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1 welcome

B" Microsoft

® o Microsoft
‘ Localization
—

Style Guide

Tamil

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

1.1 Reference material

Unless this style guide or Microsoft Terminology - Globalization | Microsoft Learn
provides alternative instructions, use the orthography, grammar and terminology in
the following publications:



https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

Normative References

These normative sources must be adhered to. Any deviation from them automatically
fails a string in most cases. When more than one solution is possible, consult the other
topics in this style guide for guidance.

Arden, A.H. (1891) A progressive Grammar of the Tamil Language. Madras: Christian
Literature society.

Lehmann, Thomas (1989) A grammar of Modern Tamil. Pondicherry: Pondicherry
Institute of Linguistics and Culture.

Subramaniyan, P,R. (Ed.) (2001) tamil nataik kaiyetu (Tamil Style Manual) Chennai: Mozhi

Subramaniyan, P,R. (Ed.) (2005) Col vazakkuk kaiyetu (A Usage Manual for Contemporary
Tamil words) Chennai: Mozhi

Informative References

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

Chidambaranatha Chettiar (Ed.) (1965) English- Tamil Dictionary. Madras: University of
Madras.

Ramakrishnan, S. (Ed.) 2008 Cre-A (Kiriyaavin tarkaalat tamiz akaraati), Chennai: Cre-A.

Srinivasan, S. (Ed.) (2000) kanipporik kalaiccol akarati. chennai: valartamiz manram (Anna
University)

Manavai Mustsfa (2002) Kaninin Kalanjiyap Peragarathi (Computer Encyclopedic Tamil
Dictionary) Chennai: Manavai Publication.

Antopeter, M. (2001) Kanini Kalaichorkal, Chennai, Karpagam Puthagalayam

Ray, Jayanta: A REVIEW OF TERMINOLOGICAL WORK BEING DONE IN INDIAN
LANGUAGES Term banks for tomorrow's world: Translating and the Computer

4.Proceedings of a conference ... 11-12 November 1982, ed. Barbara Snell. (London:
Aslib, 1983)

Tamil Virtual University Technical Kalaichol Peragarathigal



http://en.wikipedia.org/wiki/Tamil lanquage

https://ta.oxforddictionaries.com/

Microsoft User Interface Reference

A helpful reference is the Windows User Experience Interaction Guidelines, available for
download at https://docs.microsoft.com/en-us/windows/apps/desktop/.

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
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. The following guidelines are relevant for US
English and for many other languages.

Guidelines
Keep the following guidelines in mind:

e Write short, easy-to-read sentences.
e Avoid passive voice—it is difficult to read and understand quickly.


http://en.wikipedia.org/wiki/Tamil_language
https://ta.oxforddictionaries.com/
https://docs.microsoft.com/en-us/windows/apps/desktop/

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

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

2.1 Choices that reflect Microsoft voice

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

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

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

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

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

2.1.1 Word choice
Terminology

Use approved terminology from Microsoft Terminology - Globalization | Microsoft
Learn, for example for key terms, technical terms, and product names

Glossaries

Microsoft Terminology - Globalization | Microsoft Learn

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.


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

Precise, well-chosen words add clarity, but it is important to be intentional about using
everyday words that customers are accustomed to.

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

English.

en-US word usage

App Use app instead of application or program.

Pick Use pick in more fun, less formal or light-weight situations ("pick a color," not

cho;)se "choose a color") and choose for more formal situations (don't use select unless
necessary for the Ul).

Drive For general reference to any drive type (hard drive, external hard drive, etc.). Use
specific drive type if necessary.

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

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

PC Use for personal computing devices. Use computer for situations about PCs and
Macs.
Address the user as you, directly or indirectly through the use of first- and second-

You person pronouns like "you." Third-person references, such as "user," should be
avoided as they sound formal and impersonal.
For information on localizing you, go to the section Pronouns.

Make sure to adhere to approved terminology - do not use different target terms for
already established and approved terms.

The following short words and everyday words are to be used to convey the ta-IN
Microsoft voice.

en-US source term ta-IN target term ta-IN word usage

E.g.

6T.5IT Use for "eT(Q&SI&HHTL(H"




You b MG 6T

Address the user as
BiiIg 6T, directly or
indirectly

Contact us QEHTLIUSS:

Use for "to contact us"

2.1.2 Words and phrases to avoid

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

common equivalents.

en-US word/phrase to avoid Preferred en-US word/phrase

Achieve Do

As well as Also, too
Attempt Try
Configure Set up
Encounter Meet
Execute Run
Halt Stop
Have an opportunity Can
However But
Give/provide guidance, give/provide information | Help

In addition Also

In conjunction with With
Locate Find
Make a recommendation Recommend

Modify

Change




Navigate Go
Obtain Get
Perform Do
Purchase Buy
Refer to See
Resolve Fix
Subsequent Next
Suitable Works well
Terminate End
Toggle Switch
Utilize Use

For Tamil Microsoft voice, avoid using formal words and expressions listed in the table.

Use less formal variants provided below.

en-US source

‘ ta-IN old word/phrase

ta-IN new word/phrase

MG LILIL I (HHSHTEV

Can be done QFWIWEFIQUISTS Q&FUWIW6ELITLD
QGSHGLD

Necessary ST MU WILDTEOTS G emel

Set as hidden LDEMMHSHHMEH LDEMMHSHHMEH 600

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

the Microsoft voice.




2.2.1 Address the user to take action

US English

The password isn't
correct, so please try
again. Passwords are

ta-IN target

&L eFQ &ML Heuml. Levor(hLD
WWHH &S5 LD. HL6FQFTMHE6T
TS SI-2_600T(HLD H60T60ILN

Explanation

The user has entered an
incorrect password so
provide the user with a
short and friendly message

didn’t work. Please
check it and try
again.

@umisallevemen. FlLMTHS!
Sevor(H)LD (LW MHHF & 86 LD.

case-sensitive. Q)& TEO0T L_6DI6L. with the action to try
again.
This broduct ke The user has entered
X y @Bs5s5 sWllier &mlui® incorrect product key. The

message casually and
politely asks the user to
check it and try again.

Casual and short message
to inform user that setup

continue?

All ready to go LWeTUGSS SWITH has completed, ready to
start using the system.
Use of the second person

Would you like to QAsTLY ef@mbUSSHeemT? 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.

