAqard(g |oeb3IeANAaa ¥ D -

i ) overexplaining
programs, and qb dddApDEF|Yy of?oaybso[o[dAo b gand repeiitions
click Repairor [0 Ra(dosf dg redoRa(donsr dg '
Change.

Avoid unnecessary adverbs.

Source

No accessibility
issues were

found. Persons
with disabilities

have difficulty
reading this
presentation.

shoul dnot

Do

YQj bddAdy+
3fr dANQab@ d ¥
bEobAessq(pg
Oyjr d

b3eAbnf 3 (dnanQ
gbRabqonbdd
Fojod fdoog
RAdesj ndor
3ddofrfr ocdAf
f bysadodA.

Donot

YQj bddAdy
3f dANQah@ d *
bEobAeoq(nd.
b3eAbf3(doonda
gbRabqgonbdd~ya
Fojod fdoddd
pr y A\RAdecsi n(
26f 3d(dopf¥f G
f bysadodA.

Comment

Don't
overemphasize
the ease of use.

Choose words with a clear meaning.
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Source \ Do Donot Comment
Avoid words that
You can can be hard for
ersonalize ad abqqQqdq some users to
pour pAddec@rdd(ad understand, such
Zstemb dAy, ¥y Ay ¢qabqQadedbnpAer R|aschildrenor
Cﬁoosiny oj bEob, ¢¢dfrddqas, ¢dEse A elderlypeople.
i ’ eARefr3pd((oAMea(qded. Some terms can
different
. oANe ANaqQded. be replaced by
settings. )
generic words for
clarity.
Do you Avoid translating
wan¥[to ad ebdrdqQjad abdfrdQ “this" as
keepthis |dP@seAeddg dbacApAdgdq as it can lead to
P { A\oodQ? dé¢ qorQr ? confusion with
data? o

Choosessingle -word phrases over multiple -word phrasesfi unless the multiple-word
phrase isfriendlier and more familiar.

Source

Do you want to
cancel the delete
operation?

Do

ad eobdfr dq

bdaoxjd/ge o f

Donot

ad eobdfr dQq

bdadpbrod@e Ae

95j ANedof ¥ ?

\ Comment

Beware of
such nouns
as bo(Qg
2e6beqj} s
P AYyddgr
there is
another
(verbal) noun
after them, in
the majority

of cases they
should be
deleted.
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In English
"make sure"
often means
that you
To avoid losing all FabEG ¢ R0 zg(r)nu;daccjgon
ourworkwhegn pel=g m0 obeabUsgRe e g not simpl |
yourv cQRoegdAdd ddébqy e AEDbOC Py
stuff like that . | check
cANEbdd ¢ dAydeswar 9FEJj .
happens, make whether it is
desoas3sAve, ¢€y¥g3db Agdbdbs
sure AutoRecover done.
and AutoSave are W el el &8 Al & Therefore
FrANgdbgbdddAAgdbgbddqdAg. ’
turned on: S my s @8 just translate
yey ' structures
with "make
sure + verb"
as action
verbs.
D o n dse verbal nouns instead of verbs . Donodt convert verbs into
"generic verb + verbal noun."”
Source Do Donot Comment
db
Toconnegbjsgysry"dblzg’ None
a sddAp b@di drey 3 (

Beware of the verb
gdobeonr dg:
can be changed into
an action verb with a
clearer meaning.

gdbEd ¢dbEd

Todel et 9t Nerdg. ¢dobemigd\e dpopr

3.1.3 Words and phrases to avoid

The Microsoft voice avoids an unnecessarily formal tone.To write successfully in the
Microsoft voice in Russian, avoid the formal wordsand expressions listed in the table.

en-UsS
source

Russian word or phrase to avoid Preferred Russian word or phrase
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currently,

¢ { N\ood¥ abadpond,

now abadond 4QYsAd

then, gobdedqj ddgr ¢ RAdQa, obdba, | Aeqq

afterwards s ’ >

print gdégqddro @3 Ad g csNdo(d3sANdAdg

display gdédqddsr pbA cyeAbn |oby ARAdGg

do gdobeonrdg j qQYddegq{di deAdg

above gddaJoy ARAbDdY sy ARAbodY, ecdbd

configure RAj Adg ybopoard3ossc A{pAddebr dg

. . . boedj qQer dg, bEDAGcS9(q

identify rjidondroarecreobgANdg 5 €5 A5 0 e

be fraqdg ddbq Fddg, ¢€bRofyAdg ¢ d
Fddg frer ¢bbEe( EQR

be raddgdy 3 e A\ 3 bher@are 3 solutions to the
issue= b cdb¥Y o0ecbEKEFeda
sy ARAoondfQedqfq@er d,

below pr qdoded3+frdednnd 5 G EEn S

bEddo qs¢ bR\l b b d d
helps 56 @ BT bR B a s bRébevydd, obabdAQd
bEec Ads dqd gpeaking wh ¢

refer to L da., ¢€d abqddg oAYd

people obegRbgAder Y} fF

before, : .

Dreviausly 260 Acfr ddegnohb dp A3 Ae A, je/xpp3i\G Ae

be, exist derdodddgbgANndg Fddg, boAabjfrdgdry

be, exig doeqddégbgAdg Fddg, EQR JeAdbeA

Page 10 of 49



3.1.4 Word choice
3.1.4.1 General rules

These are the general rules to guide your word choice:

1 Use terms that are common in the business or industry.
1 Use words that are specifc (not vague) and crystal clear.
1 Use words that are used in daily life by ordinary people. For example, don't use "bookish," official
wordssuchas o9e6bedj a6/ (unl ess t heyecemsayinthecrtert) cal t er ms
1 Use standard words, not slang.
1 Tryto use verbs, not verbal nouns.

Correct Russian

English text . Incorrect Russian translation
translation

¢dbEd daoadofrdg eey fRa(don(ofy 2As
ONebeg, djdeAN rdobegRses¥Yd(q oec+ ¢(

dedj sye qqQ: 26 b esGis .

Follow these steps to
change your password.

Terminology

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

Short word forms and everyday words

Writing US Endish text in the Microsoft voice means using the short, simple words
spoken in everyday conversations. In English, shorter words are generally friendlier and
less formal. Short words also save space orscreen and are easy to read quickly. Precise,
well-chosen words aid clarity, but it's important to use everyday words that customers
are familiar with.

In Russian, the Microsoftvoice can be conveyed through similar means,
by using shortened words or short words used by people in daily conversation.

Russian word Russian word usage

Useitinstead ofc e Qy d 6 b b b Aifit'szléas the\

email ab3dA .
the sentence refers to email.

Page 11 of 49


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

email

Useitinsteadofd b b £6 GrerQG d e b o o b, ¥ 9

(message) AP Cp e O it's clear that the sentence refers to an email message.

Use it instead of the literal translation, b d 0 6 A ¢ ¥ d
to email pADFf dqAdg é|dbbEFEedn+d ce(dydecbopnb¥ oba
(support) de o qofbei § Qe q You can also use anothertranslation if it suits your

context better.

Youcanomito be g Rb giNfd Qetxd s c | e a
user D AT e context that the user is meant. If the context doesn't
account make that clear, use the full form:oa 3 Qd o A¥ RA

obegRbéEAdJerr

itin f A n
s 09 M Use it instead of b  q C_19 d Cpebg3ondiMou need to
save spaceor use more informal language.

Useitinstead of Re b 9 a d 3 evithere apgropriate.

Use modern words that sound natural and have made it
hacker oAy (e

into dictionaries. Remember that you can request to
change a term if you find that it's obsolete or unnatu ral.

