== Microsoft

Czech Localization Style Guide



Table of Contents

1

2

WWBICOMIE ...ttt ettt e s bt e sttt be e e s bt e e sab e e s abeesabeeesabeeaabeeenseesabeeesabeesabeesanteesareeennnes 4
11 RefEreNCe Material ... ..oocueieiie ettt e e e e s b e sbee e saree s 4
IMIICTOSOTE VOICE .eeuieieiee ettt ettt ettt e sttt e st e st e s bt e e sabe e s be e e sabeesabeeesabeesabeeeaseeesareeenns 5
21 Choices that reflect MiCroSOft VOICE.......c.cuiriiiiiiiiieiie et 6
2.0 1 FIEXIDIITY weeeeeiieiieeee ettt st ae e e s 6
2,102 WOK CROICE .ottt ettt ettt et e s bt e e st e st esbeeesbe e e sabeesmteesneeesaneenn 7
2.1.3  Words and phrases t0 @aVoid .........cccccuieiiiiiiiii it 7
2.1.4  Word-for-word translation............ooui oo 9
2.2 SaMple MiICrOSOTE VOICE TEXE...uuiiiiiiiieeiciiiee ettt ette e e et e e e e ata e e e ebte e e e sataeeeentaeeeeanes 10
2.2.1  FOCUSING ON ThE USEI @CLION ..eiieeiiieiiiiee ettt ettt et e e e ette e e e et te e e s e bte e e e enteeeeentaeaeennes 10
2.2.2  Explanatory text and providing SUPPOIT .....ceevvciiiiiiiiiie et e e s aee e e 11
2.2.3  Promoting @ fEatUre ....ucii i e st e e e raaeeeenes 12
2.2.4  Providing hOW-t0 GUIAEIINES........uiiiieiieie ettt ettt e e e e eare e e e eate e e e e ntaeeeeanes 12
INCIUSIVE J@NGUAEE ....ee ettt et ee e e e e e e e e ettt e e e s e abe e e e seabeeeeeanbaeeeeaabeeeeeanbeeeeeanseneeennrenas 12
3.1 F Vo) To =0T oo [T ol Y- USSR 14
3.2 Yool T3y 1 o111 A PSRN 16
Language-SPeCific STANAAITS ......ccccuiiie et e et e e et e e e e eabe e e e e e re e e e e eareeas 17
4.1 Grammar, syntax and orthographic standards..........ccccueeeieiiiie e 17
411 ABDBIEVIATIONS .ottt sttt be e b e st e saeeea 17
o A Yol (014 1Y/ 1 o TS TP P PPPPPPPPPTPPPPPPPPPRt 19
. T Yo | Yot {1V TSRS 20
O A o 41 [T OO OO ST TP PO SROVPPTUPRUPRRUPRROUONt 21
O T OF- T o 1 =1 L2 1 4 o o SRR SRPRRE 22
o Y I [0} (=T g T=Tot A o] s [P TP P PPPPPUPTPTPPPPPPPPPRE 22
Lt R A o 1 U o [P P P PPTTPTON 23
A.1.8  NUMDEIS ..ttt ettt st st st e b e bt e b e s be e sae e e s e et e e beesbeesaeesane e 23
o L T - T ol T o] =TSR ERPROE 24
4.1.10 Lo (0] T U o TR OTPRT 24
4.1.11 PUNCEUATION ...ttt 27
4.1.12 SENEENCE FrAagMENTS ..ciiiiiie et e e et e e e erbtr e e e s ate e e e ebteeeesntaaeesanes 32
4.1.13 SPHT INFINITIVE «eeeeeeeiee et et e e e et e e e e e bt e e e e eabeeeeenraeeeestaeaesanns 33

4.1.14 Style of strings describing the narrator text........cccvveeeeeii o, 33



4.1.15 Strings for narrators or screen reader apps that you aren't able to identify in the article

35
4.1.16 Symbols and NONbreaking SPACES ......covciiii it e e 35
4.1.17 VBIDIS .ottt ettt ettt e sttt et e s be e e s be e e bt e e sab e e s be e e sabee s beeeaneeesreeann 36
Localization CONSIAEIratioNS. ... ..eiiiiiiiieeeie ettt sttt e e e st e s b e e neeesareeesanes 37
5.1 Yool 1YY 1 o111 4 RN 38
5.2 Yol 0 - [0 U TP T TSP 39
53 FAN g Y d aTgeToToTa o o] o] oo ISR 42
5.4 Applications, products, and fEALUIES .....ccuviii i rree e 43
5.5 Copilot predefined PromMPLS ......ci i et e e e etre e e e e rra e e e enraaeeeanes 50
5.6 FIlE @XEENSIONS ...ttt ettt b e bt s he e st e et et e sheesat e st e e b e e beens 51
5.7 oY= ¢RI VLI Lot f o] [Pt 52
5.8 TrAAEMAIKS ..ttt ettt e st e e st e s bt e e s ab e e s be e e s ab e e s abe e s bt e e sabe e e bt e e sareesbaeenars 53
5.9 SOftWAre CONSIAEIAtIONS ... .eiiiiii ittt et e s e s bt e e sabeesbteesabeesbeeesabeeas 53
o I R = oYl 0 g (=T Y- ==L T U TP 53
5.9.2  Keyboard SNOMTCULS ......ceiiciiiee ettt e et e et e e e e ette e e e ebte e e s ebteeeeeabaeeaesnsaeeesnnes 55
oI TR T o o T ol UL =V PPN 57
5.10  VOice Vide0 CONSIAEIAtioNS. .....coivieiieieriieiiie ettt ettt et e st e st e s bt e e sabeesbeessteesbeeenns 61
5.10.1 ENglish pPronuUNCIation .......c.ueei i e e e e e e 61
5.10.2 LI =P PSP OTPR PP 64

5.10.3 VidEO VOICE CHECKIIST ..o 64



1 welcome

B" Microsoft

PP Microsoft

’ Localization
Style Guide
= 4

Czech

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

Before you dive in:

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

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:

Normative references


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

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.

1. http://prirucka.ujc.cas.cz/

Informative references

These sources are meant to provide supplementary and background information.

https://docs.microsoft.com/en-us/documentation/
http://ssjc.ujc.cas.cz/ and http://bara.ujc.cas.cz/psjc/
http://www.onelook.com/

https://www.korpus.cz/
http://www.ujc.cas.cz/oddeleni/index.php?page=poradna

vk W=

2 Microsoft voice

Microsoft's brand personality comes through in our voice and tone—what we say and
how we say it. The voice used 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 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: use technical terms for technical audiences, but for consumers use
common words and phrases instead.

These key elements of the Microsoft voice should extend across Microsoft content for
all language locales. Each language has specific choices in style and tone that evoke the
Microsoft voice in that language.


http://prirucka.ujc.cas.cz/
https://docs.microsoft.com/en-us/documentation/
http://ssjc.ujc.cas.cz/
http://bara.ujc.cas.cz/psjc/
http://www.onelook.com/
https://www.korpus.cz/
http://www.ujc.cas.cz/oddeleni/index.php?page=poradna

2.1 Choices that reflect Microsoft voice

Translating Czech in a way that reflects the 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
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 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 the Microsoft voice has a conversational style, translating the 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.

2.1.1 Flexibility

It's important for translators to modify or rewrite translated strings so that they are
appropriate and sound natural to Czech 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 \ Czech translation Comments

Bohuzel neni vzdycky "Crashes happen" translated as

Crashes happen. The vsechno bez problému. Mize | . . .
, v v Bohuzel neni vzdycky vsechno
power goes out. The vam spadnout pocitac, L e ey
o bez problému. Mize vam
network goes down. vypnou elektfinu nebo vii v on
i spadnout pocitac...
vypadne sit.
Zapnuti automatického The words "protect your files" in

Protect your files in case

obnoveni a automatického this article title aren't included in
of a crash—turn on . Yiv s .

ulozeni (abyste nepfrisli o the translation word for word.
AutoRecover and . .

soubory, kdyz vam spadne Rather, the text is paraphrased as

AutoSave e ¥
N v pocitac) "abyste neprisli o soubory."




2.1.2 Word choice
Terminology

Use approved terminology from Microsoft language resources where applicable,
for example for key terms, technical terms, and product names

Short word forms and everyday words

Writing US English text in the Microsoft voice means choosing the short, simple words
spoken in everyday conversations. In English, shorter words are generally friendlier and
less formal. Short words also save space on-screen and are easier to read quickly.
Precise, well-chosen words add clarity, but it's important use the everyday words that
customers are accustomed to.

2.1.3 Words and phrases to avoid
The Microsoft voice avoids an unnecessarily formal tone.

Avoid words that sound too formal, and look for more informal or colloquial wording.
Or translate the source text in a way that allows you to omit the formal word.

May sound  More consistent with the Microsoft

too formal voice
ac i kdyz, prestoze, sice
. Aktualizace jsou stazené, ale jejich
avsak ale . . .
instalace je zablokovana.
. Systém Windows uz v této siti
jiz uz

nenasel zadnou domaci skupinu.

jez, jiz, niz,
niz, jichz,
nichz, nimz,
néz, jenz...

Vyberte si blizkou sit, pres kterou se

ktery, které, ktera... v .. .
i chcete pripojit online.

Pokud opustite domaci skupinu,
moci moct (including forms: mdzu, mizou) | nebudete moct sdilet svoje knihovny
ani pouzivat sdileny obsah.