9 IS EHem LI & 60060118 G

2 _MmIsG6T ell@BLILILILILG
QuWlLa|Lb. Ledreotenot] BlM&Hem S
rmm el eoTmev, 8560011601
IemnliL&erfley 955
LOMOILITL_60)L 3|60)600T&&6)LD.

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

2.2.2 Promoting a feature

US English

ta-IN target

Explanation

2 MIGET QSTHH 60T &e6vofleoflemnwiL
LUMSISTHS, LILE HLFOFTE
LB W eubWIMGLD. 218 615 &8 Meor

Picture password is a
new way to help you
protect your

Promoting a
specific feature
with the use of




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

LMMILD LM G ITemLOEDT &8 616060

2 GTATL&HHSHMS L1 LIW6oTLM(Hh &6
2 MI&GEHE&EG 6ULPMIGLD.

@@L LD, QUWT, &600T8 @G L1 LIL LD

g LILemLuN6v SeoflILIuleoTmE & LI L

touchscreen PC. You NrsCuWss &L 6F G &FMeVene6y em-dash to
choose the picture—and | 2_(HeUT&HS, LILSH60SU|LD, | &HED)IL 60T emphasis the
the gestures you use LWeTLI(H S SID 6005 618606/ LD specific
with it—to create a CxHIe|&FWWe]|LD requirements to
password that's enable
uniquely yours. the feature
which in this
case is picture
password.
Promoting the
use of apps.
Let apps give you D _MBI&6IT &6001160flUd 6ot DIl el

the context of
the string we
can add some
more familiarity
to the text by
using everyday
words for e.g.
PC.

2.2.3 Providing how-to guidelines

US English ‘

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

ta-IN target

S HLNEF QFeTM 2 HBIg6T
Licoollemw & CFLAGSH, 755
eTeOTLIeN S & Hefle Qg Qe
GoU6DoTIQ WIS (LNLY.E&HE)]LD.

Explanation

Short and clear action
using second person
pronoun.

To confirm your
current

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

9 MIG6T HLLUIL| LIL&

&L FQFTELEM6

2 MIFILRSS, FLGCaTemWIL]
LTSS 2 HIS6T LIL&H 60
STLLUULIQmHSGWD T SSHSHTL(H
S| F6GEM6TE 8>600TL M) LLIGYLD.

Voice is simple and
natural.

The user isn't
overloaded

with information; we
tell them only what
they need to know to
make a decision.

It's time to enter the

product key. When you

swmilliy GMlufenL
2 etefl(heusmasmer GBI

Speak to the user
directly and naturally




connect to the
Internet, we'll
activate Windows for
you.

albsiLLg. Briser

() 60)600T U1 & &1 L_60T

@) 6M600TS (G LDCLIME ©_HISHEHHSHTSH
Windows -8 Q&FWeVLI(H & SIGeUTLD.

using second person
pronoun "you" on
clear actions to enter
the product key.

2.2.4 Explanatory text and providing support

US English

The updates are
installed,

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

ta-IN target

L&IULNLIL&6T BloiauliLIL L 60T, 60T 6V
Iemel Galemev Q&I Windows
I6mLne)] LevoT(hLD SHleUd8LILIL
Gauetor(HLD. 2HMHGLI LIM&, el L
@QLSHOBHS Q&ML HECeTLD.

Explanation

The language is
natural, the

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

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

BiIgGeT @LIGLIMTE Levor(h LD
S5 6oTT6v, BmIGCETIT 6LVE QHS
&eootleoflemL] L6t &SI Geaum
BLUCHT GFLA&HEMS Lieoollenll @)Lp&a
CrIGHILD.

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.

SHEUMITET 6V6VGI Q& TMVHSH
LI60oTL| 856006 BBIG&H6T FIlQFUSLIME
QS ,6)600TLOMTEOTSI &IT60TTEHGE
FrflWwmeoT BrevasLd LM mID
CHIMTULMES B&HTHSLILIHILD.

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.

CLMFLOMS 6260TMI HLHSHS!!

2 _IhI18 65 88 T60T
SlGHGELILIL&8n1q U USB sLllemmeq
QL 6MTeme6l 2 (HeUTEHGSGUSMS

LS eNM&HESLILLL GSITLIL&H6em6rT
&evor LMl wwolg weflevemev

Without complexity
and using

short sentences
inform the user what
has happened.




3 Inclusive language

Microsoft technology reaches every part of the globe, so it's critical that all our
communications are inclusive and diverse. These guidelines provide examples on how to
use inclusive language and avoid habits that may unintentionally lead to
marginalization, offense, misrepresentation, or the perpetuation of stereotypes.

General guidelines
Comply with local language laws.

Use plain language. Use straightforward, concrete, and familiar words. Plain and
accessible language will help people of all learning levels and abilities. Some examples
include using a two-syllable word over a three-syllable word or several clear words
instead of one complicated term or concept.

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.

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, age, 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.
Don’t use slang that could be considered cultural appropriation.

Don't use terms that may carry unconscious racial bias or terms associated with
military actions, politics, or controversial historical events and eras.



English examples

Target examples

: : (LD & 60T6MLD/ ) 600 6T0T
primary/subordinate master/slave @6‘016\) G606V 6MLD/3lq 6MLD
L&leveLiLien .
stop responding hang @%Eﬁmm 2 USHeVeMSHSHTCH
expert guru 1hILj6vor(y YE:T:E:))
meeting pOW Wow &6VHGI6MIUITL 6D SITL 0L LG & &6
Nadi . eouTLIf&Ger,
colleagues; everyone; g:zs' Jeiclizs & UGUO‘ﬂUJI'I'GTTUGSGTT; EGO"ML‘HILGGTT
all gentlemen | SOTAUGESLD; QUACWITG&CerT
lunch and learn; brown bag 2 _600T6)] S— .
' gmuumL(y CriL
learning session session Qe Gevsmern G Gy
mother or . - SILUUT SI6L6VG)
QuMHGCmm ;
parent father DI S|LOLDIT

3.1 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid the use of compounds
containing gender-specific terms (/62/607, 9/62/617, etc.).

The table below contains examples of gender-biased words or compounds that should
be avoided in Tamil and the alternative that should be used to promote gender

inclusivity.

Use this Not this

S}, 6001

QLi6vor

Uy
Uy
SI6)IJ

Comments

Target examples

Generic term which can be used for all genders; not gender-biased.
Generic term which can be used for all genders; not gender-biased.