Here are some more examples of casual terms that may be helpful:

English source Russianterm Russian casual term usage

ID
hard disk

flag

0e fiqodroryAdbe

adddyf Yifdy

ae ANl ae/ANqby

3.1.5 Word-for-word translation

Avoid word-for-word translation, which can make the contents hard to understand and
even ridiculous sounding. It also makes the tone stiff and unnatural. The text may be
split into different sentences if that helps to simplify the translation. Sometimes you can
omit descriptors befo re product names to make the text snappier.

English text

Incorrect Russian
translation

Correct Russian translation
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ad onrybdj AN o
ad orybdi A d2ebosddr dq
D GQeboodedorddEpegndgyY n EAdy QdEbe
RAEsi Qdq b 3bjbée+r b 3bjbégec+n(.
déNi gFEd. z ddefr DA DAqQOaGDEGO YO
i Nerdg, opQqQ bEFf gAY dbj Aer dg, DFfY¥

Youdl I neve
racquetball game or
forget an anniversary.
And, if you click Delete,
no one has to

L?rrphzrzberyour pnq €dobanfrd b gA3qQbBbEYRAD obanr

Y- gAN3da joQ eb
0b3pAE®D ]

Ever open a closet and bEobAeoqr gNer

see a sport coat you ad ybo¥iFejg obAabjrerdbEddgdnoba
hadndt worn 3yAas dobedr gywhadybeycdobedr gpoy ¥
presidential ddb ©dd o obpAj qéANe ybdbeosy od o
administrations? gecday | goe
26 Rf j Qnddyr

Yradb oqQ abq
There's nothing more cNdddebr dg,
frustrating than Yradb 0pQqQ eAdddeAr g dfr doaAesr ¥, ¥b
installing a hot new pdébRabagRModaddgd f dg (sddAnbAéder gANQ
title and finding out it sddAnbée(dnonsy nbégs nbgd¥zoy f e
doesn't play. bEobAeosqr g NQd

odébRabgpnb R

3.2 Sample Microsoft voice text

The following sections have examples of source and target phrases that illustrate the intent of
the Microsoft voice.

3.2.1 Focusing on the user action

To make choices and next steps obvious for the user, focus on the action that the user
needs to take.

US English Russian target Explanation

The user has entered an
incorrect password, so provide
the user with a short and
friendly message that lets them
know that they need to try
again.

The passwords n & t
correct, so try again.
Passwords are case
sensitive.

2dbdoe ANgregnd¥Y 9
LboebEoa¥Ydq (e q ¢
RAEJEAYIQ o26b 6 (
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This product key didn't
work. Check t and try
again.

2dbd geRhBoydA bpd(
obi b3aQe. | eb¢ded
2boebEoaYdq (e ¢

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

All ready to go

adqq 3bdbgh

A casual and short mesage
informs the user that setup has
completed and the system is
ready to be used.

Would you like to
continue?

ad obdfrdg ocbij by

The use of the secondperson
pronoun "you" is a polite way
to ask the user if they would
like to continue.

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

YARDEr dqQ degby y0
y ANy ¢€ANa peAgr dd
abdfr dq fRa(donrdg
bdyeysrdq €ddby ¢
ybodeANddobddg ¢
el NeANadded ybaog

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

3.2.2 Explanatory text and providing support

US English

The updates are
installed, but Windows
8 Setup needs to
restart for them to
work. After it restarts,
wedl | keep
where we left off.

\ Russian target

YyEobgedorf ¥
psqobb
sddApnbgyr
dera(onrdg
ad

f .

95ddADpD g
20e RA295dd¥+ ¢
Wi ndows
L bdy
2cbj beqdbdbd adqd

‘ Explanation

The language is natural,
the way people talk. In this
case, the voice is
reassuring, letting the user
knowthatwe dr e do
work. The use of "we"
contributes to a personal,
friendly tone.

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

Odero@gqRAIcosRr d(
f eo9dfrq ®©vYiF,

gd
aq3¥Ib, abgqqQdQ
Obdqedddg\adond(

A

The tone 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

2dbd j by sadopaA dmg ( The textis informative and
20e Jadedon ¢ psqp o) clearlyand directly tells
rer OANOyYs, ¥ Ay db 1y theuserwhatwil happen.
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invalid or missing pdj bosddradq frer |

properties. dégbyYdqdgA.

Something bad .

happened! Unable to © (\q Qddad sebFedan, Short, simple sentences

locate downloaded files oj Aebdg DpAYdr dyA] inform the user what has
3dbEd dbRj Adg RAI|

to create your bootable
USB flash drive.

sddebYddgh.

happened.

3.2.3 Promoting a feature

US English

Picture password is a
new way to help you
protect your
touchscreen PC. You
choose the picturen
and the gestures you
use with iti to create
a password
uniquely yours.

Russian target

EeANofr 3 Qd\ywrbegd b 0D
dobdbE RAGfrdd yba

ddondbendar .cye ADA
¢dbBEHdR} A\dg dgby o
Necbeg, ¢€d édEfecA

defisadgNqQdqddyg Ay
rdqobegRbgAdg.

Explanation

The text promotes a specific
feature through the use of
the present a
gdEr e ANQdqQ) in
neutralcont ructi o
gdFec ANdg) ratve i
(¢dEQer dq) .
The order of clauses is
changed for a more natural-
sounding text in Russian.

Let apps give you
personalized content
based on yd
location, name,
account picture, and
other domain info.

nANRe(awdebqgq(opr va
26dQj eAIANdg ¢ Aa
20edbmFRABbEgADDDQ (
bA bdonb¢gd dg¢di dpor
cNdobebqdn+rsr y¥bao
rador, AEgANdAeqQ ¥

Promoting the use of apps:
depending on the context,
commonly used words, such
as ANgAdAe, ca
the text sound familiar and
friendly.

3.2.4 Providing how-to guidelines

US English Russian target Explanation

The second person

pronoun and short, clear
direction help the user
y understand what to do
next.

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

¢dbEBEdlenoadgdy ¢ db
{t Abondd, bAqafr d(

The tone is simple and
natur al Th
overloaded with
information; we tell
them only what they

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

¢cdbBdj degdej rdg IJe
ONebeg, oebdabder¥

obgdber dq qdddd,
y ANedfr oy Q.
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need to know to make a
decision.

Itds time to e

product key. It shouldbeon | be A €& qQddf yey3s3 Thesecondperson

the box that the Windows DVD s ¥y ARAD b A ¥ b-g H &y A pronoun "you" and
came in or in an email Wi ndows fe¥¢r ¢ db b direct, natural language
that shows you bought ¢d obeazme( o by oclearlytellthe user
Windows. Whenyouconnect ¢d obj yeys3f dddg ¥y aboutentering

to the interneWi ndows Aydrf ¢¢ ¢ 9 ( the productkey.
Windows for you.

4 Language-specific standards
This part of the style guide contains information and guidelines specific to Russian
4.1 Grammar, syntax and orthographic standards

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

4.1.1 Abbreviations

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

List of common abbreviations:

Expression Acceptable abbreviation

dde AbfreAN|[dde.

cf donby cf d.

dabdefr dq|da.

¥ dAy { ANdgr id.

¥ dbas off do.

3 Ad 3

afr npadA af D
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ddysnoj A |d
Ibj 3.
addre adqd.
pQqj Qe pQj .
j dog jo.
yfrebEAYd |0A
aQIAEBAYd |6 A
yfebBErd y B¢ d

Dondt abbreweidseasusohoecr a(de.
words arbitrarily; use only the commonly accepted abbreviations listed above.

4.1.2 Acronyms

Moreover, don'

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 GeDNS

(Domain Name Server), and HTML (Hypertext Markup Language).