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

Pro online schizky

nadale, dale | dal muzete dal pouzivat Office Live
Meeting.
. R NejdFiv soubor zavrete (nebo
nejprve nejdriv . . )
ho uloZte pod jinym nazvem).
, Soubory se sem nedaji ulozit.
nelze neda se v, p »
Umisteéni se neda otevrit.
nelze nejde Soubory sem nepujdou ulozit.
nepujde Umisténi nejde otevrit.
nezdafilo se | nepovedlo se Nastaveni se nepovedlo nacist.
, , MozZnosti roamingu
nyni ted . . gt
jsou ted  nedostupné.
opakovat . . Zavrete dialogové okno a zkuste to
. zkusit znovu, zkusit znova
akci ZNnovu.
, Potom vyberte typ zaznamu,
pote potom g Y 3 y,p
ktery chcete prevest.
. Zkontrolujte, jestli je zarizeni
zda jestli FOMITOTJe, JESHI)
pripojené k pocitaci.
zde tady Dalsi informace najdete tady:
(Cheete Pokud chcete Windows aktivovat
Tisknetel Pokud/Jestli/Jestlize (chcete, tisknete, | online, musite se pripojit k internetu.
N nevite) etc. Jestlize nevite, co zvolit, kliknéte
Nevite)-li N v
na Preskocit.
Storno (the
Cancel
button as
opposed to
the OK
. Zrusit Kliknéte na Zrusit.
button; this
doesn't
apply to
storno in

the context




of
accounting)

zakoupit koupit

Pokud si chcete koupit predplatné
Office 365, prejdéte na office.com.

Important: Although these words (chcete-li, zde, etc.) may sound formal, sometimes
you need to use them, depending on the level of formality that's appropriate for the

Czech target text.

2.1.4 Word-for-word translation

To achieve a fluent translation, avoid word-for-word translation. If text is translated
literally without an overall understanding of the paragraph or page, the tone will sound
stiff and unnatural and the result may even be ridiculous. That's why it's paramount to
check the source text in the live pages so that you don't just translate a list of strings
without context. The text may be split into different sentences if that helps to simplify
the translation. Sometimes you can omit descriptors to make the text snappier.

Source text

Correct Czech translation

Incorrect Czech translation

Users can control their
desktops.

Uzivatelé si mizou upravit plochu
podle svych predstav.

Uzivatelé mohou ridit vzhled
své plochy.

Crashes happen. The
power goes out. The
network goes down.

Bohuzel neni vzdycky vsechno bez
problém0. Mize vam spadnout
pocitac, vypnou elektfinu nebo
vypadne sit.

Havarie se stavaji. Dojde k
vypadku elektrické energie.
Mdaze byt nedostupna sit'.

Protect your files in case
of a crash—turn on
AutoRecover and
AutoSave

Zapnuti automatického obnoveni
a automatického ulozeni (abyste
nepfisli o soubory, kdyz vam
spadne pocitac)

Ochrana vasich soubort pro
pfipad chyby — zapnutim
automatického obnoveni a
automatického ulozeni

Other people in the
homegroup can get to
your shared content but
they can't change it.

Ostatni v domaci skupiné mdzou
sdileny obsah pouzivat, ale
nemUzou ho ménit.

Ostatni v domaci skupiné
mohou pfistupovat ke
sdilenému obsahu, nemohou
jej vsak ménit.




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

2.2.1 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

Czech (possible
suggestions)

Explanation

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

Heslo neni spravné,
zkuste to prosim
znovu. U hesel se
rozlisuji mala a velka
pismena.

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.

This product key
didn’t

work. Check it
and try again.

Tento Product Key
nefunguje. Zkontrolujte
ho prosim a zkuste to
Znovu.

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

All ready to go

A je to. Mlzete
zacit. VSechno je
pripravené.

A casual and short message informs the user
that setup has completed and the system is
ready to be used. In Czech, the translation you
choose will depend on the specific context
(surrounding strings) and can even differ from
the provided suggestions, but the
conversational style is the goal.

You can fill your
shape with a
picture or
texture.

Obrazec muzete
vyplnit obrazkem nebo
texturou.

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




2.2.2 Explanatory text and providing support

US English

Czech target (possible

Explanation

The updates are installed,
but Windows 11 Setup
needs to restart for them
to work. After it restarts,
we'll keep going from
where we left off.

suggestions)

Aktualizace se nainstalovaly,
ale instalacni program
Windows 11 se musi
restartovat, aby mohl systém
fungovat. Po restartovani
budeme pokracovat, kde jsme
skoncili.

The language is natural, the
way people talk. In this case,
the tone is reassuring, letting
the user know that we're doing
the work. The use of "we"
conveys a personal tone.

In Czech, note the active voice
,S€ nainstalovaly,” ,se musi,” or
keeping the first-person plural
in the last sentence.

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

Kdyz tento pocitac ted’
restartujete, mohli byste vy i
vsichni ostatni, kdo ho
pouzivaji, pfijit o vSechno, co
neni ulozené.

The tone is clear and natural,
informing the user what will
happen if this action is taken.
In Czech: Note the use of
subordinate clauses and the
pronoun ,ho.”

This document will be
automatically moved to
the right library and folder
after you correct invalid or
missing properties.

AZ opravite neplatné
vlastnosti nebo zadate ty,
které chybi, presune se tento
dokument automaticky do
spravné knihovny a slozky.

The text is informative and
clearly and directly tells the
user what will happen.

In Czech: Note the use of the
subordinate clause ,které
chybi” and the active voice
.presune se.”

Something bad happened!
Unable to locate
downloaded files to create
your bootable USB flash
drive.

Néco se nepovedlo.
Nem(zeme najit stazené
soubory a vytvorit pro vas
spoustéci USB flash disk.

Short, simple sentences inform
the user what has happened.
In Czech: Note the use of ,pro
vas” and the translation ,Néco
se nepovedlo.”




2.2.3 Promoting a feature

US English

Czech target (possible

suggestions)

Explanation

Let apps give you
personalized content
based on your PC's
location, name, account
picture, and other

Aplikace vam mizou
personalizovat obsah
podle umisténi pocitace,
jména, obrazku uctu nebo
dalSich informaci o

Depending on the context,
commonly used abbreviations (such
as "PC") can help make the text
sound familiar and friendly. This is
valid for English only though.

In Czech, express the Microsoft
voice principles through

domain info. doméné. . . .
anthropomorphism, using vam and
muZou.

2.2.4 Providing how-to guidelines

US English

Czech target (possible
suggestions)

Explanation

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

Pokud se chcete vratit zpatky
a ulozit si svoje zmény,
kliknéte na Zrusit a dodélejte
si, co potrebujete.

The second-person pronoun and
short, clear direction help the user
understand what to do next.

In Czech: Note using "si," using
zmeny instead of prdce to let the
text sound less formal, leaving out
the descriptor before Zrusit, and
the choice of words (dodeélat).

To preview a theme on
the slide you have
open, rest your pointer
on the theme's
thumbnail image.

Pokud se chcete podivat, jak
by motiv mohl vypadat na
snimku, ktery mate otevreny,
prejdéte mysi na miniaturu
motivu.

The second-person pronoun "you"
and direct, clear language explain
how to preview a theme.

In Czech: Note the use of
subordinate clauses and less

formal language.

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 simpler alternative words 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.

Use this Not this Use this Not this

English examples Czech examples

. . seznam blokovanych or Y
blocklist blacklist , , y cerna listina
zakazany seznam

primary/subordinate | master/slave nadrizeny/podfizeny otrokar/otrok




. demilitarized . o demilitarizovana
perimeter network perimetrova sit a
zone zona
mother or oy
parent tather rodic matka nebo otec

3.1 Avoid gender bias
Use gender-neutral alternatives for common terms.

The table below contains examples of gender-biased words that should be avoided in
Czech language and the alternative that should be used to promote gender-inclusivity.

Use this Not this Comments

vyucujici ucitel term "vyucujici” can be used for both men and women

predsedajici | predseda | term "predsedajici” can be used for both men and women

When presenting generalization, use plural noun forms (for example, lidé,
Jjednotlivci, studenti, zaméstnanci, etc.).

Don't use gendered pronouns (ona, ji, on, jemu, etc.) in generic references. Instead:

o Rewrite the sentence to have a plural noun and pronoun (this does not always result in
gender neutral forms of words).

e Do not overuse possessive pronouns (for example, dokument instead of jeho dokument).

e Refer to a person's role (Ctendr, zameéstnanec, zakaznik, or klient, for example).

e Use osoba or jednotlivec.

e Regarding the foreign female surnames, add a suffix -ova to them.

English examples Czech examples
' L e , Pokud ma tento
A user with the If the user has the Opravneéni uzivatelé .. v v s
. . . . uzivatel prislusna
appropriate rights can | appropriate rights, he | mohou nastavovat . oy
, , . prava, mdze
set other users can set other users hesla ostatnich
.. . nastavovat hesla
passwords. passwords. uzivatelu. , v .
ostatnich uzivatelt.




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

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

Vyvojafi potrebuji
pristup k serveriim
ve svych vyvojovych
prostredich, ale
nepotrebuji pristup k
serverim v Azure.

Tento vyvojar
potrebuje pristup k
serverlm ve svém
vyvojovém
prostredi, ale
nepotrebuje pristup
k serverim v Azure.

To call someone,
select the person's
name, select Make a
phone call, and then
choose the number
you'd like to dial.

To call someone,
select his name,
select Make a phone
call, and then select
his number.

Chcete-li nékomu
zavolat, vyberte
jméno dané osoby,
vyberte moznost
Uskutecnit hovor a
poté vyberte Cislo,
které chcete vytocit.

Chcete-li nékomu
zavolat, vyberte jeho
jméno, vyberte
moznost Uskutecnit
hovor a poté
vyberte jeho cislo.

Mary Johnson
Send this email to our
director Jenny Smith.

Mary Johnsonova
Poslete tento e-mail
nasi reditelce Jenny
Smithové.

Mary Johnson
Poslete tento e-mail
nasi reditelce Jenny
Smith.

When you're writing about a real person, use the pronouns that the person
prefers, whether it's on, ona, oni, or another pronoun. It's OK to use gendered pronouns
(like on, ona, jeho, jeji, jemu a ji) when you're writing about real people who use those

pronouns themselves.

When addressing the user, ensure gender neutrality by using the second-person plural.

Example:

en-US source

Ensure you have closed all the files.