SI6UEST  Generic term which can be used for all genders; not gender-biased.




élGlllj SI6UET  Generic term which can be used for all genders; not gender-biased.
@euiy @\6)60T  Generic term which can be used for all genders; not gender-biased.
@euiy @66lm  Generic term which can be used for all genders; not gender-biased.

When presenting generalization, use plural noun forms (for example, LD& & 61T,
G 6ofllHLII, LOIT6T0T6UIJ & 61T, &60I6V6UIT 6T, etc.).

Don't use gendered pronouns (3|6M60T, |66, UG DL_LL,
316U (ETH6ML_LLL.) in generic references. Instead:

« Rewrite to use the second or third person (/5/BIG6IT 6VEVE/ /62L)).

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

e Use articles instead of a pronoun (for example, Sh& %G)JGO'MLB instead of
SH6U(H6DL_ LI 34,6)16001LD).

« Refer to a person's role (6UTELILITONI], LIGTITWLITENI], 6)ITLq.&60)SUTENI],
2 _flemLowimenj, for example).

o Use &6oflBLIf.
Use this Not this Use this Not this
English examples Target examples
@b L6
A user with I;:thehuser Lpemmulmest . @pemmulmest )
the e o fenLDSEM6TS o flenLDSEm6TS
appropriate :pfli;’pr::izn QBTG (I LIWIEDT), Q&6 (hhSITev,
rights can set Sgt . DM LIWLIETTT&aM6dT SIEUETTEL LDHM
other users' o &L 61 &FQFMMSHemer LILLI6OTI] S6XTl63T
passwords. Asswords MO SHSHEVITLD. &L 6YFQF MM SHemern
: ' SIMDGE (LPIGUJLD.

Developers Adeveloper ~CILOIOULT&EEFEE @@ CLGQILUILIGSES
need access needs access 34@-".]567?]5‘{7 G'-D.LDU”L@ Slerg) cm@“”'—@
to servers in to servers in @QG\)&SGTT]GU. 2 erert &, Lp6016L e ermerm
their his CFmULISRISEHHSHTETT  C&6MEUILISMIS EMh & ST6u
development  development QIEWIFHEL CHene, SISV CHeme,
environments, environment, 6TEINIEMILD JQUTHEHSHS 6TV EUMISHES
but they don't  but he Azure @60 2_iTer Azure @60 2_eiTer
need access  doesn'tneed GEFMAIISHISEHGEHTE  C&FEMEUUIGHMIGEHSHHTEOT




to the servers
in Azure.

To call
someone,
select the
person's
name,

select Make a
phone call,
and then
choose the
number you'd
like to dial.

access to the
servers in
Azure.

To call
someone,
select his
name,

select Make a
phone call,
and then
select his
number.

SIFW)|560
CHemeUUTeL6mEL.

R(HOUDM] SMLPSHS,
SleuifletT QUWIENTS
CaIHeSsGSS

Q& memeL L&

CHIHES oS! evrer

PRIseT Luwled Q&uiul

l(IHLDLLD 6T6TOTEDIGUOIS
CHIHASBESALD.

SI) 6
CHemeuUIeL6meV.

2 (HOUMETT EMLNES,
Sl6eu6tT CUIEmTS
CHIHASGSS!
Q&memeLGLS
SIMLPLIENLIG
GEIHASBESALD,
L763T60TI] 21621601
BLOLIDTS
CaIHASESBLD.

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 LIT[jsme6ILiMme)j. Don't mention a disability unless it's relevant.

Use this

person with a

Not this

English examples

Use this

Not this

Target examples

el handicapped LMHMISSHmevtimer] oan6ur (LPHCOITY
person without - normal person; mn:rj)gjg;ﬂ,rp.mrraﬂ o G T
a disability healthy person S6LEVITG EMI]

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 examples Target examples

Select  Click CoHHosHEsaD SHelld QFuIWe]|D

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

Spell out words like LOMMILD, Fo. (b H6LNS, CLOGILD =, CETTMUILOTE Screen
readers can misread text that uses special characters like the ampersand (&), plus sign
(+), and tilde (~).

4 3 nguage-specific standards

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

4.1 Grammar, syntax, and orthographic standards

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

4.1.1 Abbreviations

Common Abbreviations

You might need to abbreviate some words in the Ul (mainly buttons or options
names) due to lack of space, even though, in most of cases, abbreviations are not
recommended in Tamil. Here are some common examples:

Expression Acceptable Abbreviation

THHSIHEHTL(h 61.5IT. or eT.(h.
2 _GITJ600TLD 2 1D

L& &L L. or L1&.
auflend eTevor 611.6T600T
SOLHTH 5.5,




4.1.2 Acronyms

Acronyms are words made up of the initial letters of major parts of a compound term.
Some well-known examples are WYSIWYG (What You See Is What You Get), DNS
(Domain Name Server) or HTML (Hypertext Markup Language). In Tamil language there
is no genuine Acronym. Tamil language uses the transliterated form of the
corresponding English acronyms.

Localized Acronyms

Article |. (+) &MJ& "TFeYs JFW6T CFTHR &6r LMY [fledleorev &MTFLGTF 6T
"SAARC"

Article I1. (+) W,e0T6r VBT “W,60f Gl L GH69.60T6V 6783 °B&H6.60T6V GIFMENEFL_LY.

31600T(H) HELF&F TV Y THMOTCFaQ60T” "UNESCO"

Article lll. (+) euITL. "Geu6eLU] QLG L IT&6M0" "VAT"

Article IV. (+) BTLGLT  "BTIS L 6VMeorlq.& LFL L] 34756060 GF 61q.60T"

"NATO"

Article V. (+) @6MVGI T “@)600TL9.LLIGT 6NVBLIEN flFTEF S TsHemnerGFaqer" "ISRO"

Article VI. (+) GevedT "Gevms &6V If WM QBLQeUTFs" "LAN"

Article VII. (+) 6TUJL_61V " &HQ&TWT(H @ Lw,eor 19 LN wedterd S edTL_Grmin”

"AIDS"
Article VIII. (+) GOe&dT "QL_CrmeumedlLer gflwm QpLeeumis”  "MAN"
Article IX. (+) Geuedr "emeu(h gflWm QBLCeUTT&H" "WAN"

Unlocalized Acronyms

Many abbreviations and acronyms are standardized and remain untranslated. They are
only followed by their full spelling in English if the acronym needs to be explained to the
speakers of a different language. In other cases, where the acronym is rather common,
adding the fully spelled-out form will only confuse users. In these cases, the acronym
can be used on its own.