Localized acronyms

Englishacronyms with a well-known Russian translation should be translated. All

translations of acronyms should be approved and checked in Term Studio.

No ending is added to the acronym.

Example:

en-US source \ Russian target

RAM y O

oS v 1

Page 17 of 49

t



Don'tuset h e
ybaogydde i

Lo

fefr

nstead.

ybaogyddeb¢g Mac).

Unlocalized acronyms

abbrevi at i o nthdretarepagerestrietiéns; usen| e s s
Ydistinguistabetweeh ssPC and & Blacjasin % o

Acronyms that don't have an established translation will be used as they are in English.
The following general rules apply:

1 No ending is added to the acronym. If there is a plural ending in the source, use a
singular form in Russian, and try to reflect the plural meaning by other means (for
example, use theplural form for the verb, modifier, or descriptor).

1 The gender of the acronym is determined by the main word in the full translation.
Descriptors (usually the main words from the translation) can be added to provide for
the declination, but they can be omitted if there are length restrictions (for example in
Ul) or for the sake of fluency. Don't omit the descriptor if doing so leads to ambiguity.

1 There used to be a general tendency to expand Englishacronyms, translating them as
descriptive phrases in Russian.That led to the expansion of text and sometimes resulted
in truncations. To avoid this problem, try to use English acronyms without a
descriptive Russian translation. If such descriptive translations are approved in
Term Studio, submit feedback asking to change the approved translation.

4.1.3 Capitalization

Follow standard capitalization conventions and use sentence casing for titles and
headings. This means capitalizing only the first word of a title or heading, just like you

wouldinanor mal

sentence.

For

exampl e, 1in

Russi

words, capitalize only the first word. Here are more examples:

English Incorrect usage Correct usage Comments
The names of things like
exitDesign (¢ dabj fR e(dédabi ¢ R 6 ( modesandwizards aren't
view obonddeoydbg ybuod oy dbe A | capitalized when referred to
descriptively.
More ebobenrddegebobenr dJe g The word "chapter" (and
details in dédj Qor v ddd¢édj dof ¥ d d similarunits)isn't
Chapter 25. | 25. 25. capitalized.
Open OTKpOUTEe KasneHaapb oTKpoiTe KaneHaapb Capitalize llaresaiis
Calendar P Adp P RIS product names that sound like
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generic nouns and could be
confused with them.

In general, follow the capitalization used in the English source when translating Ul
element s and stylized text, such as marketing ceé
buttond should be translated as O0YAqa+rdd y¥p0bo

4.1.4 Conjunctions
Use of conjunctions is another way to help convey a conversational tone. For example,

starting a sentence with a conjunction can convey an informal tone and style.
Translatorscan freely add conjunctions to connect ideas in a way that sounds natural.

Source text example Russian text example

Add a display picture or video clip

of yourself at the top of your ebEANEggdqQ yAedfDyos frefr @rfj
Messenger window. Or use a 3ANdqdf+ bypbpA Messenger. Oer¥
dynamic display picturefi a picture yANedfronys, ybdbeA¥y fRa(donxy(
that changes when you send pANddebdor qa.

emoticons to your friends.

And with 64-bit support, you can zZ FeANIDPNAp@ECoSARec Y Ddog ¥
take full advantage of the latest in abgQdg frdobegRbégAdg €dq o
powerful 64-bit PCs. ddenbebdr Y 64/ NoRbceynidoed & y b

But if you and your laptop will be Yb dqder ¢d oeApfresqdq fdo
going mobile a lot, smaller mightbe 26 Qr ase qdd¢édonob ¢ osdf, D
better: screen is a major factor in abgqQd Eddg EbeqQq oe(j obs3d
both a laptop's weight and i ts ncdb bdobgonb¥ aAydbe, ¢eH
battery life. 9s5ddebYdqdégAN ¥ €ecdary e AEDd(|

In Russian, writing in the Microsoft voice avoids formal conjunctions:

en-US source text  Russian old use of conjunctions Russian new use of conjunctions

because gdedj ddégr qQ db3Ib|dAy sHRW, db3 b, 3
because obdybegys dAy yAy, obdbas
in order to ¢ e(devyoa, d e€(egy3dbEd, e
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but

bji oAy Db oD b

4.1.5 Gender

Avoid using the masculine or feminine gender when referring to the user. Use
neutral structures and select verbs that don't have gender bias.

4.1.6 Localizing colloquialisms, idioms, and metaphors

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

To express the intent of the source text appropriately, choose from the following
options:

1 Translate theintended meaning of the colloquialism in the source text (as opposed to

literally translating the colloquialism).

1 Replace the source colloquialismwith a Russian colloquialism that means the same thing
in that particular context.

1 If the colloquialism can be omitted without affecting the meaning of the text, omit it.
Omit any references to colloquialism in the translation.

1 Alittle humor is OK, but it must be used very carefully. Avoid colloquialisms and idioms
that might be offensive or too expressive. For example, don't use irony or sarcasm, and
don't use jokes that might not be understood by elderly people. Don't use jokes that are
very popular now or refer to the latest movies, TV programs, and other pop culture
events because they might cease to be funny very soon. Don't use too many jokes on
one screen. Be mindful of cultural considerations and globalization.

English example Russian example Comment

. . : If possible, replace the source

With Windows 10, 1 Winddwo Adde b Yy sl utlia i e fie
you can set up your ybaogydddse /3R NAMVNOGd . : .

. . . with a Russian colloquialism
PC in no time ddyosnpni d

that fits the same meaning.

"At home, work, or

schooln. do gdobenrydd ¢dq od cglloqwahsrp in recorq tl'me

everything you need . with a Russian colloquialism
, RA} Mosbra Qo dABgDp b . .

to in recor that fits the same meaning.

"ebaA, DA sAEDEQ If possible, replace the souce
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doNgdddryec BFo&aA

You can use a neutral word
(oebEZeqaA) if
expression sounds awkward.

Uploads are limited to
100 MB. Got

OAydraAegndy¥Y e AR
100 ABdr dDEANEr dg

trans|
obadongsz

Literal
pfr £oij g
sound rude and should be

. - ; o
something smaller pfr o4 g o9obadonga3(q* avoided.
Bummer é abjdbdA} A
oo S e @n | G @ AERGAGe @A Translatmg bear with us
with us cdf§®pqjsdd arosd literally would sound
' a4 awkward.
4.1.7 Nouns

Grammatical animation of program components

All program components and applications such as wizards, agents,clients, and browsers
should be treated as unanimated nouns in all Microsoft materials in Russian.

Incorrect usage Correct usage

rdobegRbgAdHd(d ¢

rdobegRb¢ ad\g] d

asddApb¢gr dye f( Gbd

sddAobégr e r (D

Plural formation

Use the following standardized plural forms:

Singular Russian fo rm  Plural Russian form

ybaogyd(e
i e ANY¢de
dqe ¢ Qe
aAddqs

ybaogyddesd
jeAY¢Qed
dde ¢ded
aAddded
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4.1.8 Numbers

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

In Russian, onedigit numbers may be spelled out or written as numbers.

If possible, numbers should be spelled out at the beginning of a sentence. The numeral
is preferred with currencies and units of measurement, including such units as MB or GB.

Example:

eesddAobégysr obdedEoadqddry:
1006 A d¢gbEDBjob3Ib adqddA oA gqQqddyba jrdyq.

4.1.9 Prepositions

Be careful to use prepositions correctly in the translated text. Many translators,
influenced by the English source text, omit them or change the word order.

Preposition use is another consideration when trying to achieve a casual and
conversational tone. In the Microsoft voice, starting or ending a sentence with a
preposition is acceptable.

In Russian, avoid using formal,bookish prepositions.