Czech target

Ujistéte se, ze jste zavreli vSsechny soubory.

However, in some situations gender can't be avoided or it's preferable to reference both
genders instead of using the neutral form with the descriptor uzivatel (for example, in
less formal style). In such cases, include both the masculine and feminine gender. See

the examples below.




en-

Czech target

US source

{ut1} has

updated . . .

this {ut1} aktualizoval(a) tuto skupinu novou verzi chatu. or {ut1}
aktualizoval/a tuto skupinu novou verzi chatu.

group

;;VIECT a More info

E ter at: http://prirucka.ujc.cas.cz/?ref=163&id=167 and http://prirucka.ujc.cas

chat cz/?id=163

experienc

e.
{ut1} opustil(a) skupinu.

{ut1} left or

the group.
{ut1} odesel/odesla ze skupiny.

In dynamic strings, such as the greeting in a mail-merge document, try to ensure gender
neutrality by omitting the username placeholder entirely, referencing both genders, or
using a combination of the two approaches, as appropriate. Note that the feminine form
precedes the masculine.

Example: Vazena pani / Vazeny pane,

Note: Gender-neutral language should be used in new products and content going
forward, but it's acceptable that we don’t update all existing or legacy material.

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 expressions that imply pity, such
as postizeni or trpici, to describe people with a disability. The preferred option is not to
mention a disability unless it's relevant.


http://prirucka.ujc.cas.cz/?ref=163&id=167
http://prirucka.ujc.cas.cz/?id=163
http://prirucka.ujc.cas.cz/?id=163

English examples Czech examples

) , handicapovana osoba;

person with a . osoba se zdravotnim v v

s handicapped " postizeny/postizena (as
disability postizenim

a noun)
person without a | normal person; osoba bez normalni ¢lovék; zdravy
disabilit healthy person zdravotniho postizeni | clovék
y yp P

Use generic verbs that apply to all input methods and devices. In procedures and
instructions, avoid verbs that don't make sense with alternative input methods used for
accessibility.

Use this Not this Use this ‘ Not this

English examples | Czech examples

Select Click Vyberte | Kliknéte

Keep paragraphs short and sentence structure simple. Read text aloud and imagine
it spoken by a screen reader.

Spell out words like plus, and minus. Screen readers can misread text that uses special
characters like the plus sign (+), and minus sign (-).

4 Language-specific standards

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

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 button and option
names) due to lack of space. This can be done in the following ways.



Abbreviations are usually formed from the first few letters of the abbreviated word or
from the first letters of the individual words in a multiple-word expression. The last letter
in an abbreviation must be a consonant and is followed by a period.

Exception: A handful of abbreviations are formed from the first and the last letter of a
word (such as fa), in which case the period is omitted.

The exception applies also for time-related words, such as hodina, minuta, sekunda.
Time-related words can be abbreviated in several ways. Note that some abbreviations of
time-related words require the period, but some of them are used without the period.
See the table below.

Except in the Ul, where space is often very limited, avoid ad hoc abbreviations in Czech
localized text. The abbreviations listed below, however, are OK to use because they're
common and well established. These are familiar to Czech readers and are used often in
many types of content.

List of common abbreviations:

Expression ‘ Acceptable abbreviation

a tak dale atd.
a podobné apod.
ajiné aj.

akciova spolecnost | a. s.

Cislo C.
kapitola kap.
milion mil.
miliarda mld.
napriklad napr.
obrazek obr.

poznamka pozn.




respektive resp.

rok, roku r.

strana str.

tisic tis.

to je tj.

to znamena tzn.

tak zvany tzv.
hodina, hodin h, h., hod.
minuta, minut min, min.
sekunda, sekund S

Don't use abbreviations that are ambiguous or could confuse the user.
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), and HTML (Hypertext Markup Language).

In Czech, acronyms don't include periods. Because acronyms aren't inflected, they are
often preceded by a declinable descriptor word in much the same way that
unlocalized product names are. In general, acronyms shouldn't be placed before the
governing noun in the premodifier position, but there are exceptions—for example,
IP adresa.

In longer texts, spell out the acronym in parentheses on its first appearance in the text.
For subsequent occurrences, you can use only the acronym.

Localized acronyms

Very few acronyms should be translated. The ones that are include well-established and
familiar expressions that occur commonly outside technical contexts. Note that because
of their integration into the syntactic and morphologic structure of the sentence,
localized acronyms don't require a declinable descriptor.



Example:

en-US source Czech target
Such operations will require consultations Takova operace se neobejde bez konzultaci
within the UN and the OSCE. v ramci OSN a OBSE.

Unlocalized acronyms

Acronyms that aren't localized aren't integrated into the syntactic structure of the
sentence and do require a descriptor word.

Example:

en-US source Czech target

The function is affected by the BIOS error. | Funkci ovliviuje chyba systému BIOS.

Protokol FTP (File Transfer Protocol) nabizi
jednoduchy zpUsob prenosu soubord.

Pokud ho chcete pouzivat, musite znat adresu
serveru FTP a prihlasovaci Udaje.

FTP provides an easy way to transfer files.
To use FTP, you must know the FTP server
address and login credentials.

Enter the IP address. Zadejte IP adresu.

4.1.3 Adjectives

In Czech, adjectives should be handled in the following manner.

e Ensure that all adjective forms appear in their correct inflections, matching the governing
noun.

e Noninflected loanwords and acronyms can act as adjectives (and may precede the
governing noun) unless specified otherwise in Microsoft Terminology - Globalization |
Microsoft Learn.

Examples: PIN kod, IP adresa, proxy server

e The nominal forms (such as mlad, zdravi) should be avoided in subject complement. Use
"the long form" of the deverbative adjective (for example, je definovany, je zaskrtnuté).


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

Special cases

e When the adjective is formed from a number + a word (for example, 72minutovy zaznam
and 4kolikovy konektor), there should be no space between the number and the word.

Possessive adjectives

The frequent use of possessives is common in English. However, in Czech, possessive
adjectives are usually associated only with actual animate subjects. Usually, in the
localized text, they should be replaced by a corresponding generic adjective or by a
prepositional phrase.

Example:

English source Czech target
PC software Pocitacovy software / software v pocitaci
4.1.4 Articles

Pay special attention to articles in the source sentence. Sometimes they convey a subtle
shift in meaning that may need to be reflected in the translation by using a suitable
demonstrative or quantifier.

en-US source Czech target

Select the check box to enable fast | Pokud chcete povolit rychlé ukladani, zaskrtnéte
saving. prislusné policko.

The Czech language doesn't use articles, so there are no specific guidelines for
localizing.

The information conveyed by articles in an English sentence is often expressed in Czech
by functional sentence perspective. In Czech, we often have to change the word order
and proceed from the known pieces of information (generally speaking, the words
carrying "the" in English) to new information. Of course, this guideline can't be applied
universally, but often the guideline helps to make sure the meaning and focus of a
sentence are clear.



Examples:

en-US source ‘ Czech target

You cannot start an

. Ted (7 it aplikaci. (Thi lication.
application now. ed nemUzete spustit aplikaci. (This means any application.)

Aplikaci ted nemUzete spustit. (Even without a demonstrative, it's clear
that this refers to an application that has already been discussed or is
otherwise known to the reader.)

You cannot start the
application now.

4.1.5 Capitalization

The general rules of capitalization are covered in Czech grammar rules
online: http://prirucka.ujc.cas.cz/?id=180.

The English language tends to use capitalization more often than Czech does. Only
phrases that are clearly translated feature names or that are capitalized in Microsoft
Terminology - Globalization | Microsoft Learn should be capitalized in Czech. Only the
first word of a multiple-word term is capitalized, unless the component words are
standalone proper nouns.

4.1.6 Interjections

English interjections—words that have no grammatical meaning, but just signify
emotions, such as "Aha," "Wow," "Uh-oh" —are now more common in the source text.
These can be omitted entirely in the translation, but sometimes you may feel that
leaving them in the translation is appropriate, or you can come up with a creative
translation.

Recommended translation

Uh-oh, your search had no results. Try | Jejda, nenasly se zadné vysledky. Zkuste to prosim
again. Znovu.

However, make sure that you don't blame the user:


http://prirucka.ujc.cas.cz/?id=180
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology
https://learn.microsoft.com/en-us/globalization/reference/microsoft-terminology

en-US text Possible translation

Sorry, you need to add a question to | A jsme tu zas. Zapomnéli jste totiz do formulare
your form before we can save it! pridat otazku a bez ni se formular neda ulozit.

Note: We encourage you to be creative. The Czech text doesn't have to be a word-for-
word translation of the source text, but always make sure you follow the Microsoft voice
rules and characteristics.

4.1.7 Nouns

Try to avoid a string of three and more concatenated, prepositionless genitives. Such
sentences are difficult to read and comprehend.

Example:
Don't use
Po otevreni souboru kli¢d certifikatd AZ otevrete soubor s kli¢i k certifikatim
pocitacl zahajte import. pocitacq, spustte import.
Inflection

Make sure that all nouns are in the correct form. Keep in mind that when you edit a
previously translated or recycled sentence (such as changing or adding a preposition or
using a verb that might have a different valency), the edit often requires additional
changes in that sentence or even in surrounding sentences. Make sure that all such
edits are resolved before you finalize your translation. For more information, see
http://prirucka.ujc.cas.cz/.

Plural formation

If you have questions, see http://prirucka.ujc.cas.cz/.

4.1.8 Numbers

This topic includes guidelines for when to use numerals (the symbol that represents a
number, for example, 7, 2, 3, and 234) and when to spell out numbers (for example, one,
two, three, and two hundred thirty-four).


http://prirucka.ujc.cas.cz/
http://prirucka.ujc.cas.cz/

In Czech, numerals below 11 should be written as words. For example, "You have three
unanswered calls" (instead of "You have 3 unanswered calls").