The following list contains examples of acronyms and abbreviations that are considered
commonly understood; these acronyms and abbreviations should not be localized or
spelled out in full in English:

1. ANSI (American National Standards Institute)

2. ISO (International Standards Organization)

Caution: Do not include a generic term after an acronym or abbreviation if one of the
letters in the acronym stands for that term. Even though this might occur in the US-
English version, it should be "corrected” in the localized version. The following examples
show the redundancy in red for English terms.



. (-) HTML language
. (-) TCP/IP-Protocol
. (-) PIN Number

4.1.3 Adjectives
In Tamil, adjectives should be handled in the following manner.

Adjectives are Tamil words that give attributes to nouns, extending their definitions.
Following are some of the examples of adjectives:

English example ‘ Tamil example

non-member (+) 2 milILfeoTy @6veVTH AT
undefined (+) GUETWMISHEHLILIL TS 606
invisible (+) LeveoTm&H MG

unavailable (+) PMLESHTSH

Possessive adjectives

The frequent use of possessives is a feature of English language. However, in
Tamil possessive adjectives are handled in the following way:

according to the context, possessive adjectives are translated or ignored.

Examples:

Input your password.

(+) BLOFQFTLem6V 2_6TerflL_aLD. (Possessive adjective ignored in translation)
Do you want to delete the files from your hard disk?

(+) 2_MBIG6T Blemevall 1960 2 _6Tem G&HMLILIGHeM6T Has el (HLOL S NI TaHeTT?
(Possessive adjective usedin translation)



4.1.4 Articles
General considerations

English articles, "A," "An," "The," are mostly translated as e2(, €27 in Tamil. But
translating the Articles in Tamil language is not necessary in all circumstances. It should
be translated wisely.

For example, "An apple was eaten by the baby" is better translated as "<y L1L56merr
GLHMS HeTmE" leaving the article in the translation.

Sandhi Grammar

Sandhi grammar is a literary convention that is optional in translation. In most cases, it
does not affect the meaning or intent of the content. It can also help to reduce character
count in button strings, Ul, etc. Therefore, the translator may decide to use sandhi,
taking into account the specific context of the translation. For example, 'LL &6m& L1
LS am&E&HID QFUIWELD' can be 'ULSmM& LG aMEEHID QF U6

Unlocalized Feature Names

Microsoft product names and non-translated feature names are used without definite or
indefinite articles in the English language.

Source: What's new in Microsoft 365?
Translation: (+) Microsoft 365 -@)6V L| S\ &l 6T6oT60T?
Localized Feature Names

Some feature names are localized/transliterated according to the guidelines specified by
Microsoft.

Example:

English: Microsoft Defender Application Guard

Tamil: (+) Microsoft Defender Liul6oT LITL_(H L1 LIM&I &5 TLILIT60T
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 Tamil language?
Names, trademarks, and product names are to be considered as proper nouns.

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

e 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.

Please always consult Microsoft Terminology - Globalization | Microsoft Learn to confirm
the user of a new loan word and its proper article to avoid inconsistencies.

Example:

Menu - (+) GO &Y

"Menu" is transliterated as there is no direct Tamil equivalent available.
Few other similar terms—Click, Slide, Audio, Video, Multimedia, etc.
4.1.5 Compounds

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

Compounding is one of the important grammatical features in Tamil for word formation.
The usual word formation process is that nouns are freely combined with other nouns.

Example:
Noun-noun compounds

GFemaUWSLLD (Server) +&FmeoTMIFLD (Certificate) = GFeMeUUISHEF FMeOTMIHLD
(Server Certificate)

&6 (Data) + 19 & SH6TLD (Base) = TS SH6TLD (Database)
auem6v (Web) + @ LLD (Site) = aUem6LEHSH6TLID (Website)
Verb-noun compounds

&L_(Pass)+ Q&Fmev (Word)= &L 6|&FG & M6V (Password)


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

Noun-verb compounds
LIS&LD (Page) + (0Nl (Break) = L1&& (pmlLiL| (Page Break)
Compounds with Product or Component Names

Product names are usually trademarked and, therefore, must remain unchanged.
Additions to a product or component name are added with a hyphen or, if that is not
appropriate, you need to create a periphrastic construction.

Note: n/a
English example Tamil example
Windows password (+) Windows &L 6&Q & M6V
Microsoft Word document (+) Microsoft Word 21,61600TLD

Microsoft SQL Server Database (+) Microsoft SQL Server &6 &&6ITLD

4.1.6 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.

In ta-IN, Microsoft voice can be conveyed through the use of conjunctions. Following
conjunctions are to be used to convey the ta-IN Microsoft voice:

en-US source text ta-IN old use of ta-IN new use of
conjunctions conjunctions
Because of these @QbSS WML swrilliNeveTer @b
features in the S| LDEFMIGEMETLI 3| DG MG 6T
product, old content | QUMIGETM LILFSHFH6), | HITT6OOTLONS, LIGOILOUI
will not be displayed | LIGOLOWI 2 6TETL_ & &LD 2 GTeTL&&D Fiflwms
clearly. Ffluns Q& flwimsl.
STLALILG S ST
CUMEHH T U QLIS
o _6TeTSl.




This is not suitable to @ &! Windows 11 &@&L1 @ & Windows 11 &&L1
Windows 11, however QUMIHS S LO6LEVITLO6Y QUMIHSSLOl6Lem6,
let us see it. O BHSTYILD Fnl, 6T6of 16D D6 GLI
s LILUmOIL UmFLIGUITLD.
UmyuGuUImLD.
Though this feature is | @ MBS JDFLD Qb L&D
in activation, the QUS55 T V6T QWSHEHSFH6L @ BHSILD,
website is not S,60TIT6V 6U6DI6VE S 6ITLD 6UEDIEV S G EITLD
updated. LaUlesliuLealeemey. | UsiLiLNsasliuLallevemev.
4.1.7 Gender

Gender differences need to be handled as follows in Tamil language:
Instead of using phrases which mention the two genders separately, general term that
includes both genders such as "LIWeoT(J," "BLIT," or "Lieool lWIMemJ&6T" should be

used.