Source text

T Inapp ropriate usage Appropriate usage
due to gdedi ddér r  RA, yd\kxy obdbas 3db
. d obaoabmsgwy ,0obabaer, 04
through obde (i dd¢gba -
in order, for g edevye, d €jer

y A\ Addegopob,

about bdobdr dqegont
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4.1.10 Pronouns

In the Microsoft voice in Russian, personalpronouns are used much more often than in
traditional writing. Nevertheless, that doesn't mean that you should use a personal
pronoun in the translation whenever it's used in English.

For example, wetranslate "your" only when it applies directly to the u ser or the noun

belongs personally to them. We don't translate "your" when it serves a grammatical

purpose and doesn't have a meaning of its own or when it is obvious that something

belongs to the user. Specifically, we translate "your" in "your settings" (settings that the
usermade)or"yourf i | es”™ (the userds personal files),
that the text referstothe user 6s hand, not somebody el seds),
("your" here doesn't add meaning, it simply means "a mouse").

The same appliesto "I," "me," and "mine" i1 they're appropriate when the user is the

focus, but don't translate each and every "I," "me," and "mine," and avoid unnatural -

sounding sentence structures. Don'ttransl at e "you"™ and "I " as "obeg
we used to do.

Also remember that in some cases "your" and "mine" correspond to the
Russianpr onoun ed¢byYe.

The pronouns "we" and "us" usually refer to Microsoft or its products and should be

translated usingt he pronouns Awdg i a@nd so ANg. oy\Brerocthel/Heardy

which was traditionally recommended. In general, avoid literal translations, and use

personal pronouns only if they sound natura. For exampl e, don"'t transl
if it refers to a service or system, not to a group of people.

Example:

Inappropriate usage Appropriate usage

0bgonb fRa(dQofrdg ¢eday 4dad abgqqdg fRadofrdg ¢
bEobéedonrf Y. obgdo bEonbgednr Y.

OANobapbpfrdg o9Asbeg ONobammddrg o Asbeg

ndybaoadonj sqddANecea@¥sebElod dbgqdoaqa ¢gAa ed3s
efr3nd aAYed. NecorégrecbgNdg dégbr oA
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dbddApbbeér dg

G

db oefebaq

ad obdfrdg o9ddApnbbérdg

0d | bEAgex

da

gN3>f o9ANY{aAz+r oANYed | bEAdgervyd

y Ag¢d Jqar enb

ybeedycecry

dqa, y¥db oebddb
deg¢bro AQA@Y dgdry
s0bevi bar gANdg,

f} Qubodder ebgANdg
abdbdeANar Y.

Wi ndows o9bab3AQd ¢dida
rRgqQddoddygrsr Réedddonda obcekhIobsdmda
ey Er d
dof ay
c6dj A\ydfdonrayAar, AN dAyqQ 90
d¢by

YQqQ ¢Aqpb, régdgr@dqdes

eyFrdq obdblecAarecbgA
f Qd@mdowso babqdd ¢éAa i

cdj N\ydr cp@dldgddcr cb¢g
e Nddoegsosy ybee(yery o

26 f cdba oo

begRbgAdqedyY,

q

Oder bpbA ybaogyddsd qq
s3qdrdgar dqY,
gbdrr ¢ dfr dddao,
99Dy cE¥de b3 b

db  e693b)

b b
oqiquyi¢bW¥ g dr dddas Edddsf
A dqys{2PEORDEAdARAY, A gAa
26 F § @.Gf(di’dclsgglrj aQddr ¢ dedjdriqhg R

rer RAyedgANdg dégbr 06

Oder DA ¢A3da ybaogy
s3ddRfar dqY, | e693DbY

RAyedé¢ANdg degbr o06b3s

4.1.11 Punctuation

General rules

1 Don't use abbreviations. It's OK to use approved acronyms, however.
1 Avoid semicolons. Two shorter sentences are oftenbetter than a single long sentence and are

easier to read.

1 You can use question marks in places like FAQs and headings to indicate direct interaction with

the user.

1 In general, stick to Russianpunctuation rules and don't copy the punctuation in the source.
1 Use acolon before all bulleted lists, even if the source sentences end with a period.
Exception: When the list isn't an actual bulleted list, but consists of several paragraphs, it's OK to

use a period.

Commas

Commas with b Ao g ¥ a (e

The word b A 9 ¢ ¥ shdlilel be used with commas before and after it:

T YAoera(Q
T tqAdfr (Q

6,

e

cdb abqgqQqQd

2 6 b roRR bAYedGrno, A (d eerr dyd3NQ Y ¥ A

9j ANQqQddy ¢€dobenpnrf dgdqd\pes raa/ Qe b #.6 ¢
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Ifo Ao ¢ f ig U3ed at the beginning or at the end of an unattached clause
(bEBJdDbFEebboedp) , it isn't separated with a con

9 OANj AYdQ jbosddradq Qdjfpred, pbAdesfrade jyYad rfer

Ifo Ao ¢ risued withinapar ent heti cal construction (éddAg
d y b By Aammas,are used as usual:

T YQybdbedq cedqadndd (pnA2ec+ @@ae\qddor csyedodAsdid ¢ by
vCard.

Commaswi t h o9b sabes3AbDrfy
Thephraseo b 9 a b e ghduldm't pe used with commas.

7T L b 929abesApry RDA3({Qon+f [ d3frdAQddy eAgpnda REG_SZ.
Colon

A colon after "Attent ion," "Caution," and other words meant to attract the reader's
attention should be replaced with an exclamation point.

Example:

US English Russian target

Caution: anfr alApr

Remember that regular text may not be capitalized after a colon in Russian.

Such capitalization is considered to be a language error. This guideline doesn't apply
to lists and direct speech. If a colon is followed by a new paragraph, itcan start with a
capital letter.

Dashes and hyphens
Three different dash characters are used in Rssian.
Hyphen

The hyphen is used to divide words between syllables, to link parts of a compound
word, and (in English only) to connect the parts of an inverted or imperative verb form.
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In Russian, a hyphen has no spaces before or after it and shouldn't beused instead of a
dash.

Example:

US English \ Russian target

online shop | ¥ b d e/ QPdA 1

En dash

The en dash is used as a minus sign, usually with spaces before anafter. Space is
omitted only when the minus is used to show that the number is negative.

Example:

US English Russian target

162=01 |102=401

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

Example:

US English \ Russian target

See pages 1®20. |+ ad d e 620.

En dashesare also used as bullets to separate list items.
Em dash

The em dash should only be used when it has a grammatical function, for example to

emphasize an isolated element or to introduce an elementt hat 6 s notdtheessenti a
meaning conveyed by the sentence. Don't substitute hyphens for dashes.

When using em dashes, follow Russian punctuation rules; don't just use em dashes whenevethey are
used in the English source text. Also, don't forget to add spaces around the dash:
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Source text example Russian text example

It's easy to rearrange your lineup of ad abgqQqdg ©eQqd3yb ¥ Ra(o¥dqd
taskbar buttonsf just click and drag cNdobebqdnonfr ¥ ynbobyil DA g
them. And Jump Lists give you quick o2ebddb ey AYdq ¥ o(Qeqd
access to whatyou usethemosfilke o babegy dordybg¢ o0(dedobi f
frequently-viewed websites or favorite 3 Addb obdde-488da, ¢ REc A
documents. i bysadodd f anb3d3bQq je693f

Ellipses (suspension points)

Place the ellipsis directly after the text, without a space. Use a true ellipsis (U+2026);
don't use three periods (U+002E).

Period

Use a period instead of a colon after such words as Note .