4.1.9 Participles

In Czech, the passive participle is often considered a formal or academic form. Use "the
long form" of the respective deverbative adjective instead, wherever possible, or use the

reflexive "se."

en-US text

Recommended use of verb

Not recommended use of
verb

Almost done installing
Windows

Systém Windows je uz
skoro nainstalovany.

Systém Windows je jiz
témér nainstalovan.

This partition type isn't
supported. Select
another partition.

Tento typ
oddilu neni podporovany. Vyberte

jiny.

Tento typ oddilu
neni podporovan. Vyberte
jiny oddil.

Windows Setup is
already running.

Instalacni program Windows uz
je spustény.

Instalacni program systému
Windows uz je spustén.

This product key only
works on PCs that are
activated.

Tento kéd Product Key funguje
jenom v pocitaci, ktery
je aktivovany.

Tento kod Product Key
funguje pouze v pocitaci, ktery
je aktivovan.

Dashes will be added
automatically.

Pomlcky se pridaji automaticky.

Pomlcky budou
pridany automaticky.

Any changes made to
your PC won't be
saved.

Zadné zmény, které
jste udélali v pocitaci, se neulozi.

Zadné zmény, které byly
provedeny v PC, nebudou
ulozeny.

The installation was
canceled.

Instalace je zrusena.

Instalace byla zrusena.

4.1.10 Pronouns

In Czech, we can use the informal forms of demonstrative pronouns. In certain cases, the
more neutral forms of demonstrative pronouns may be more appropriate (for example
in technical content). In other places, you might be able to use the more

colloquial alternatives.



Example:

en-US source Czech target

This, these, that, those | tento, tato, timto, etc.

This way takto

The neutral or formal forms are preferred, especially if the resulting translation sounds
funny or ridiculous using the colloquial demonstrative pronoun alternatives.

In many cases, the form of pronoun that you choose is a matter of judgment, but it
helps to focus on the approach taken in the source text.

Compare the possible translations:

en-US source Czech target

Here's how: Udélate to takto/takhle:

This method must be called in
the application only after calling
the send method.

Aplikace musi tuto metodu
volat az po metodé send.

Tento/Tenhle sesit se nam
nepovedlo v prohlizeci otevrit.
Je nam to lito, ale
tento/tenhle sesit nam nejde
v prohlizeci otevrit

Oops, we couldn't open this
workbook in the browser.

Possessives

English tends to use possessive pronouns more often than Czech does. Because
possessives can function as determiners in English, they are often used interchangeably
with the definite article—that is, in a generic sense, with a weakened attributive aspect.
In such cases, you can often omit the pronoun from the translation entirely.



When you decide to include the possessive, keep in mind that the reflexive form svtij

is used when the governing noun is being attributed to the subject of the sentence. This
is a common source of errors, especially when the subject is implied, not explicitly
named in the sentence.

Examples:

en-US source Czech target

New window appears on

Na plose se otevie nové okno.
your desktop.

Download the file to your v o
Stahnéte si soubor na svuj pocitac.

computer.
Email server rejected your E-mailovy server odmitl vase
username. uzivatelské jméno.

Second person pronoun

In Czech, use the neutral "you" (the second-person plural) whenever possible. Don't use
the informal "you" (second person singular—tykani) unless it's appropriate for the
context (such as an example of a Skype chat between friends). In some cases (such as
emails or letters to customers), you may need to use the formal "You" (vykani,
uppercase Vy) when the text is directed to a specific user and the neutral second-person
plural isn't possible. But that situation is rare.

en-US text Do

Your file has been
saved, but you might | Soubor je ulozeny. Nemusi Soubor je ulozeny. Nemusi
experience problems | se vam ho ale povést bez se ti ho ale povést bez
when you try to open | problému otevrit. probléma otevrit.
it.
Nastaveni aplikujete, kdyz Nastaveni aplikujes, kdyz
To apply these kliknete na Dalsi. kliknes na Dalsi.
settings, click Next. Nastaveni pouzijete, kdyz Nastaveni pouzijes, kdyz
kliknete na Dalsi. klikne$ na Dalsi.




Enter password. Zadejte heslo. Zadej heslo.

Change user. Zménte uzivatele. Zmeén uzivatele.

4.1.11 Punctuation

General punctuation rules for Czech are available in the recommended reference
material. A few common uses of punctuation in Microsoft text are highlighted below.
For more detail, see http://prirucka.ujc.cas.cz/.

Bulleted list

There are no strict usage rules for bulleted list in Czech. When translating a bulleted list,
use consistent punctuation for all items in a list. You can find the recommendations for
punctuating bulleted lists here: http://prirucka.ujc.cas.cz/?id=870.

Here are some recommendations for Microsoft content:
The introductory sentence (preceding the list of items) usually ends with colon.

1. When the items are complete sentences, each item starts with a capitalized word and
ends with a period.

Vyhody:

. Dokumenty, tabulky a prezentace mizete vytvaret online nebo ve verzi Office pro
pocitace.

. Svoje soubory muzete ukladat online na OneDrivu.

. MUzete sdilet obsah s ostatnimi a spolupracovat v realném case.

2. When the items aren't complete sentences, each item can start with either a lowercase
or capitalized letter (but all the items in the list should be capitalized consistently, except
when a word such as a product name requires capitalization in an otherwise lowercase
list) and shouldn't end with a period.

S touto verzi ziskate:

. aplikace Office v nékolika zarizenich

. 1 TB ulozisté navic na OneDrivu

. volné minuty volani pres Skype do vic nez 60 zemi


http://prirucka.ujc.cas.cz/
http://prirucka.ujc.cas.cz/?id=870

Note: In a list that contains both complete sentences and sentence fragments, we
suggest that you start all items with a capital letter and end them with a period.

Comma

Ensure the correct placement of commas, especially at the end of embedded clauses.
Use the comma as the decimal separator, to separate the name of the day and date, and
in certain lists.

US English Czech target

"I think so," he said. | ,Myslim, Ze ano,” fekl.

Colon

Use colons to introduce lists. The colon is also typically used in the Ul labels for forms
and dialog boxes where the user enters data. A colon is often used to separate an inline
heading from the paragraph that immediately follows it.

US English ‘ Czech target

Error: The specified data is not valid. | Chyba: Zadana data nejsou platna.

He said: "I think..." Rekl: ,Myslim si...”

Can't save—Make sure you're online. | Nejde ulozit: Ovérte si prosim, Ze jste online.

Adding a colon is also a useful solution in sentences with a placeholder where the noun
replacing the placeholder needs to be declined.

en-US source Czech target

Sharing with {0} Sdili se s: {0}

{0} participants Pocet Ucastnikl: {0}

Dashes and hyphens



Three different dash characters are used in English: the hyphen, the en dash, and the em
dash.

Hyphen

The hyphen is used to divide words between syllables, to link parts of a compound
word, and to express a close relationship between two words. No spaces are placed
between the hyphen and the words it links.

US English Czech target

input-output devices | vstupné-vystupni zafizeni

Taiwan Tchaj-wan

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

Examples:

US English Czech target

-20°C -20°C

The en dash is also used in ranges, such as those specifying page numbers. No spaces
are used around the en dash in this case, as long as the expressions on both sides of the
dash are single words.

US English ‘ Czech target

page 3-7 str. 3-7

AC: 100 - 240 V | stf. napéti: 100-240 V

Em dash

The em dash isn't used in the Czech language.



Ellipsis (suspension points)

Avoid using the ellipsis in text that's localized into Czech. The ellipsis should be used
only when it's part of Ul item such as a button or error message.

Example:

US English Czech target

Loading data... | Nacitaji se data...

Period

Use the period to punctuate complete sentences within a text, unless another
punctuation type (such as the question mark or exclamation point) is necessary for the
meaning of the sentence. The period can be used as an alternative to the colon when a
heading is integrated into the paragraph text and not separated visually. (Note that if
the period is used in this way, it should be used consistently throughout the text.)

Abbreviations end with a period (such as str,, a. s. or atd.), but acronyms don't (for
example, USB, CR).

The period also indicates ordinal numerals.

The period is normally omitted in titles/headings/subheadings, captions and callouts,
the official names of organizations and institutions, address lines, after date/time values,
names on business cards, and similar places.

Quick basic rules for software localization

e Use a period at the end of a complete sentence, regardless of the punctuation used in
the source text.

o Don't use a period at the end of a fragment (which isn't a complete sentence),
regardless of the source text punctuation, unless the fragment is followed by other
strings or sentences so they need to be graphically separated.

o Don't use a period in the titles or headers if they're complete sentences.

o Don't use a period at the end of complete sentences if the text is a control name (for
example, the label for a check box or radio button).

e Don't use a period at the end of a complete sentence if the text ends with a
placeholder (such as %s, %d, %2, %2!#010x!) and you aren't sure what it will be
replaced with. That is, don't use a period at the end of a complete sentence if there is a
possibility that the placeholder will be replaced with a long list of items, each on a



separate line, or with a paragraph of text (such as an error message). In such cases,
when the text is rendered at runtime, the result could be a misplaced period, or two
periods (your period plus the one from the inserted paragraph).

en-US source \ Czech target
Form that can't be saved. Formular, ktery se neda ulozit
You must first enter a valid phone Nejdriv musite pro tento kontakt zadat
number for this contact. platné telefonni Cislo.

Quotation marks
Quotation marks are used when referring to direct speech.

In US source strings, you may find software references surrounded by English quotation
marks. In the Czech translation, don't use quotation marks for this purpose. In general,
most of the quotation marks used in the English source text can be left out of the Czech
text. However, if you need to use them, use ALT+0132 and ALT+0147 (, “) to type them
correctly in Czech.

Parentheses

In both Czech and English, there's no space between the parentheses and the
text inside them.

Except in code samples or snippets, use only round parentheses in products localized
into Czech.

US English Czech target

Use only round brackets (ALT+0404 and | Pouzivejte jenom kulaté zavorky (ALT+0404 a
ALT+041). ALT+041).

Slash
The slash is used in some measurement units (km/h, Mb/s...).