Different genders used in Tamil: &J6U60T, 6U6IT, QGl. But it is recommended to avoid
'9|QU60T’ or '3|eU6T in Tamil.

Neutral word to avoid gender differences: {6y
4.1.8 Genitive

In grammar, genitive is the grammatical case that marks a noun as modifying another
noun. It often marks a noun as being the possessor of another noun, but it can also
indicate various relationships other than possession; certain verbs may take arguments
in the genitive case; and it may have adverbial uses.

In Tamil language, genitives are created by adding Suffixes to the end of a noun.
Example genitives in Tamil: 2_60)L_WI, @ &HsDI60L_LLI, @) sl6mL UL
6TEOTERI6M LU LSS &HLD (My book)

But, for shorter translation and better readability, uncomplicated forms, i.e., like @ & 60T,
9| & 60T, 6T60TS are used.



4.1.9 Localizing colloquialism, idioms, and metaphors

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

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

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

e Translate the intended meaning of the colloquialism in the source text (as opposed to
literally translating the original colloquialism in the source text), but only if the
colloquialism’s meaning is an integral part of the text that can’'t be omitted.

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

en-US source Tamil target

Hi QMU

Hello AMG6VIT/6U6T0TE & LD

4.1.10 Modifiers

In grammar, a modifier is an optional element in phrase structure or clause structure; the
removal of the modifier typically doesn't affect the grammaticality of the construction.
Modifiers can be a word, a phrase, or an entire clause. Semantically, modifiers describe
and provide more accurate definitional meaning for another element.

In Tamil language, modifiers are used to stress the verb, nature of the word. It is used in
the same way as in English language.

4.1.11 Nouns
General considerations

Many languages differentiate between different noun classes based on features such as
animacy, shape, gender, and so on. English loan words must be integrated into the noun
class system of Tamil language.



Example:

English example Tamil example

Delete it from server. (+) GFemalWsBST 6V @) (BHHS @S H&H G
Enter a password to log into the (+) GFeMEUWSHSHHMG6T HL6FQFTEVEDIEY
server 2 _aTert(h)
DNS cannot resolve the server IP (+) GFemauws LD IP (n&euiflemwt DNS Siey
address QFWIWMsI
Verify the name of the server's (+) CFemQULISGSH 60T FMTMISHLD QLIULIEDTEF
certificate grflumy

Inflection

Most of the technical words are translated into the Tamil words and loan words also
function as Tamil words. Therefore, there is no problem with the inflection category.
There may be a few exceptions.

Example for exceptional inflection in Tamil:

Use this theme—(-) @B & Semin LWTLUMSSH—(+) @B HLd-L1
LweTuUbh &S

The above issue can be overcome by changing the translation for Theme or by other
methods.

Plural Formation

Tamil words are converted into its plural form by adding "&eT" (kal) at the end of the
word, similar to "s" in English. Last letter(s) of the word will be changed in same places
when it is converted into plural form. But in some cases, particularly to mention the time
periods, plural forms can be translated as a singular.

The examples below show how translations are represented in plural form.

English example Tamil example

Client—Clients LIWI60TS LD - LIULI60TE RIS 6T




English example Tamil example

Website—Websites 6UEDVEETLD - 6U6DI6V S 61T RIS 6T

Download—Downloads USM&&ELD - LIS el mE s migeT

Proxys U6l - LS eSlseT
Administrators BIJeUTs) - BlIeumTe &6
Ten hours drive LIS 060l GIHIT 6UMTEH60T 6L LD

4.1.12 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.

US Expression Tamil Expression

Migrate from ... @5 eNBHS @ L DLW ..
import to ... @Q5NS QN&ES ...

upgrade to ... @5M& CLLLGSS ...

.. in the toolbar SmalLuLIguiev ..

... on the Internet @) 66T WIS H 6V ...

4.1.13 Pronouns

Pronouns are used as equivalent to the source. Tamil pronouns include personal
pronouns (refer to the persons speaking, the persons spoken to, or the persons or
things spoken about), indefinite pronouns, relative pronouns (connect parts of
sentences) and reciprocal or reflexive pronouns (in which the object of a verb is being
acted on by verb's subject).



ta-IN

ta-IN correct

incorrect
example
example
He 55 3|6 60T
She 55 3| Q6T
We 16T LD/ 5 T %I & 61T -
It 38l -

They 3|60)6U/ 3| 6UT 56T -

You Biis6T/2_migGer | B/2_6TsH G

4.1.14 Punctuation

Tamil language is following the general punctuation characters and rules which are
applicable to English language.

Comma

Comma is used as a separator when several names or items are written consecutively
and also short pauses.

Example: (Braig 6T QeusluIL1q.(BIHS [H60) &5 560615 S0 &5 606TL]
LILQ &G & 60T, T &G 60T, F\ifl & G55 60T.

Colon

(:) colon informs that what follows proves, clarifies, explains, or simply enumerates
elements of what is referred. Do not use colons to inappropriate places.

Example: &60a)l 9160DF&FT: 6T6V6VITLI Li6Terl85@1H & @& LD 85600116011
GULDMHIG LILI(HILD.



Dashes and Hyphens

Three different dash characters are used in English, but Tamil language uses only
hyphen in all places:

Hyphen

The hyphen is used to divide words between syllables, to link parts of a compound
word, and to connect the parts of an inverted or imperative verb form. In Tamil
language, sometimes we need to use hyphen to connect a loan word where suffix is
required.

Example:

1. Q6uedr (NI QUBH &S TET - 6THS Blenevwllavild &eor QUMHEMITI] 60T
L1600T& 6M & LI LIWIEOTLI(D & & 8 o LTSI 6T60TMI.

2. Microsoft Office Online -@ 69 (BB & 2 Fallemwl OISR MSI (Loading help from
Microsoft Office Online)

3. U&&HMmIGKET: 1-10 (Pages: 1-10)
Ellipses (Suspension Points)

Omission from a sentence of words needed to complete the construction or meaning.
The triple-dot punctuation mark is also called a suspension point, points of ellipses.

Example: 1, 2, 3...
Period

A punctuation mark (.) indicating a full stop, placed at the end of declarative sentences
and other statements thought to be complete, and after many abbreviations.

Usage of period in Tamil language, is same as English.
(+) |6U6IT Q& 60T6060TE (& 6U[H S TEOT.