Example:

US English Russian Comment
Note: For more LeradsAnr Q. The period should have the
information, see ebobeonr dJegnond sameformatting as the preceding
Chapter 1. da. ¢ 13eA¢( word.

Quotation marks

Quotation marks are used when referring to Ul items, such as menus antbmmands,

if they don't have special formatting Such as bold or italic). In the software UI, irproduct

help, and on webpages, use straight quotation marks (the samas in English). Don't use

single quotation marks. In printed documentation, usually chevrons are used, and inside
chevrons, straight quotdion marks areu s e d . For example, eyopboyA

Wheneverdouble quotation marks can't be used for technicareasons,workarounds
should be used in the Russian text to display double quotation markg " € "«»).dxamples
of such workarounds include usig two sequencedsingle quote characters () and using

code (such as&kquot; in HTML) insteadof characters.
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Parentheses

In Russian, there is no space between thgarentheses and the text insidehem. The
placement of a period with the parentheses depend®n what they refer to: if they enclose
a part of the sentence, the period iplaced after the closing parenthesis; if they enclose
a full sentence, the period is placed inside the parentheses.

Example:

US English Russian target

Click Next to continue. Youmight ¢ dbB@g bj beqgr dg, DobDAgafr dd ypoh
need a product key. obdec QEbEgANdgdy yeys3 o2ebjoyd
Click Next to continue. You ¢dbBg bi beqrdg, bDAqafrdd yoh
might need a product key. obdec QEbEgANdgdy yeys3 o2ebjoyd

4.1.12 Sentencerbgments

The use of sentence fragments helps to convey the conversatiortane recommended in

the Microsoft voice. Use sentence fragments whenever possible because they're short and
to the point. They are especially helpful before lists of items, instruains, and similar

text. When you use sentence fragments, make sure that they fit the contexind don't

break grammar rules.

Russian sentence

US English source text Russian long form
fragment
¢dbEd <verb> <optic
To<yerb> gdobeonrdd sy ARApbDDd(gdbEd <verQ
<optional noun> do the . . .
following: eey <optiom@hEa&Mmjuma <optional noun>:
g gdobenrdg deqj sye qc
. . a 6dbY ddAdgQ eAddc.
In this article: dedj syerd ¢boebdd: a c6db¥Y ddA(
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Lbj 3bdb¢ggdd
Prepare the following L dedj bpAsAeba sqd/\fZnggggffg;
before installation: obj 3bdbér dg o[eC[jsyeaAa abqqd
2boAjf bEf dgog
ta. dAyqQ:
See the details in the ebobeor ddeE@n G+ ¥ Q(zzafzg?ggq
following topics: dedj sysefra ddAdgr¥e: | bjebEpqq ¢
L bj ebEonbddr
To do this follow the eery Gcdb3b ggofendgdc )
instructions below. pfrqQq § QqQYddeégr+r v. ¢gesdbib:

4.1.13 Sentence structure

In general, use the active voice, which emphasizes the person or thing doing tlaetion. It's
more direct and personal than the passive voice, which can beonfusing or sound formal.
But use the passiveroice to avoid a wordy or awkwardconstruction, when the action
rather than the doer is the focus of thesentence, or when the subjectsi unknown.

Source Do Dondt Comment
When you save ob3ji XJbgedk AD ¥ d()b‘}j A There are too man
y I cdhdy sadpo y

this document, i bysadond, ©bo Sl Cd @ ae passivestructures in

i tb& updated bEonbéedn d o Eoj qd bEDbthesentencenltwould

to include r Radondor Y, be natural to speak

. 93ddba f Ra .
changes madeby ¢no qddnp esa r ar A Ad Cm o e about the user in the
other authors. Negdbe ANar+ . active voice.

f eoadrar A¢g

Using the active voice
ad e q o g with"you"in error
ANy df ¢ fr 6 b g /N messages can sound
d¢gby ¥ borf y rudeasifyouare

blaming the user.

Your copy of
Office is
not activated

2dA yborxy Of
pQ\ydr ér cbgAD

Simplify. Short sentences are easier to reaguickly.

Russian "before" example Russian "after" example
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YQRAEgrdradq ApbraAerf 9 nARcAEDd3ryfr abdosd

cARc ANEbd3fryAa dobdbE A dbEddégdonondyY obegRbg
obegRbgANdqegdybdb fropdgfronddeadY¥Yd ob(dRAEFr dr af
bd obdby MdoCpeeggdRrbbg3 b f ndobegRbEgAdQegdy b3 b (g
derebqdor ¥. oesrebqdnonr ¥.

In headings, translate"Howto+verb" st ruct ur es anstead af Asya noun phrase. b "

Russian "before" example Russian "after" example

06dobegRbégAD+ qQ frcOAy obegRDbgEgAdgdry

tyAN3fr giApgaddd Ao béy 0Ay dy /fe3d/dd\gp brg ¥ d g

4.1.14 Symbols and nonbreaking spaces

Whenever it's technically possible, use nonbreakingpaces to avoid a part of a word or
phrase moving to the next line. Forexample, they are used:

As athousands separator {0 000)

Before% in documentation (10 %)

Between a number and the followingunit 5y 3 ,°C) 5

Bet ween a peandlastmanse( zznki ftji bagl bsg )
Incontracd.johs (¥

Before a dasdbé)pAYe

= =4 =4 4 -4

4.1.15 Verbs

The US English source text uses simple verb tenses to support the clarity of the Microsoft
voice. The easiest tense to understand is the simple present, like we use in this guidgoid
the future tense unless you're describing something that really will happen in the future
and the simple present tense isn't accurate.

Use the simple past tense when you describe events thhave already happened.
For Russian in general, use thacti ve voice, which emphasizes theperson or thing doing

the action. It's more direct and personal than the passive voice, which can be confusing
or sound formal.

Source Do Donot ‘ Comment
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When you save
t his
be updated to

include changes

docu

ob3i AN éd
dbac Apdldq
f bysa(dod, bo
bEnbégedn d o

0b3ji AN cdbd
i by o afdojdqd
dbaec Ao, ©bop
bEonbégedn d o

There are too
many passive
structures in the
sentencef it
would be natural

r Radondon+r Y, ¢&fRa(dodonrf Y, ¢ tospeakabout
f esdNgdbec ANarflj 693 \gd b e Aa f| the userinthe
active voice.

made by
other authors.

Use the passive voice to avoid a wordy or awkward construction,  when the action
rather than the doer is the focus of the sentence, when theubject is unknown, and in err@
messages, when the user is the subject and migifi¢el blamed for the error if the active voice
were used.

Comment

Using the active voice with

YO[.H cgpy of ?dA yborwviad Qqeq nq "you" in error messages can
Office is not de g n(Q Ny d¥ ¢rsb¢/\soundrude as if vou're
activated ANydrérecbg|ybory Of fi ' y

blaming the user.

Use theimperative i a command or request with an impliedyoufi to save space and talk
directly to the customer in procedures. The imperative can sound short and abrtpthough,

so dondt overdo it. Although the i mperative m
too many commands will have the cumulative effect of the customer feeling as if they're
being talked down to and ordered to do something. Therefore, dont hange O0you cang¢
abgQdQ) structures into Iimperative ones. On tF
than oyou musto (¢€d j beqond) structures.

Imperative forms are often used in the titles of help articles. Translate them using an
imperative verb phrase, not a noun phrase, to address the user directly.