It's also used to express possibilities. When there's only one word on each side of the
slash, don't use spaces. If there's more than one word on either side of the slash, use
spaces on both sides of the slash.



US English \ Czech target

Czech/French/English | cesky/francouzsky/anglicky

Vazena pani / vazeny pane,

Don't use abbreviations, except for approved acronyms.

e Don't use semicolons. Two shorter sentences are better than a single, long sentence and
are easier to read.

e Don't use exclamation points. Choose stronger words.

e Anem dash is used to set off an isolated element or to introduce an item that isn't
essential to the meaning of the sentence.

Example:

English example Czech example
It's easy to rearrange your lineup of Poradi tlacitek na hlavnim panelu nadno zménite —
taskbar buttons—just click and drag staci kliknout a pretahnout je. A diky seznamim
them. And Jump Lists give you quick odkazl se rychle dostanete k nejcastéji
access to what you use the most—like pouzivanym polozkam, jako jsou
frequently viewed websites or favorite Casto zobrazované weby nebo oblibené
documents. dokumenty.

4.1.12 Sentence fragments

The Microsoft voice allows the use of sentence fragments to help convey a
conversational tone. They are used whenever appropriate because they are short and
to the point.

Sentence fragments can also be used in Czech and can be translated in a lively and
natural way.



Us

. R ded
English Not ecomm.en =
(possible
source recommended suggestions)
text 99
. Ukazeme si, jak
, Provedte tyto akce: z ")
Here's Provedte nasledujici | |- to:
how: Kroky: L Udelate to takhle:
y: Jak na to:
Postup pro
- pridani textu:
Chcete-li pridat v s
To add P ) Pridani textu:
text, provedte v s
text: nasleduiici akce: Text pridate
/ ’ takhle:
Text pridate takto:
You're oy Jesté chvilicku a
Akce je temeér .
almost hotova uz to bude.
done. ’ Uz to skoro bude.

4.1.13 Split infinitive

Because Czech has a relatively flexible word order, you can translate split infinitives so
that the adverbial is placed appropriately in terms of syntax as well as the Functional
Sentence Perspective.

Example:
US English Czech target
In order to correctly close the file, click Jestli chcete soubor spravné zavrit, kliknéte
here. sem.

4.1.14 Style of strings describing the narrator text

Based on the consultation with the UJC (Czech Language Institute), the following
guidelines outline the style of the strings describing what the narrator program says to
the user.



You hear "Search Bing". Uslysite ,Hledat Bingem”.

You hear "Search Bing" and the focus isin | Uslysite ,Hledat Bingem" a fokus je v poli
the Bing Image Search box. Vyhledavani obrazki Bingem.

Uslysite ,Zadejte jméno”.

nebo

Uslysite ,Zadejte jméno.”. (less preferred
variant)

You hear "Enter a name".

These strings include text representing both option names and whole sentences.
Therefore, in order to preserve a consistent style, don't treat them like direct speech. Use
the correct inverted commas (Alt+0132 and Alt+0147) but not the colon. The period
after a sentence within the inverted commas is optional and not recommended. Use this
format only if you know the narrator app is localized and you were able to find

the narrator strings in glossaries or tenants.

Unlocalized narrators and screen reader apps

Always check whether the narrator or screen reader program is localized into
Czech.

English ‘ Czech

You hear "Search Bing". Uslysite ,Search Bing” (Hledat Bingem).

To turn on VoiceOver, say, “Hey | KdyZ chcete zapnout VoiceOver, feknéte ,Hey Siri,
Siri, start VoiceOver.” start VoiceOver”. (Ahoj Siri, zapni VoiceOver.)

Here you can check if the Narrator (Predcitani) in Windows is available in Czech:

https://support.microsoft.com/cs-cz/help/17173/windows-10-hear-text-read-aloud

Unfound strings for localized narrators or screen reader apps

Sometimes you might know that the narrator or screen reader program uses Czech, but
you can't locate the exact strings in references (for example, VoiceOver for Mac OS or
iOS, TalkBack for Android). In these cases, you can translate descriptively:


https://support.microsoft.com/cs-cz/help/17173/windows-10-hear-text-read-aloud

You hear Uslysite, ze jde o obsah
“Formula content. Text vzorce a ze je nastaveny
mode is editing.” rezim textu pro Upravy.
Repeatedly Opakované stisknéte

press VO+Right Arrow VO+Sipka vpravo,

until you hear “"Rotate dokud neuslysite, Ze jste na
handle.” Uchytu pro otoceni.

4.1.15 Strings for narrators or screen reader apps that you aren't able to identify in the article

Sometimes you must translate an article where it isn't completely obvious what
specific narrator or screen reader app the text refers to. In these cases, you can translate
descriptively as with unfound strings for localized narrators or screen reader apps.

4.1.16 Symbols and nonbreaking spaces

All unit symbols should be separated from their respective numeric value by a
nonbreaking space. This also applies to foreign currency symbols in the form of three-
letter codes (such as EUR, USD, and GBP).

Example:

US English Czech target

12x14x24cm | 12 x 14 x 24 cm

126 $ / 126 USD / 126 americkych dolarl (depends on context which

18 possibility is the best)

Where the numeric value + symbol functions as an adjective (which is typical for some
percentage values), the space between the number and symbol is omitted. With
symbols other than percentage, we recommend that you spell out such adjectives rather
than use numerals.

Note: Under no circumstances should there be a dash or hyphen inserted to separate
the number and the non-numeric component of the adjective.



Example:

US English Czech target

3 m cable 3metrovy kabel

50% discount | 50% sleva

4.1.17 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
guide. Avoid 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 that have already happened.

Czech tends to use more verbs than English, where verbo-nominal structures (including
infinitives and gerunds) abound. In fact, the subject of Czech sentences is often omitted
or implied, so verb phrases naturally carry more semantic weight. Keep this in mind:
When your translated sentence contains multiple nouns (and possibly a verbo-nominal
predicate), consider whether it could work better if a full verb (or a subordinate clause) is
inserted.

In the Czech text, try to use the active voice, which emphasizes the person or thing
doing the action. It's more direct and personal than the passive voice, which can be
confusing or sound formal. Sometimes, however, you might feel that the passive voice is
more appropriate.

US English source text Czech use of verb tense

When you save this document, it'll be updated | Kdyz tento dokument ulozite, aktualizuje
to include changes made by other authors. se, aby obsahoval zmény od jinych autord.

The settings will be changed. Nastaveni se zméni.

Be positive. Emphasize what customers can accomplish, rather than what they can't.



Czech classic use of verb

US English source text Czech use of verb tense

voice
The virtual machine will i ey . e ay .
Virtualni pocitac bude mit Virtualni pocitac nebude mit
not have network G v
- oo pripojeni k siti, az se tento pripojeni k siti, dokud
connectivity until this roblém vyresi nebude problém vyresen
problem is resolved. P vyrest. P v ’
, Sdilena nastaveni budete moct Sdilena nastaveni nelze
We can't sync your shared . . o: iy .
. . synchronizovat, az pro svij Ucet synchronizovat, dokud
settings until you . . . 3 v .
. . Windows Live ID zadate par neovérite svou e-mailovou
verify your email address. vy .
dalSich informaci. adresu.

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 Czech, using idiomatic syntax and terminology, yet it should
maintain a high level of terminological consistency, so as to guarantee the maximum
user experience and usability for our customers.

The general style should be clear, friendly, and concise. However, being friendly doesn't
mean using overly colloquial language; always maintain a professional tone. In order to
appeal to the intended audience, use contemporary, up-to-date style and terminology,
close to what people actually say in everyday settings, rather than the formal, technical

language that's often used in technical and commercial content.

Create a Czech translation that is friendly, approachable, and conversational, but
which sounds professional. In other words, avoid being too formal, but also too
informal. The translator's task is to find a perfect balance between the two extremes.

Recommendations for translation

Descriptors in Ul references



The baseline Microsoft style guidelines require you to use descriptors in almost every
situation. This also applies to the case, where there is no descriptor in the source text. As
the translator, you sometimes need to do a lot of investigation to find the right descriptor.

It's now OK to omit descriptors in certain cases, mainly in procedures:

o If there is a descriptor in the source, use it in the translation.
o If there is no descriptor in the source, you don’t have to use it.

Examples:

en-US text

Click Save ...

Recommended translation

Kliknéte na Ulozit...

In the Help menu click Options.

V nabidce Napovéda kliknéte na Moznosti.

On the Design tab, in the Themes group,
click the theme you want to apply.

Na karté Navrh ve skupiné Motivy kliknéte na
motiv, ktery chcete pouzit.

For more choices, in the Themes group,
click More.

Pokud chcete zobrazit dalsi moznosti, kliknéte
ve skupiné Motivy na Vice.

Click the File tab.

Kliknéte na kartu Soubor.

Click Save.

Kliknéte na Ulozit.

Occasionally, you may need or want to use the Ul item descriptor to make the
translation text clearer.

en-US text Recommended translation
In Customize IPsec Defaults, in Key V okné Upravit vychozi nastaveni protokolu IPSec
exchange (Main Mode), select vyberte v €asti Vymeéna klict (hlavni rezim) moznost
Advanced, and click Customize. Upresnit a kliknéte na Prizplsobit.

5.1 Accessibility

Accessibility options and programs 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 aren't available in Czech-speaking markets. If you have
questions about the availability of a specific accessibility product or service, double-
check with the appropriate resources.

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

For reference in Czech, you can check: http://www.pristupnost.cz/.

5.2 Accuracy

The accuracy of the translation now emphasizes the meaning of the sentence, not
just including every "key word" from the source text. Up until now, the accuracy factor
meant that the translated text had to include only the translation of the source text (that
is, it was important not to add anything extra) and that the translated text had to include
every "key word" from the source text.

Don't be afraid to be creative: you can add extra text or paraphrase the text, provided
that you:

e Keep all the source text "key words."
e Keep the meaning of the source sentence.