(+) &.Q).1 - SLOILD ©)60)600T L LIS 601608 &N LD



Quotation Marks

In US source strings, you may find software references surrounded by English quotation
marks, same also applies to Tamil language.

" used to denote either speech or a quotation.
"used to denote either speech or a quotation.
Example: (+) @ 60T “QILIMEIEH 6V H(HIHTET”

Parentheses

In English, there is no space between the parentheses and the text inside them. Tamil
language also uses the parentheses in the same way. Sometimes in a sentence
Parentheses are used to explain something related to the message but not with the
sentence will be given in the parenthesis.

Example:
(+) y60160T] QUL QLISFE0OTL. (S&HCLMTUT 1, 1847 - Q& LILLDUIT 20, 1933) GlLI6vor

B FHMVEHSTHL CUIMTTTIUIIT, 6TWSS T, GLIGFTeT. Here the birth and
death date of the person who is narrated in the sentence is given in parentheses.

4.1.15 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.

en-US long form en-US sentence fragment

Use the following steps. Here's how

The following sentence fragments are to be used to convey the ta-IN Microsoft voice.



en-US source text ta-IN long form ta-IN sentence fragment

Use the following steps | @& &F QFWLIUSHMNHGS Qleg eriug:
LN eTeu(BHLD LI &5 6m6TL] LeSTeuLh Lilg &emerLl
LIWeT LB S & e LwerL(hiSSHe)LD

Click this link to see details | eflLIJ IS em6TE & Mevor LI MBI & @1H & &:
@b @)6m600TLI60ILIG @ emevorLlemLIg Gerflas
FRerfles QFUIweD Q&FUWWeLD

Following examples for @\ 61U M MI&H 86T TN SHSHEHHTL(h&H6IT:

this: THSHSIHEHTL (h&H6T
QIHLOMMI:

4.1.16 Subjunctive

In grammar, the subjunctive mood is a verb mood typically used in subordinate clauses
to express a wish, emotion, possibility, judgment, opinion, necessity, or action that has
not yet occurred. It is sometimes referred to as the conjunctive mood, as it often follows
a conjunction.

Tamil language usually does not have any separate subjunctive forms.

4.1.17 Symbols & non-breaking spaces

A symbol is something such as an object, picture, written word, sound, or particular
mark that represents something else by association, resemblance, or convention. This
needs to be followed as per the available Tamil equivalent.

Source: To continue, select U
Translation: (+) QHMTLIUSNHS U 88 CHTHOSH(H HISH6T

Non-breaking spaces need to be used whenever regular spacing is not possible or not
usable such as html pages.

Normal usage: (+) Microsoft QLMY @ 6L (N&H S QHTGSLIL]

HTML page: (+) Microsoft&nbsp; Q0N &nbsp; @) 6m L (LN & & &nbsp;Q & M&L1L]



Where &nbsp; represents non-breaking space.
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.

Verbs should be consistently translated in Tamil according to the existing grammar
rules. Verbs for Tamil will be usually carried over to the end of the sentence.

English example Tamil example

Delete a file? (+) Cammliemu B&s Ceuevor(HLDM?

Print a file (+) GammLIemL FF ()

Continuous operations are usually expressed in English with a gerund, which is to be
followed as per the English context. This usually comes as titles on how to do a task in
UA part of the product.

English example Tamil example

Connecting to a network (+) LN 60)600T WIS SIL_60T @) 60600755 556V
(-) L9 60600T LIS SIL_60T 3) 60)600T8 5\ M Sl

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 Tamil, 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 Tamil-
speaking markets. Please 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™).

For Tamil, we usually do not translate any product and feature names until and
otherwise the particular product or feature is localized with their names. This should be
followed for application names too.

Version Numbers

Whether it is Microsoft or Skype, version numbers always contain a period (e.g. Version
4.2). Please note the following punctuation examples of "Version x.x":

US English ta-IN target ‘

Version 4.2 | LIGIIL] 4.2

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

Translation of Version Strings

Product, feature, and component names are often located in the so-
called "version strings" as they appear in the software.


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

Version strings that contain copyright information should always be translated.

Example:
US English ta-IN target
© 2023 Microsoft Please refer to Microsoft Terminology - Globalization | Microsoft
Corporation. All rights Learn to check the correct translations "All rights reserved" and
reserved. "Microsoft Corporation".

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 software considerations

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

5.4.1 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.

5.4.2 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. 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.


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks

English term Correct Tamil translation

Something went wrong. gCsIT aumTR L LS
Not enough memory to QbS5 &L L 60)6Ten L
process this command. QUGG GLIMTSILOITET [Bl60)60TeU&H LD ©)606M6V.

Tamil 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

The phrases below 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
Those
) constructions
File cannot be found .
Cannot ... (+) ... QWM . usually being used
. File could not be
Could not ... (WIg uelevemev found for "unable to
affect an
outcome."
Failed to ... (+)... Failed to connect
Failure of ... Gz mevallmma Failed of connect
Cannot find driver
software
Cannot find ... .
Could not find ... (+)...85600T LMyl gguld nof’f[ il
Unable to find ... Wi Well6uemev river software
Unable to locate ... i
Unable to find
driver software




Unable to locate
driver software

Not enough memory No sufficient
Insufficient memory memory on disk

There is not enough (+) GUngiLomeor Not enough

Bl6m6oTeU &5 LD :
memory . memory on disk
) @) 6LEm6VL

There is not enough No enough memory
memory available is available on disk

... enough space is
... Is not available (+)... not available
.. Is unavailable FemL&H&HaN6V6m6V | ... enough space is

unavailable

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."

Example:

English example Message User will see Tamil example

Replace invalid %s? Replace invalid data? (+) QFIMEH %s
Replace invalid file? @LLOmmHmeT?




English example ‘ Message User will see Tamil example

%s already exists File already exists (+) %s (LpeoTGLI
Name already exists @HEHEH M

%s is now set as your Regina is now set as your (+) %s 6TOTLIGUIT

personal contact. personal contact SHCLIMS 2_h18EH60 L
Mr. Kim is now set as your SeoflILILL L Q&HTLILTS
personal contact CFF&HSLILIL [BETETTH.

%s stopped working and | The application stopped (+) %s 4,601

was closed working and was closed QEFwWeLI(heuens
The program stopped Bl0ISH WS, GLSILD
working and was closed oISl epLLILL LS

5.4.3 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.