Comment

Source

You can now )] Qo Qdeg ¢d You need to motivate
abqQdfEdRj Adg |+ bR} AYdQ dAlJ users, notbossthem
create a table.
dAEer eo. around.
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You should t bR} AYd(Q o/\:ag #beqog’ { begnd sou
create a folder . . dbRj ANy o, 9 °,.
before addin 26 09q3 a i bEAsC{a . blz/\sélm”dlrectandcanbe

9 aANYed ¢ 0QqqQ. ! even rude.

files to it. ¢ Q.
The old style required
translating headings
Protect your using nouns, not

ONcrdrdqQod@fAOANer dA aAYel
DA des3sAY dHdess3s AYAdEDbY
gyeysfdq gyeysador Q

ANgdbdbae AndqqAégddbdbaesc Ab
ANgdbgbdddAoQBAgdDbgbdddAD

files in case of
a crash turn
on
AutoRecover
and AutoSave

verbs, but in many
cases, that method
doesn't work. Nouns
can sound too formal
and distant orfi as in
this casefi simply not
fluent.

In Russian, feel free to use the future or past tense if it sounds moraatural, even if the
source text uses the present tense.

Russian appropriate
usage

US English source text Russian inappropri ate usage

The wizard has finished bddAobghAcANaad d o2 06Addde osddA
installing the program. aANddge N RAEg(dea>(donA. 26b3IecsANaas.

You are now connectedto cddd Ao béedob objyeyad obj yeyyr
the internet. yoodgenqdos. 6nddendds.

5 Localization considerations

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

The language in Microsoft products shouldhave the "look and feel" of a product originally
written in Russian,using idiomatic syntax and terminology, yet it should maintain ahigh
level of terminological consistency, so as to guarantee the maximum usexperience and
usability for our customers.
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This section contains guidelines forocalization into Russan. For example, in many cases
you may needto use Russian names rather than English, such as Edwdird
aeNj r blewgrorki ae Aj r ¢bqdby.

5.1 Accessibility

Accessibility options and programs make theeomputer usable bypeople with cognitive,
hearing, physical, or ¥sual disabilities.

Hardware and software components engage a flexible, customizable user

interface, alternative input and output methods, and greater exposure of screeelements.
Someaccessible products and services aren't available iRussianspeaking markets. If you
have questions about the availability of a specific accessibility product or service, double
check with the appropriate resources.

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

5.2 Applications, products, and features

The names of applications and productsan be trademarks or may be trademarked inthe
future and are therefore rarely translated. Occasionally, feature namg

are trademarked, too (e.g. IntelliSense). Before translating any application,

product, or feature name, verify that it can in fact be translated and isn't protected in any
way. This information needs to be obtained from theMicrosoft team. For more infomation
check theTrademarkssection.

If a product name, or part of a product name, is easily localized, then it usually is. Always
check Term Studio for the orrect translation.

The preposition "for" is alwaystranslated in product names, unless the whole product
name (including "for") is trademarked or copyrighted.

Example:

US English Russian target

Word for Windows Wor d | e

If the product edition name is localized, it should not be declined.
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US English Russian target

To activate Windows Professional: ¢ dbFEd Aydsr ér cbggAabgdqWgnbo

Version numbers

Versionnumbers always contain a period (for example, Version 4.2). Notte following
punctuation examples of "Version x.x":

US English Russian target

Version4.2|ade df ¥

Versionnumbers are usually also a part of version strings, butechnically they aren't the
same.

Translation of version strings

Product,feature, and component namesare often located in the sacalled "versionstrings"
as they appear in the software. When localizing versiomstrings, use the following
guidelines as advised by Microsoft Legand Corporate Affairs (CELA):

Versionstrings that contain copyright information should always betranslated.

Example:

US English Russian target

© 2019 Microsoft Refer to Term Studio to check the correct translations of
Corporation. All rights reserved. | "All rights reserved" and "Microsoft Corporation."

5.3 Geopolitical concerns

Part of the cultural adaptation of the US-English product to a specific markeis the
resolution of geopolitical issues. Although the USEnglish product should

have beendesigned and developed with neutralityand a global audience in

mind, the localized product should be relevant to the particular target country/region.

Sensitiveissues or issues that might be offensive to thasers in thetarget country/region
may occur in any of the following:
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Maps

Flags

Names of countries/regions, cities, and languages

Art and graphics

Cultural content, such asencyclopedia content and other text where historical or political
references arepresent

= =4 -4 A -4

Some ofthese issues are relatively easy to verify and resolve: tlabjective should be for
the localizer to always have the most currentinformation available. Maps and other
graphic representations ofcountries/regionsshould be checked for accuracy and existing
political restrictions. The names of countries and regions, citiesnd languages change on
a regular basisand needto be checked, even if they were previously approved.

The localizer needs a thorough understanding of the culture of the target market so that
they can check the appropriateness of cultural content, clip arand
other visual representations of religious symbols, and body and hand gestures.

5.4 Software considerations

This section refers to all menus, menu items, commands, buttons, chedtdoxes, and similar Ul elements,
which should be translated consistently in thdocalized product.

5.4.1 Arrow keys

Thearrow keys move input focus among the controls within a groupPressingthe right

arrow key moves the input focus to the next control in taborder, whereas pressing the left

arrow key moves the input focus to the previousontrol. Home, End, Up, and Down keys

also have their expected behavior within agroup.Us er s cand6t navigate out
group using arrow keys.

All arrow key names should be localized and capitalized, as described in th€eys topic

5.4.2 Error messages

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

Here isan example:
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File In Use [==]

The action can't be completed because the file is open in Microsoft Word

= Clase the file and try again.
ME.doc

L Type: Microsoft \Word 97 - 2003 Document
— Size: 26,5 KB
h: Date rmodified: 14,08,2014 0:37

Pages: 1

Try Again ] ’ Cancel

When translating error messages, translators are encouraged to apply thiglicrosoft voice
principles to help ensure that the target translation is natural sounding, empathetic, and
not robot-like.

Russian style in error messages

| tirbpsrtant to use consistent terminology and languagestyle in the localized error
messages. Don't just translate them as they appear ithe US English product.

Many error messages in English end with exclamation pointfut usually exclamation
points shouldn't be used in Russian. On a casby-case basis, us your best judgment to
decide whether an exclamation point is appropriate.

Standard phrases in error messages

The phrases in the following table commonly occur in error messagedVheny o u d r e
translating them, try to use the target phrases providedHoweve, feel free to use other
ways to express the source meaning if thework better in the context.

English Translation English example Russian translation

\_(q sjAQdE[Y Cannot conqu 9} MQdidle br d
yq abqqde Word cannot open Word ©oQ abqdd
YQgbRabqoh P i bysadndeé

Cannoté\_(q abqqdqé t he docume'eQerroCbmg/\

canot Avoid translating Cannot divide by 0. o qégbRabqponb.
You cannot add . .
cannot as another account ag oqQ abqQdq j
it can sound rude i e bjipns 93 (ddq
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Failedt o &
Failur e
Coul d n
Coul dno
Unabl e

Y q

é failetFEbYé

Do you want
to €

Are you sure

An error was
detectebs3fr EyA

9 Nebdg

) ad obdrdqe

ad j qyddgr

éouwantto abdf dqeé
... Is not
avilable Al hads s dp
unavailable
An error Lebfr RbzeA
occurred .

) . OBf é
whi |l eé

YyEoAeoqdpnA

J26fF

Could not activate
help.

Unable to configure
é

The system was
unable to install your
device.

Failed to create

directory.

Remove operation
failed.

Do you want to
convert this font to
TrueType during
installation?

Are you sure you

want to del

The requested
resources were not
available.

An error occurred
while formatting the
media.

An error was
detected while
accessing the
program
configuration.