Examples:

en-US text Example translation Comment
. f s . "Crashes happen" translated
Crashes happen. Bohuzel neni vzdycky vsechno bez . i P
O O as ,Bohuzel neni vzdycky
The power goes out. | problému. Muze vam spadnout . -
. . vsechno bez problému.
The network goes pocitac, vypnou elektrinu nebo ov
- Muze vam spadnout
down. vypadne sit. v v u
pocitac...
The words "protect your
Protect your files in | Zapnuti automatického obnoveni files" in this article title aren't
case of a crash— a automatického ulozeni (abyste included in the translation
turn on AutoRecover | nepfrisli o soubory, kdyz vam word for word, but rather the
and AutoSave spadne pocitac) text is rather as ,abyste
neprisli o soubory.”
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Note: These recommendations won't always be possible, and the applicability of these
instructions will depend on what kind of text you're translating. Depending on the type
of source text and how well you know the context, this may be easier to do in user-friendly
messages or marketing materials. In very technical texts, you may still need to stick to the
source text closely and use more word-for-word translation.

Methods to avoid gender correct formulations

In general, it's better to avoid gender correct formulations, but don't be afraid to use them
if necessary.

Recommended

en-US text . Also possible, but less preferred
translations

Ano, jsou to moje
zmeény.
Ano, zmény jsou moje.

Ano, zmény jsem udélal(a) ja. Ano, zmeény jsem
udélal/udélala ja.

Yes, it was
me.

Note: Be careful if there is a nonzero ending. In these cases, you will need to use the
whole word for the gender formulation of masculine and feminine.

Compare: udélal(a)/udélal/a and odesel/odesla

You can use the Czech present tense for the English present perfect tense, if applicable,
to avoid the gender correct formulations.

en-US text Recommended Also possible, but less
translations preferred
%1 has invi . . . .
%1 has invited you to a %1 vas zve na party. %1 vas pozval(a) na party.
party.
%1 has sent you a message. | %1 vam posila zpravu. %1 vam poslal(a) zpravu.

Phrases using the instrumental case like Klepnutim...

In writing with a more formal tone, phrases using the Czech instrumental case are
frequent. For a more informal tone, try to avoid these structures, for example,
subordinate clauses.



Also possible, but less

en-US text Recommended translations
preferred

Tap again to stop | Kdyz klepnete znovu, nahravani DalSim klepnutim nahravani
and send. zastavite a mlzete nahravku poslat. ukoncete a nahravku odeslete.
Pull down to y o oy u . oy v

. Kdyz posunete prst dol, mizete zacit | Posunutim prstu mizete zacit
record your first . . A . . .
video nahravat svoje prvni video. nahravat svoje prvni video.

Phrases using Pomoci

Phrases with Pomoci also sound formal, so try to replace them with more informal
language, where possible.

Also possible, but less

en-US text Recommended translations
preferred

Volat pomoci programu

Call using Skype Volat pres Skype Shee

Shared mailboxes allow a , o , . Pomoci sdilenych postovnich
. Diky sdilenym postovnim , . .
group of users to view o oy . schranek muze skupina
. schrankam muze skupina .. o v ,
and send email from a .. o , . uzivatelu Cist a posilat e-
. uzivatelu Cist a posilat e-maily ve . v .
common mailbox and maily ve spolecné postovni

spolecné postovni schrance a ’ . v
share a common . . Ly schrance a sdilet spolecny
sdilet spolecny kalendar. -
calendar. kalendar.

Terminology

Always follow the approved terminology in Microsoft Terminology - Globalization |
Microsoft Learn.

e If the terminology is not defined in Microsoft Terminology - Globalization |
Microsoft Learn, use anything that you find suitable for the context or defined in this
Style Guide. (For example, see the recommended translation for "to open/close an
application.”)
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Open/Close application

en-US text

Recommended translations

Also possible, but less

Open Excel as an
independent
application and then...

Oteviete Excel jako nezavislou
aplikaci a potom...

preferred

Spustte aplikaci Excel jako
nezavislou aplikaci a potom...

Close Outlook, and
then rerun setup.

Zavrete Outlook a potom
znova spustte instalacni
program.

Ukoncete aplikaci Outlook a
potom znovu spustte instalacni
program.

Example

The term widget is approved as pomiicka for Windows with the following definition: A
unit of execution within the Microsoft support diagnostic tool (MSDT) XML.

However, for Office, the term is approved as widget with the following definition: A
feature of OneNote for Android that allows you to create notes, audio notes, and
picture notes right from your phone’s home screen.

You can see that both terms have completely different contexts and are used in different
products. You must always be aware of the specific context that the term is approved for
in order to use it correctly. If the term is used in a different context than the ones that
are listed in Microsoft Terminology - Globalization | Microsoft Learn, use the translation
that suits the new context even if it differs from already approved terms.

5.3 Anthropomorphism

Anthropomorphism (that is, attributing human characteristics, traits, or behavior to
things) helps in making the software more personal, but don't overuse it.

Recommended
translation

Not recommended

en-US text

Outlook se snazi ziskat
data.

Outlook is trying to get
data.

V aplikaci Outlook probiha
pokus o ziskani dat.

Outlook can't find the
folder.

Outlook nemuze najit
slozku.

Slozka nebyla v aplikaci
Outlook nalezena.



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

Skype creates a group Skype vytvori skupinu Ve Skypu se vytvori skupina
and starts a new chat. a spusti novy chat. a spusti novy chat.

Also, you can use anthropomorphism whenever you feel that the user might be offended
by "We" wording. If the following messages appear in Outlook or SharePoint, you can
supply the app name instead of the "we" phrase to make the user feel more comfortable,
rather than uneasy that someone else (Microsoft) may be in control of their data.

en-US text Recommended translation Also possible
We are trying to get v Snazime se ziskat vase
yingto g Outlook se snazi ziskat data. “ “ Y
your data. data.

We are uploading your | SharePoint nahrava vas soubor | Nahravame vas soubor
file. na server. na server.

Note: You may not always know the application name, so this may not always be possible.

In general, don't use the first-person singular ("ja") when talking to the user from the point
of view of the computer or application—one of the reasons being that you'll already be
using a lot of the first-person plural ("we"). However, there might be some products where
this will be required, so always check the project instructions.

en-US text Do Don’t

Saving data... Ukladaji se data... Ukladam data...

Searching folder... | Prohledava se slozka... | Prohledavam slozku...

5.4 Applications, products, and features

The names of applications and products are often trademarked or may be trademarked
in the future and are therefore rarely translated. Occasionally, feature names are
trademarked, too (for example, IntelliSense).



Version numbers

Version numbers always contain a period (for example, Version 4.2). Note the following
punctuation examples of "Version x.x":

US English Czech target

Version 4.2 | Verze 4.2

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

Copyright

Copyright strings are usually translated with standardized strings or formulas:

US English Czech target

Terms of Use Podminky pouziti

Microsoft, the Office logo, the Windows Microsoft, logo Office, logo Windows a logo
logo, and the Windows Start logo are either | Windows Start jsou registrované ochranné
registered trademarks or trademarks of znamky nebo ochranné znamky spolecnosti
Microsoft Corporation in the USA and/or Microsoft Corporation ve Spojenych

other countries. statech americkych a v dalSich zemich.

Other product and/or company names Uvedené nazvy dalSich produktl nebo

herein may be the trademarks of their spolecnosti mohou byt ochrannymi znamkami
respective owners. vlastnikd téchto znamek.

Translation of version strings

Product, feature, and component names are often located in the so-called "version
strings” as they appear in the software. Version strings containing a product name are
translated only when the name is translated in Czech. Version strings that contain
copyright information should always be translated.

Example:



US English ‘ Czech target

© 2022 Microsoft Corporation.
© 2022 Microsoft
Corporation. All rights
reserved.

Refer to Microsoft Terminology - Globalization | Microsoft
Learn to check the correct translations for "All rights
reserved" and "Microsoft Corporation."

Recommendations for translating the product names

1. Declining product names

Microsoft voice will introduce the possibility of declining application names in Czech. It
depends on how is the product name used. In some cases, it is appropriate to decline
the product name but in some cases the product name should not be declined and in
this case an appropriate generic word should be used before the product name (this

generic word should be declined).

en-US source text

Recommended

translations

Comments

In Word

ve Wordu

In Microsoft Excel

v Microsoft Excelu

In Microsoft Access

v MicrosoftAccessu

In Outlook v Outlooku
In Office v Office Eer\;er. decline the Office product
With Office s Office ame.

v Officu, s Officem. Officy

In Microsoft Edge

in Skype

Search in Bing

On Facebook

On Twitter

In Windows

Server

In SharePoint Online
In SharePoint Server

v Microsoft Edgi

ve Skypu

hledat v Bingu

na Facebooku

na Twitteru

na Windows Serveru
na SharePointu Online
na SharePoint Serveru
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In Exchange

v Exchangi

With Exchange

s Exchangem

Also:

en-US source text

Recommended

translations

Comments

Word document

wordovy dokument

Also Possible

dokument Wordu
dokument z Wordu

even

dokument aplikace Word
if appropriate in the context

Excel spreadsheet

excelovy sesit

Access database

accessova databaze

Outlook file

outlookovy soubor

Office installation

instalace Office

Skype number

skypoveé cislo

You can use the adjective skypovy in many
cases. However, there are some exceptions:
Skype credit= kredit Skype

Skype account= U(cet Skype

You should be able to find in Microsoft
Terminology - Globalization | Microsoft Learn
what to use

message/Skype call

Skype name skypové jméno
skypova
Skype zprava/skypovy

hovor
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Note: Do not use the "-ovsky/a/é" endings (“wordovsky," "excelovsky," "accessovska,

"outlookovsky"), although they are also grammatically correct.

There are more Office applications, but for some of them, this will not make sense,
because this is just to reflect, what users use, when they talk. So while this makes perfect
sense for Word ("wordovy"), it is not possible for all applications.