5.4.4 Keys

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

Names of keys appearing on keyboard should not be translated.

Key Names
Alt Alt
Backspace Backspace
Break Break
Caps Lock Caps Lock




English Key Name Tamil Key Name

Ctrl Control

Delete Delete

Down Arrow SLD 9|bLY
End End

Enter Enter

Esc Escape

Home Home

Insert Insert

Left Arrow QL &I 3L
Num Lock Num Lock
Page Down Page Down
Page Up Page Up
Pause Pause

Right Arrow QLS LD
Scroll Lock Scroll Lock
Shift Shift

Spacebar 6V GLIGVLIITIT
Tab Tab

Up Arrow GLD6L I|LDL|
Windows key Windows ellen &
Menu Key QL& e g

Print Screen

Print Screen




5.4.5 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.

Examples:
New
Cancel
Options

The following table lists special options for keyboard shortcuts in US-English interfaces
and describes whether each option is allowed in Tamil:

Keyboard shortcuts special

options

Usage: Is it allowed?

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

No

There is no slim character
available in Tamil.

Characters with downstrokes,
such as g, j, y, pand q can be
used as keyboard shortcuts

Yes

Extended characters can be
used as keyboard shortcuts

No

Tamil characters are actually
in the range OB80—-0BFF.

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

No

A number, appearing
between brackets after item
name, can be used as
keyboard shortcut

Yes

A punctuation sign,
appearing between brackets

No




after item name, can be used
as keyboard shortcut

assigned when no more
characters are available
(minor options only)

Duplicate keyboard shortcuts | Yes In general, there should not

are allowed when no other be duplicate

character is available keyboard shortcuts, but if
there is no option left out
other than duplication, it is
done with prior approval.

No keyboard shortcut is No Keyboard shortcuts are

sometimes assigned to
invalid keyboard shortcut
chars also when there is not
valid keyboard shortcut
available.

Keyboard shortcuts localization for Tamil

The format of the keyboard layout used for Tamil is called Tamil 99 set by the Tamil

Nadu Govt.

But other keyboard layouts which are used are InScript format(used for soft keyboard
versions) and Bamini format (soft keyboard/software version used overseas—SriLanka,

UK, US).

TAMIL 99

| Sisatam  'tiemss reveoms P




INSCRIPT

> Vi - s . Es & « )
Pack Space
Qon a e m & W S o T L] - - "
Tab ol o s m Jaaju i - » s [ !
: coflancfon Slcojuapfaladzlicle
Caps L ] D 4 @ B o o g Lid Enter
Lock Beonf co a ™ u ] a a - w '
Shant . -~ o w by ag a2 b Shaft
Qo X w o u © oo > w
Cul Win Alt I Space B | Alt I Wi IMcqu Cul

Bamini keyboard layout

Suggestion: NOT TO LOCALIZE

Having Tamil99 and InScript equally used for Tamil Keyboard, there is no point localizing
the keyboard shortcuts for Tamil. Moreover, the use of Tamil Keyboards or Stickers is still
not popular.

There has been considerable growth in use of Tamil keyboards. But it is mostly used in
DTP (Desktop publishing) companies, Tamil Internet companies etc and not end users.
Even in the schools (rural), the students are taught using Tamil 99 keyboards. Since there
are more applications (in general) in English, the students are also taught English typing
too as a part of the curriculum.

Transliteration is still the most preferred form of Tamil Input. (Reference:
http://tamilelibrary.org/teli/annex1.htm, http://help.keymanweb.com/keyboards/keyboar
d_ekwtamil99uniext.php)

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


http://tamilelibrary.org/teli/annex1.htm
http://help.keymanweb.com/keyboards/keyboard_ekwtamil99uniext.php
http://help.keymanweb.com/keyboards/keyboard_ekwtamil99uniext.php

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

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

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

Example: In Ul localization Home'H

Document2 - Word

key tip
i3, o0 Cut SegoeUl  ~[12 « A" A Aa- A IS.IS.NT. FEF
p.’.ﬁe ¥ Format Painter ru o x, X B - - === =
Chipboard r Font e Paragraph

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

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

Example: Ctrl+N, Ctrl+V
t key

In keyboard shortcuts, most shortcut keys are used with the Ctrl key.
Ctrl+letter combinations and function keys (F1 through F12) are usually the best
choices for shortcut keys.

5.4.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform

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



Standard Shortcut Keys

US English . Tamil
US Command Tamil Command
Shortcut Key : Shortcut key
General Windows Shortcut keys
Help window F1 2 Sl FmeryLd F1
Context-sensitive | Shift+F1 GLp6L FMIHS 2 e Shift+F1
Help
Display pop-up Shift+F10 GV BGHMEOTMILD GLDEDIEM6U & Shift+F10
menu &mevor Ll
Cancel Esc IS Esc
Activate\Deactivat | F10 QLS LIL_Lq LIUI60T(LOED M 6D F10
e menu bar mode QUEG\(WLL &S
Switch to the next | Alt+Tab 3H&S (LPSH6TEMLN Alt+Tab
primary LweTUmL(h & & Lommi
application
Display next Alt+Esc IMOES FTeTISHMS5E &mevorlll | Alt+Esc
window
Display pop-up Alt+Spacebar | EmeTI&&H M5 MeoT Alt+Spacebar
menu for the GLLECSHTETMILD GLNEDIED6I T
window g mevor Ll
Display pop-up Alt+- Q&FW6dl6H 2 6T6T LD&H6Y Alt+-
menu for the FTeTI&SH M meor GLO6V
active child (85”6'61'@“:0 QLD@JGU)G)JB.:-)
window & meoorL9)
Display property Alt+Enter BLLIL| G568 & TeoT LI6ooTL| Alt+Enter
sheet for current &ITem6nss gmevorLil
selection
Close active Alt+F4 BL LI LiweotumL_(h Alt+F4
application FmeTr&emns e
window




Switch to next
window within
(modeless-
compliant)
application

Alt+F6

LIUJ60T LIITL_LY M & 6T
(LIW6OT(Lhem M G)6V6VITSHS!)
SO SHS FTMISHHES LMY

Alt+F6

Capture active
window image to
the Clipboard

Alt+Prnt Scrn

BLLIL| FTeTISSH 6 LIL S5
B&HUSESHMHES LI1g

Alt+Prnt Scrn

Capture desktop | Prnt Scrn FeMTLILIVS LILGNS Prnt Scrn
image to the BFHVESHMHGS L