YQ oj Aebdg ¢df
doeNgyo.
YQ sj Aebdg b Ad

YQ sj Aebdggsdd
gN3(q 95ddeb¥ddg
YQq 9sj Aebdg dbH

t EbY 9j Ae(dpor+ ¥.

ad eobdfr dq 26 (df
cdbd 3ecfrod ¢ 4
Tr ue Ty pe doA@rb ¢

ad { qvyddgr dQe
5} Nef dgé

OAosbazQonod(q
pdj bddleonp

6 (

Lebfr Rbze A b3zr §
oabeaANdr ebhégADF A

YyEoAeoqgdpnA b3
j bdqdoaoq ¥ ybnbd
2e6b3ecANaad.

Error messages containing placeholders

When you localize error messages that contain placeholders, try to find out what will
replace theplaceholder. This is necessary for the sentence to be grammedilly
correctwhen the placeholder is replaced with a word or phrase. Note that the lettersised
in placeholders convey a specific meaning. See the examples below:
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%d, %ld, %u, and%lu means <number>
%c means<letter>
%s means<string>

Examples of errormessages 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."

Take themeaning of the placeholder into account when translatingstrings. Treat te
placeholder as if it were the actual element (for example, a noun or numeral), and move it
to the relevant position within the string to comply with grammar rules:

US English Russian target

%164d%% CPUUsage 6 o begRbgADF

Stringswith number placeholders may require different grammatical word forms,
depending on the values of the placeholder. One of théollowing three options should be
used:

1 Change the sentence structure so that it's grammatically correctvith all possible values.

US English Russian target

%1 folders are detected. y En Aesq{pnb

1 Use abbreviations.

US English Russian target

%1 days left for activation. YA @€dobeoqosr qQ Ay df ¢ Ag

1 Changethe structure so that the noun is in the genitive case, which hathe same forms for
all plural numbers:

US English Russian target

Press the button for %1 seconds. YAq+f aAYdqQ y¥onboys nQ
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Don't use forms | i keb@))é@tgtuéesthatWill, o AYe (
becomegrammatically incorrect with some possble values. For "years," translators should
first try to find a grammatical structure that will always be valid. If that isn't possible,
"vears"maybet r ans | at ed as fdrdndlgtorsare encourggeddaiuée the
most probable translation in each paticular case.

5.4.3 Keyboard shortcuts

Sometimes,there are underlined or highlighted letters in menu options,commands,
or dialog boxes. These letters refer to keyboarshortcuts, which help the user to perform
tasks more quickly.

(S snppmaeel | ] &

| %Mew qe(_] Cancel ‘ Options

Drag the cursor around the area ®
you want to capture,

Wheneverpossible, assign kyboard shortcuts to Cyrillic letters ornumbers, notto Latin
letters, so that users don't need to switch to a norRussiankeyboard layout.

Currently, keyboardshortcuts are often assigned automatically by a speciaiool, so be
sure to ask your manager wtether you need to pay attentionto keyboard shortcuts or not.

When translating product help and other descriptive documents, be sure to refer to the
actual Russian apps to make sure the keyboard shortcuts are correct in the text. If it's not
possible to check the software, contact your project manager.

Usage: Is
it
allowed?

Keyboard shortcuts special

options

A keyboard shortcut can be assigned to
a character with a downstroke if there are

No no other options (that is, if all other
characters have keyboardshortcuts
assigned to them).

Characters with downstrokes,
such as i, e, 9,
can be used as

keyboard shortcuts.

An additional letter,
appearing between brackets after
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the item name, can be used as a
keyboard shortcut.

A number, appearing between
brackets after the item name, can  No
be used as a keyboardshortcut.

A punctuation mark,

appearing between brackets after
the item name, can be used as a
keyboard shortcut.

No

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

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

Content writers usually justr e f er t o Okeyboard shortcutso
audience. Inlocalization, however, we distingush 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 togevel 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
0 cltaracter.

Example: In Ullocalization Home'H

Document?2 - Word

References Mailings Review Vi
M

Paste . T AL W, v [ B= ===,
. N Format Painter BT I e X, 2| 9= e el .

Clipboard T Font e Paragraph
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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.

figrtcu Example: Ctrl+N, Ctrl+V
y 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.
544 Keys

In English, references to key names, like arrow keys, function keys)d numeric keys,
appear in normal text and sentencestyle capitalization (not in small caps). In Russian,
suchreferences should be in all capgexcept when the name isdescriptive, such as
yeANgr 3N Wi ndows) .

Example:

US English Russian target

PressAlt+F. YAqar dq yeAgr

Usethe following localized key names(other names are left in English):

US English Russian target

Down arrow 1) n6Ooz a
Enter aaye

Left arrow 1) n0GOoz a
Right arrow 1) n0GOoz a
Spacebar L nyAOO

Up arrow 11 nOGOo6z a
w::ggﬁ Il:)egyo key yeAgr N W
Menu key yeANgr /A a
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5.45 Numeric keypad

Avoid distinguishing keys on the numeric keypad fran other keys, unless it's required
because the software makes that distinction. If it isn't obvious which keys the user needs to
press, provide the necessary explanation.

5.4.6 Shortcut keys

Shortcut keys arekeystrokes or combinations okeystrokes used to pedrm defined

functions in an app. Shortcut keyseplace menu commands and are sometimes given next

to the command that they represent. Access keys can be used only when available on

the screen, whereas shortcutkeyscanbes ed even when bdomydre not
the screen.

When referring to shortcuts,useo Aqaf dq yeAgr 3f, not pAajears&dd db
Key names in shortcuts should beeparated with a plus signwithout spaces (even if they
have a different format in the source).

Standard shortcut keys

US English Russian shortcut

Russian command

HS commant shortcut key G

General Windows shortcut keys

Help window F1 yypnb doecAgyr F1
Context-sensitive : .
Help Shift+F1 obnddyddon Ay do e/ SHIFT+F1
ﬁ'ZELay pop-tip Shift+F10 adgbj ¢doedgAya ( SHIFT+FL0
Cancel Esc ydadnA ESC
Activate/deactivate ayeys3 qQrdG ery 3 o ¥

F10 F10
menu bar mode ddeby+r adpy

Switch to the next
primary applicatio  Alt+Tab
n

Ll Qe dafipdysycedas

bdobégnbas osrebcALT+TAB

Page 42 of 49

ot}



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

Access Start
button in taskbar

Display next child
window

Display next
tabbed pane

Launch Task
Manager and

Alt+Esc

Alt+Spacebar

Alt+-

Alt+Enter

Alt+F4

Alt+F6

Alt+Prnt Scrn

Prnt Scrn

Ctrl+Esc

Ctrl+F6

Ctrl+Tab

Ctrl+Shift+Esc

adghbj

adgbj

fex

adgbj

ey

adgbij
¢dEcAbDpbdb

bynA

Aydr gobdb

dde Ao rf ¢

i

d

dedj sye 3t ALT+ESC

gdoedgAyacl

gdoedgAyal

¢

C

bE) Qy

OANyeddr qQ Aydr ¢gnpt
oerebqdonr ¥

Ll Qe deflpdysye qas
pdabj ANegonbas

L bade donr
ANydfr épnbdb

L bade donr
c ANEb3Q3b

ebddymdbywyq
2 Ap Jer

adgbi
bynA

RAj A3

by

Ll deqeffpdiroyeqy
d éyeAj yAar

ONogadywoqdsds A R
fFpfefr ANer¥r RAef ¥

d

¢

fr RbEs/
bynoA

§

f RbEg/
ddbeA

ﬁ

el sd:

deqj sye qJit¢t

¢

f

ALT+| nyAdq

ALT+

ALT+aaye

ALT+F4

ALT+F6

ALT+PRINT
SCREEN

PRINT SCREEN

CTRL+ESC

CTRL+F6

CTRL+TAB

CTRL+SHIFT+ESC
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system
initialization