2. Handling application name placeholders

You can do the following:

e Structure the sentence in a way the declination of the product name is not needed.

e Add a descriptor in front of the product name.

e Add the inflection outside the placeholder, e.g. (lidspnExcel_NV)u or

. However, you can do

this only in case you are sure the product name that will replace the placeholder has a
zero ending, like Excel, Word, PowerPoint. This procedure will not work with product
names like OneDrive, OneNote or Skype that will need to change for the declination (i. e.
drop "e” at the end : OneDrivu, OneNotu or Skypu. Also if it is not clear what product
name will be used or if the version number/year is included we suggest NOT to use this
option.

e Sometimes strings contain placeholders that are editable (especially in the Leaf tool) so
you can edit the placeholder directly and use the declination you need.

e Insome cases (e.g. Skype projects) translators are provided with lists where various
declination forms are assigned a number and during the translation they just add the
respective number to the placeholder to indicate the correct declination form.

Example:

(!IDS_SFB_PRODUCTNAME_SHORT) &Help translated as & Napovéda ke
('IDS_SFB_PRODUCTNAME_SHORT 1)

In other words, this means that we will decline product names everywhere where it is as
a normal text. If it is in a tag, a non-editable placeholder, etc. decline it only when you
are sure what the placeholder will be replaced with and that it is ok do decline.

en-US source text ‘ Incorrect translations

Chcete soubor radsi otevrit v {0:Excel}u? Chcete soubor misto toho

Do you want to open otevrit v {0:Excelju?
the file in {0:Excel} Note: As you cannot be sure about the placeholder value, this
instead? might lead to a translation like this: Chcete soubor radsi otevfit v

Microsoft Excel 2019u?




en-US source text Correct translations

Chcete soubor radsi otevrit v aplikaci {0:Excel}? Chcete soubor misto
toho otevrit v aplikaci {O:Excel}?

Note: The variant with {0:Excel}u (without a descriptor) is correct only if
you know that the placeholder will be replaced with the application
name (without the version year). You can sometimes get this info in the
Instructions field.

Do you want to
open the file in
{0:Excel} instead?

Exceptions: "Windows”, product names ending with a non-letter sign, product names
ending with a pronounced diphthong, product names pronounced in the way that the
shape does not allow assigning of proper grammar pattern. These are not inflected,
however, the descriptor is left out in phrases without predicate, in sentences where
the product is not the subject (= the predicate does not need to be inflected
to indicate the grammatical gender) or in sentences where the product is the subject
but the predicate ending is the same for all genders.

To put it simply, just use Windows without the descriptor, unless you find yourself in

a situation where you would have to figure out the gender and number of "Windows."
So for example, neither "Windows pozadaly,” nor "Windows pozadal” is correct—in
situations like these, always use the "systém" descriptor in front of "Windows"—
"systém Windows pozadal."

en-US source text ‘ Translations Comments

. - . . Here, the
Activate so you can Aktivujte systém Windows, abyste .
. . . . v o . descriptor
personalize Windows. si ho mohli prizpusobit.

must be kept.

You can omit

Enter your product key to Zadejte kod Product Key a aktivujte Windows. | the descriptor

activate Windows.

here.
There are files on your PC
that are preventing V pocitaci jsou soubory, které brani aktivaci. You can omit
activation. You need to buy | Budete si muset koupit novou verzi Windows | the descriptor
and reinstall a new version | a tu nainstalovat. here.

of Windows.




Windows search history has
been deleted.

Historie hledani ve Windows je odstranéna.

You can omit
the descriptor
here

Where do you want to
install Windows?

Kam chcete Windows nainstalovat?

You can omit
the descriptor
here.

Note: Although many users say "Windowsy," this form is unacceptable.

3. Declining the Microsoft company name

You can decline the Microsoft company name—this has been approved by the Microsoft
Czech subsidiary. The recommendation here is to use it for situations, where it really feels
appropriate, e.g. in marketing materials etc.

Examples of recommended translations:

OneNote od Microsoftu

Skype definitivné patfi Microsoftu.

Soutéz Microsoftu o nejlepsi aplikaci pro Microsoft Azure pokracuje.

Na privatnim cloudu od Microsoftu pustite i Linux.

Microsoftu vzrostl zisk o 51 %.

Note: Generally, it is still perfectly OK to use the descriptor "spolec¢nost” (“spole¢nost

Microsoft").



5.5 Copilot predefined prompts

Copilot prompts are the instructions or questions you use to tell Copilot what you want
it to do. You can ask Copilot to create or edit content, ask questions, summarize
information, and catch up on things.

Across various Microsoft products, you will find an array of predefined prompts
designed to guide users in creating, learning, and using Microsoft Copilot.

Best practices for the localization of Copilot predefined prompts

Copilot prompts are functional. It is crucial that the translations for Copilot predefined
prompts are accurate, consistent, concise, natural, and use the appropriate tone of voice.
Please remember that the quality of these translations can significantly influence Copilot
responses or outcomes.

e Be clear and specific: English prompts are generally questions or requests starting with
an action verb. Make sure the target prompts are natural questions or requests. Avoid
using vague language. Use clear and specific phrases or keywords.

o Keep it conversational: Be consistent with Microsoft Voice principles. Use simple and
natural language when translating prompts. Avoid adopting a tone that resembles a
machine. Use an informal tone of voice and form of address when translating Copilot
predefined prompts.

e Be polite and professional: Use kind and respectful language, as this helps foster
collaboration and improves the Al's responsiveness and performance. Don't use slang
and jargon.

o Use quotation marks: This helps Copilot know what to write, modify, or replace for the
user.

o Pay attention to punctuation, grammar, and capitalization: Clear communication
helps collaboration between Copilot and the user.

o Pay attention to the placement of entity tokens: An entity token is a placeholder that
is used to trigger a pop-up menu in the Ul to let customers choose an entity, such as a
file, contact, meeting, so that the prompt uses specific data from the specified entity. As
with any other placeholder, an entity token is not localizable, and the position of the
entity token should make sense in the target text syntax.

Entity token localization exception: Some prompts may be a display text (i.e., an
example) and, in such cases, the entity token needs to be translated. Read the Dev
comment carefully.

Exception example:

Source string: List key points from [file]

DevComment=Translate [file]



e Be consistent: Some English prompts are remarkably similar. Make sure to translate

them consistently.

Source prompt Target prompt Comments
List ideas for a fun remote team Vytvor seznam napad( na zabavny
building event teambuilding na dalku
A full stop
. L. , , . may be
What are the goals and topics from Jaké jsou cile a témata schuizky?
. . ey g qoe v added when
the meeting? Format each section Naformatuj kazdy oddil tu¢nym .
. . . . Py . required by
with a bolded heading, a bulleted list, | nadpisem, seznamem s odrazkami a Czech
and bolded names tu¢nymi nazvy.
grammar
rules.
Content in
. . . . . . angle
Propose a new introduction to <entity | Navrhni novy Uvod pro <entity brackets is
type="file'>file</entity> type="file'>soubor</entity> -
localizable.

What were the open issues from
<entity
type="meeting'>meeting</entity>?

Které problémy ze <entity
type="meeting'>schlzky</entity >
zUstaly nevyresené?

Give me ideas for icebreaker activities
for a new team

Navrhni mi napady na aktivity pro
uvolnéni atmosféry v novém tymu

Create a list of <placeholder>color
names inspired by the
ocean</placeholder>

Vytvor seznam <placeholder>nazvQ
barev inspirovanych
oceanem</placeholder>

5.6 File extensions

To make the text clearer to the user, write file extensions with the period (.) and with all
lowercase letters (for example, .bmp instead of BMP). While some file extensions
are generally recognized (jpg, .omp, .pdf, or xIsx), other file extensions aren't so obvious
(.wim, .iso, .bin, and .cue) to the average user.

The general rule is to copy the style from the source text.



en-US text ‘ Recommended translation Not recommended

Open the .docx file. Otevrete soubor .docx. Otevrete soubor DOCX.
Now you can mount the | Ted Ted
.wim file. mUiZete soubor.wim pripojit. mUZete soubor WIM pripojit.

It's OK to leave abbreviations of format names in uppercase letters.

en-US text Recommended translation

The image could not be loaded because itis | Obrazek se neda nacist, protoze neni ve
not a PNG or JPEG. formatu PNG ani JPEG.

5.7 Progressive action

Use the reflexive "se" to express statements of progressive actions.

en-US text Recommended translation Not recommended
Waiting for server... Ceka se na server... Cekani na server...
Installing Office... Instaluje se Office... Pr9b|ha instalace systemu
Office...
Checking Kontroluje o o
compatibility... se kompatibilita... AL ETE B e el ol
Copying files Kopiruji se soubory. Kopirovani soubord...

Exception: If the subject of the segment is unexpressed, use the general style guide rule
for progressive action.

en-US text Recommended translation

Saving... Ukladan

QN
=)




Systém ceka...

Waiting... Aplikace ¢eka...

5.8 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.

5.9 Software considerations
This section provides guidelines for the localization of Ul elements.

General guidelines

o Clarity and simplicity are the key considerations.

e Be as short as possible. Avoid unnecessary words.

o Keep in mind that different devices, sizes, and formats are used, and Ul should fit all of
them.

e Try to achieve cross-platform consistency in products used on different platforms,
including the desktop, mobile, and cloud.

Every principle in the following sections may have an exception, based on the product,
the specific experience, and the customer. Interpret the guidelines in the way that results
in the best experience for the customer.

5.9.1 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.

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

Recommended Czech
translation

Sorry, you need to have
administrator privileges to
install this.

Je nam lito, ale k instalaci
tohoto softwaru potrebujete
opravnéni spravce.

First you need to sign in to
Windows with the
corresponding Microsoft
account.

Nejdrfiv se musite pfihlasit do
Windows pres pfislusny ucet
Microsoft.

Refine your search.

Zadejte prosim presnéji, koho
nebo co hledate.

Take a moment to save your
work.