Clipboard

Access Start Ctrl+Esc Leoof1LILIL 19 U9l6L QS TL 58 Ctrl+Esc
button in taskbar QUITSH S M0 2| 6T(S

Display next child | Ctrl+F6 &S ID&H6) FMETIEHNSH 5 Ctrl+F6
window &mevor Ll

Display next Ctrl+Tab 3HSHS STEUTEHSLILIL_ L Ctrl+Tab

tabbed pane

L6V&56058 &HimevorLil

Launch Task
Manager and

Ctrl+Shift+Esc

Lieoof] GLO6VITET LoMmILD
(DML OFHTLEHHEHNEHE

Ctrl+Shift+Esc

system Q&MTLMIG
initialization

File Menu
File New Ctrl+N Ga iy UH sl Ctrl+N
File Open Ctrl+O Ga L Hm Ctrl+O
File Close Ctrl+F4 Ga UL etp(h Ctrl+F4
File Save Ctrl+S Gl GFLl Ctrl+S
File Save as F12 G&mLL @eueumm CaLd F12
File Print Preview | Ctrl+F2 G&HMLIL| & & (P60TGEOTTLL LD Ctrl+F2
File Print Ctrl+P Ga L S5 () Ctrl+P




File Exit Alt+F4 Ga L QeueflGWwm Alt+F4
Edit Menu
Edit Undo Ctrl+Z PSS QFwWesT Ctrl+Z
Edit Repeat Ctrl+Y F(H5S! LS6voT(H DR & UL Ctrl+Y
Edit Cut Ctrl+X PSS Gaul (b Ctrl+X
Edit Copy Ctrl+C PSS HHQVE0 Ctrl+C
Edit Paste Ctrl+V FHHS @L(0) Ctrl+V
Edit Delete Ctrl+Backspac | D53 H5&S Ctrl+Backspac
e e
Edit Select All Ctrl+A F(HSH S eT6L6VTLD CHTHE S Ctrl+A
Edit Find Ctrl+F PSS sevorL Ctrl+F
Edit Replace Ctrl+H FHSS @LLOTHM Ctrl+H
Edit Go To Ctrl+G FHSS @mIG Q&6 Ctrl+G
Help Menu
Help F1 2 gal F1
Font Format
Italic Ctrl+l Fmuley Ctrl+l
Bold Ctrl+B &19 LD 60T Ctrl+B
Underlined\Word | Ctrl+U 19 HCHTIQ L L S\195C8M. | Ctrl+U
underline (h
Large caps Ctrl+Shift+A QUi CUAT(D S SI5 &6 Ctrl+Shift+A
Small caps Ctrl+Shift+K Al CLIATWSSI556T Ctrl+Shift+K
Paragraph Format
Centered Ctrl+E ML WILDTHR WS Ctrl+E




Left aligned Ctrl+L QLS FremnssLUl LSl Ctrl+L

Right aligned Ctrl+R VSl FIemn&ELILIL LG Ctrl+R

Justified Ctrl+) FOEFITHEILLL G Ctrl+J

5.5 voice video considerations

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

Successful Techniques for Voicing Video Content

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

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

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

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

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

5.5.1 English pronunciation
General Rules

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

Example Phonetics ‘ Comment

[si'’kjuar al

SecurlD di] It should be in English phonetic style

NET [dot net] It should be in English phonetic style

Product names are pronounced as they are pronounced in the

.1 13
Skype liskaip] ' source language



https://grststyleguideprod.blob.core.windows.net/document/Skype_ta-IN.wma

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

In Tamil, we always keep acronyms as they convey the intended meaning easily.

Example Phonetics Comment

RADIUS | RADIUS It should be in English phonetic style
RAS RAS It should be in English phonetic style
ISA ISA It should be in English phonetic style
LAN LAN It should be in English phonetic style
WAN WAN It should be in English phonetic style
WAP WAP It should be in English phonetic style
MAPI MAPI It should be in English phonetic style
POP POP It should be in English phonetic style
URL URL It should be in English phonetic style

Other abbreviations are pronounced letter by letter.

Example Phonetics Comment

ICMP ICMP It should be in English phonetic style
IP IP It should be in English phonetic style
TCP/IP TCP/IP It should be in English phonetic style
XML XML It should be in English phonetic style
HTML HTML It should be in English phonetic style
OWA OWA It should be in English phonetic style
SQL SQL It should be in English phonetic style




URLs
"http://" should be left out; the rest of the URL should be read entirely.
"www" should be pronounced as English phonetic style.

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

Example Comment

http://www.microsoft.com | It should be in English phonetic style

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.

Special Characters

Pronounce special characters such as /\ ™ < > + - using the Tamil translations approved
in Microsoft Terminology - Globalization | Microsoft Learn.

5.5.2 Tone

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

The tone of the Tamil translation should mimic the tone of the source product, but
should also be formal and respectful.

Source: You should accept the Terms and Conditions to continue.

Incorrect: (-) QSMTLIUSMS 1B G &6T LDMMILD [B]LIHS 60 60TSH 606 675
Geuevor(hLD

Correct: (+) QSTLIUSMH & HHISG6T 6NFH &6 LDMHMILD [BlLIHS 60 60T&H 606 6 D5
Geueoor(HLD


https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

5.5.3 Video voice checklist
Topic and Script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

O O O O

Title

e Includes the intent
e Includes keywords for search

In English, the titles for topics or chapters sometimes begin with “How to..."” or with
gerunds, such as “Downloading...” or “Adding...". Titles in the “-ing" form should not be
translated using gerunds. It should be in noun form only.

Example:

Adding your friends as contacts

Avoid: 2_BI&6TH600TLIT&HETTE QS TLTLIGM6TE CFI&HHRIMS.
Use: 2_MI& 6T [H600TLITSHETTE Q&GTLITL|He06TE CFJ&HSH 6
Intro: 10 Seconds to Set up the Issue

e Put the problem into a relatable context

Action and Sound

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

Synchronize visuals with voice-over

Fine to alternate between first and second person

Repetition of big points is fine

Visuals

e Eyeis guided through the procedure
o Smooth, easily trackable pointer motions
o Judicious callout use



e Appropriate use of motion graphics and/or branding-approved visuals
Ending

e Recaps are unnecessary