New

Open

Close

Save

Save as
Print Preview
Print

Exit

Undo
Repeat
Cut
Copy

Paste

Delete

Select All
Find
Replace

Go To

Help

Ctrl+N
Ctrl+O
Ctrl+F4
Ctrl+S
F12
Ctrl+F2
Ctrl+P

Alt+F4

Ctrl+z
Ctrl+Y
Ctrl+X
Ctrl+C
Ctrl+V

Ctrl+Backspac
e

Ctrl+A
Ctrl+F
Ctrl+H

Ctrl+G

F1

File menu

t beees AD¥ dg

tbaAmr dg

LeQj ¢Acrddegndy

L dsAdg
adobij

Edit menu

ydadpobf dg

Yy \y

Lbégdber dg

ade (qRAdg

oboreb¢gANAdg

aqdAgr dg

i Ner dg

adj qer dg

YAYd+¥

OAaQonrdg

L Qe qYdr
Help menu

Lo ANgy A

¢dq

CTRL+N

CTRL+O

CTRL+F4

CTRL+S

F12

CTRL+F2

CTRL+P

ALT+F4

CTRL+Z

CTRL+Y

CTRL+X

CTRL+C

CTRL+V

CTRL+BACKSPAC
E

CTRL+A

CTRL+F

CTRL+H

CTRL+B

F1
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Font format

Italic Ctrl+ 6096dF ¢ CTRL+
Bold Ctrl+B Lbesqfrendy¥Y CTRL+G
lLJJ::;I;WIIiirrllézdlword Ctrl+U Jab jqz bq; y+fr ¢ Ap¥ Q/ of CTRL+U
Large caps CtrlI+Shift+A Lebor dndQq CTRL+SHIFT+A
Small caps Ctrl+Shift+K oAedq oebofr dondq CTRL+SHIFT+K

Paragraph format

Centered Ctrl+E L b e€(dondes CTRL+E
Left aligned Ctrl+L Lb ed¢ébas yec Ay CTRL+L
Right aligned Ctri+R Lb o9e6ANgbas ye Ay CTRL+R
Justified Ctrl+J Lb 3fefrn( CTRL+J

5.5 Trademarks

Trademarkednames are usually not localized, but sometimes local lawsequire
translation. In Russian the trademarked name "Microsoft Corporation” is
translatedase y be o b g Ae v+ v oA of EnfgligHMc®soft trademarks is
available for your reference atthe following location: https://www.microsoft.com/en-
us/legal/intellectualproperty/trademarks/usage/default.aspx.

5.6 Using the word Microsoft

Both in English and in Russian, it iprohibited to use "MS" as an abbreviation for
"Microsoft."

Unlocalized product names: The word "Microsoft" is not transliterated inunlocalized
product names.

Example: Microsoft Word

Localized product names: In localized product names, we translatehe word "Microsoft"

using the following pattern: <Translatedpr oduct name in Russian> (0/

Example: Microsoft Wallefi AsaAqofry (O06AYyebdbad)
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Referencing Microsoft Corporation in text: According to Civil Code of Russian

Federation (article 1473 paragraph 3), each legal entity must have one full corporate

name in the Russian languageTherefore the word "Microsoft" is translated

asOANYyebdbad or ybecobeoAer ¥ OAYyebdboad when ref
orits products descriptively in texkbeomied t hi s
for the sake of fluency.

Example: Microsoft Knowledge Base EARA RbApbf ¥ OAYyebdboafd; Micr.
e bjoydd 0 AYyocbbdddhregde voGadd ybeobeAe+r Y O0AYy e bdb
Microsoft softwarefi 0 6 b 3 ¢ AchakZodqpd® Q3 donf Q OAYyebdboad.

Legal documents: In the definition section, include the following note:
MicrosoftCor por ati on (j Aeqq éybecobecAer ¥y OAYyecbdboad
"ybooboA¥Yywbdbad" in the body of the document

LCA agreements : Note that the word "Microsoft" isn't translated in LCA agreements. This
is the only exception to the general rule.

5.7 Voice video considerations

A video that successfully conveys the Microsoft voice has these qualities:

It addresses only one topic (one customgproblem).

It's brief.

It has high-quality audio.

Its visuals add to and compement the information.

It uses the right language variant, dialect, and accent in the voicever.

= =4 =4 4 4

Successful techniques for voicing video content

1 Focus on the intent. Show the best wajo achieve the most common task, and stick to it.
Show empathy. Undestandanda c k nowl edge the vieweros situat:i
1 Use SEO (search engine optimization)nclude search phrases in the title, description, and
headers so that peoplecan easily find the topic.
71 Talk to the customer as if they're next to you, watching you explairthe content.
1 Record a scratch audio file. Use it to check fdength, pace, and clarity.

|

5.7.1 English pronunciation
5.7.1.1 General rules

Generally speaking, English terms and product names that are left unlocalized in the
target material should be pronounced as Engéh words. For instance, Microsofinust be
pronounced the way it is in English. However, if your languagéas an established
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pronunciation for a c¢common pgroauncatian shoutdibe a s
used. Moreover, pronunciation can bedapted to the Russianphonetic systemif the
original pronunciation sounds very awkward in Russian

Example Phonetics Comment

SecurlD [.S EO K]
di:]

.NET [dot net]
Windows Pronounce "Windows" the way it's pronounced in English,
Server 2013 and pronounce "server" and "2013" as Russian words
Office Online Pronounce as Russian words £
Skype [skaip] 2  Pronounced as in English

Acronyms and abbreviations

Acronyms are pronounced like real words, adapted to thécal pronunciation:

Example Phonetics Comment

RADIUS [ & Aj £ ¢

RAS [ 6 Ad]

ISA [ FdA]

MAPI [ aAD ¥~

URL This is aq exception and should bg pronqunced letter by letter, using
Russian pronAgseilati on: [y

Other abbreviations are pronounced letter by letterUse the Englishetter names, but
adapt their pronunciation if needed:

Example Phonetics

ICMP [ A¥¥G @0 ¥ ]
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IP [ AIFF ]
TCP/IP [ ddfo FAYD ¥
XML [ cgdceqg]

HTML [ qX3c ac e g

SQL [ eydyc e g ]
XP [ cpd]
URLs

"http://" should be left out; the rest of theURL shouldbe read.
"ww's houl d be pronouwyg¢ed as [de+r | AEe

The"dot" should be omitted, but can also beread aloud. If read aloud, it must be
pronounced the Russian way, as dbs3yA.

Example Phonetics

http://www.microsoft.com/rus [ de+ -y ANdZeYyebdboady Ay A3 §

Punctuation marks

Most punctuation marks (such as? ! :; ) are naturally implied by the speaker's tone of
voice.

En dashes @) are used to emphasize an isolated element. An en dash should
be pronounced the way a comma is, that is, as short pause.

5.7.2 Video voice checklist
5.7.2.1 Topic and script

1 Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

O O O ©
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5.7.2.2 Title

1 Includesthe intent
1 Includeskeywords for search

5.7.2.3 Intro: 10 secondsto set up the issue
1 Putthe problem into a relatable context.
5.7.2.4 Action and sound
Keepsomet hi ng happening, both visually and audi!l
€ ma i man appropriate pace.
Synchronizevisuals with the voiceover.

Alternate between first and second person if that sounsl more natural.
Repeat major points if that's appropriate.

= =4 =4 4 4

5.7.2.5 Visuals
1 The eye isguided through the procedure
o Smooth, easily trackable pointer motions
o Judicious use of callouts
1 Appropriate use of motion graphics, brandingapproved visuals, or both

5.7.2.6 Ending

 Rec@s are unnecessary
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