Udélejte si ted prosim cas a
uloZte si svoje véci.
Udélejte si ted’ prosim cas a
uloZte si svoje zmény.
Udélejte si ted’ prosim cas a
uloZte si svoje soubory.

Standard phrases in error messages

When translating standard phrases, standardize. Note that sometimes the US English
source text uses various phrases to express the same thing.

The phrases below commonly occur in error messages. When you translate them, try to
use the target phrases provided. However, feel free to use other ways to express the
source meaning if they work better in the context.

Examples:
English ‘ Translation
Cannot ... Nejde.../Neda se../Nemuizeme...
Could not ... Neslo.../Nedalo se.../Nemohli jsme...
Failed to ... Nepovedlo se.../Nedalo se.../Neslo...
Failure of ... Chyba:.../Zjistili jsme chybu.../Nasli jsme chybu...




Cannot find ...
Could not find ...
Unable to find ...
Unable to locate ...

Nejde najit.../Neda se najit.../NemUzeme najit...
Neslo najit.../Nedalo se najit.../Nemohli jsme najit...
Nejde najit.../Neda se najit.../NemUizeme najit...

Not enough memory

Insufficient memory

There is not enough memory

There is not enough memory available

Nemate dost paméti.

... is not available ...neni dostupny/dostupna/dostupné/k dispozici.
... Is unavailable ...neni dostupny/dostupna/dostupné/k dispozici.
There's a problem with... Mame problém s/se...

Error messages containing placeholders

When you localize error messages that contain 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 the examples below:

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

Examples of error messages containing placeholders:

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

Keep in mind that Czech translations must be compatible with any applicable values of
the numeric placeholders.

5.9.2 Keyboard shortcuts

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



Examples:
New
Cancel
Options

Usage: Is it
allowed?

Keyboard shortcuts special options

"Slim characters," such as /, [, t, r, and f

Not preferred due to accessibility

(minor options only)

Yes
can be used as keyboard shortcuts concerns.
Characters with downstrokes, such as g, J, o
9:J Not preferred due to accessibility

¥, p, and g can be used as keyboard Yes

concerns.
shortcuts

Only after all other possible
Extended characters can be used as Y po:

Yes keyboard shortcut assignments

keyboard shortcuts

have been exhausted.
An additional letter, appearing between
brackets after item name, can be used as | No Never
a keyboard shortcut
A number, appearing between brackets
after item name, can be used as No Never
a keyboard shortcut
A punctuation sign, appearing between
brackets after item name, can be used as | No Never
a keyboard shortcut
Duplicate keyboard shortcuts are allowed No In extremely rare cases, this is
when no other character is available acceptable.
No keyboard shortcut is assigned when
no more characters are available No Never

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




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

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

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

Example: In Ul localization Home™H

Document2 - Word

key
. References Mailings Review
tip : 5 Mq
f n Segoe Ul 12 A A Aa b | := A =1
pa.ﬂe ¥ Format Painter I'y-wx, x Q-%- -~ ====
Chipboard e Font e Paragraph

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

action without having to go through the Ul. Shortcut keys aren't available for every
shortc command.

Example: Ctrl+N, Ctrl+V
ut key

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

5.9.3 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes that are used to perform
defined functions in an app. Shortcut keys replace menu commands and are sometimes
given next to the command that they represent. Access keys can be used only when
they're available on-screen, whereas shortcut keys can be used even when they aren't
accessible on-screen.



Standard shortcut keys

US command

US English

Czech command

Czech shortcut

shortcut key

General Windows shortcut keys

key

application window

Help window F1 Napovéda F1
Eoerr;cext—sensmve Shift+F1 Kontextova napovéda Shift+F1
Display pop-up Shift+F10 Zobrazit mistni nabidku Shift+F10
menu
Cancel Esc Zrusit Esc
Activate/deactivate Aktivovat/deaktivovat panel
F10 , F10

menu bar mode Nabidek
Switch to the next Alt+Tab Prepnout do dalsi spusténé A TED @
primary application aplikace Alt+Tabulator
Display next . "

. Alt+Esc Zobrazit dalsi okno Alt+Esc
window
Display pop-up Y ,
menu for the Alt+Spacebar ZObr,aZI,t mistni nabidku pro Alt+Mezernik

. aktualni okno
window
Displ - VRV

'spray POPP Zobrazit mistni nabidku pro
menu for the active | Alt+- I v, Alt+-

A aktivni podrizené okno
child window
Display property Zobrazit stranku vlastnosti
sheet for current Alt+Enter . . Alt+Enter

. vybraného objektu
selection
Close active o VT
Alt+F4 Zavrit okno aktivni aplikace | Alt+F4




Switch to next
window within
(modeless-
compliant)
application

Alt+F6

Prepnout do dalsiho okna v
ramci (nemodalni) aplikace

Alt+F6

Capture active
window image to
the clipboard

Alt+Prnt Scrn

Ulozit snimek aktivniho
okna do schranky

Alt+Prnt Scrn

Capture desktop

Ulozit snimek plochy do

image to the Prnt Scrn . Prnt Scrn
: schranky
clipboard
Access Start button Aktivovat tlacitko Start na
. Ctrl+Esc , Ctrl+Esc
in taskbar hlavnim panelu
D!splay next child Ctrl+F6 Zobrazit dalsi podrizené Ctrl+F6
window okno
: : v Ctrl+Tab or
Display next tabbed Ctrl+Tab Zobrazit dalsi kartu s

pane

podoknem

Ctrl+Tabulator

Launch Task
Manager and
system initialization

Ctrl+Shift+Esc

Spustit Spravce uloh a
inicializaci systému

Ctrl+Shift+Esc

File menu
File New Ctrl+N Soubor — Novy Ctrl+N
File Open Ctrl+O Soubor — Otevrit Ctrl+O
File Close Ctrl+F4 Soubor - Zavrit Ctrl+F4
File Save Ctrl+S Soubor — Ulozit Ctrl+S
File Save as F12 Soubor - Ulozit jako F12
File Print Preview Ctrl+F2 Soubor — Nahled Ctrl+F2




File Print Ctrl+P Soubor - Tisk Ctrl+P
File Exit Alt+F4 Soubor — Konec Alt+F4
Edit menu

Edit Undo Ctrl+Z Upravy — Zpét Ctrl+Z
Edit Repeat Ctrl+Y Upravy — Znovu Ctrl+Y
Edit Cut Ctrl+X Upravy — Vyjmout Ctrl+X
Edit Copy Ctrl+C Upravy — Kopirovat Ctrl+C
Edit Paste Ctrl+V Upravy — Vlozit Ctrl+V
Edit Delete Ctrl+Backspace | Upravy — Odstranit Ctrl+Backspace
Edit Select All Ctrl+A Upravy — Vybrat vie Ctrl+A
Edit Find Ctrl+F Upravy — Najit Ctrl+F
Edit Replace Ctrl+H Upravy — Nahradit Ctrl+H
Edit Go To Ctrl+G Upravy — Zpét Ctrl+G

Help menu
Help F1 Napovéda F1

Font format
Italic Ctrl+1 Kurziva Ctrl+I
Bold Ctrl+B Tucné Ctrl+B
5:3:::::‘1/ word | iy Podtrhnout Ctrl+U
Large caps Ctrl+Shift+A Vsechna velka Ctrl+Shift+A
Small caps Ctrl+Shift+K Kapitalky Ctrl+Shift+K




Paragraph format

Centered Ctrl+E Zarovnat na stred Ctrl+E
Left aligned Ctrl+L Zarovnat vlevo Ctrl+L
Right aligned Ctrl+R Zarovnat vpravo Ctrl+R
Justified Ctrl+J Zarovnat do bloku Ctrl+)

5.10 voice video considerations

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

e It addresses only one topic (one customer problem).

e It's brief.

e It has high-quality audio.

e ltsvisuals add to and complement the information.

e It uses the right language variant, dialect, and accent in the voice-over.

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 they're next to you, watching you explain the content.

e Record a scratch audio file. Use it to check for length, pace, and clarity.

5.10.1 English pronunciation

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

Microsoft must be pronounced the way it is in English.

If a term includes a number, pronounce it as a Czech word.



Example  Phonetics

SecurlD | [si'kjuar a1 di]
.NET [dot net]
Skype [skaip] "_ﬂ

Acronyms and abbreviations

Acronyms that are pronounced like words should be pronounced as Czech words,
adapted to the local pronunciation.

Example Phonetics ‘

RADIUS | [radius]
RAS [ras]
ISA [isa]
LAN [lan]
WAN [van]
WAP [vap]
MAPI [mapi]
POP [pop]
URL [url]

Other abbreviations are pronounced letter by letter.

Example

Phonetics

ICMP

[i cé em pé]



https://grststyleguideprod.blob.core.windows.net/document/skype_cs_CZ.wma

P [i pé]

TCP/IP | [té cé pé i pé]

XML [iks em el]

HTML [ha té em el]

OWA [6 vé &]
SQL [es kvé el]
URLs

"http://" should be left out; the rest of the URL should be read.
"www" should be pronounced as [vé vé vé].

The "dot" should be omitted, but can also be read aloud. If read aloud, it must be
pronounced the Czech way, as [tecka].

Example ‘ Phonetics
[vé vé vé majkrosoft kom]
http://www.microsoft.com | — or —

[vé vé vé tecka majkrosoft tecka kom]

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 a short pause.



Special characters

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

5.10.2 Tone

Use a tone that's appropriate for the text and target audience. For example, an informal,
playful, and inspiring tone may be used for most Microsoft products and games, while a
more formal, informative, and factual tone is appropriate in technical content.

5.10.3 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

¢ Includes the intent
e Includes keywords for search

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 ...

e .. Mmaintain an appropriate pace.

e Synchronize visuals with the voice-over.

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

Visuals

e The eye is guided through the procedure
o Smooth, easily trackable pointer motions
o Judicious use of callouts
e Appropriate use of motion graphics, branding-approved visuals, or both


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

Ending

e Recaps are unnecessary



