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—

Style Guide

Greek

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

Before you dive in:

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

1.1 Reference material

Unless this style guide or Microsoft Language Portal provides alternative instructions,
use the orthography, grammar, and terminology in the following publications.

Normative references

The Greek Ministry of Education doesn't prescribe an official dictionary. Listed below are
two of the most popular and widely accepted dictionaries of modern Greek, which can
be used as main reference resources for Greek grammar and orthography.


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

Adhere to these normative references. When more than one solution is possible, consult
the other topics in this style guide for guidance.

1.

A€ k6 TG Kowng veoeAANVIKNAG, [voTitouto NeoeAAnvikwy Zmouvdwv (16pupa
MawvoAn Tplavta@uAAidn) tov AplototeAeiov MNavemiotnpiov OsooaAovikng 1998
Ae&1k6 NG véag EAANVIkAG yYAwaoag, . Mriapmviwtn (Kévtpo As€ikoloyiag, 1998)
Mwkpn NeogAAnvikn Mpappatikr, MavoAng A. Tplavta@uAiidng (EkSoon
AplototeAeiov Mav/piov O@socoolovikng 1975)

TuvtakTiko TG Néag EAAnvikng, O.E.A.B. (EkSoon O.E.A.B., 1993)

NeoeAAnvikn Mpappatikng TG AnpoTiking, Ivotitouto NeoeAnvikwy Zrtoudwv
(Ekdoon 2002, kuplog ouyypa@eas: MavwAng Tplavta@uAAiSNG)

Informative references

These sources are meant to provide supplementary and background information.

ok wn =

10.
11.

12.

13.

14.
15.
16.
17.
18.

Avaotactadn — Zupewvidn, Neoloyikog Aavelopog tng NeoeAANVIKAG (1994)

I. Toomavakng, NeoeAAnvikn MNpappatikn (Agol Kuplokidn - Eotia, 1994)

Xproto@. XapoAapumakng, NeoeAAnvikog Aoyog (Ne@éAn, 1992)

0£68wpog Kaplng, Ta cwotd EAAnvika (PIAIMMNOTHZ, 1991)

lwavva Naradageipn, AGOn otn xpron tng yAwooag pog (XMIAH, 1993)

University of Chicago, The Chicago Manual of Style (The University of Chicago Press,
14th edition, 1993)

Mwpyog Agomtotng, AvoAuTtiko Ae€ikd MANpo@opLkng kot HAEKTPOVIKWY YTTOAOYLOTWVY
(DATAPIME.T.E. 1992)

N. M. Avépewwtng, ETuporoyikd Ae&ikd tng Kowvng NeogAAnvikng (A.MN.0., 3n ekdoon,
1992)

TeyomouAog - Putpdkng, Meilov EAAnViko Ae€ikd (TeyomtouAog — Dutpakng, 1997)
0£08. Bootavt{oyAov, AVTIAEEIKOV I} OvopaoTikov Tng NeoeAAnvikng NMwaoong (1990)
D. N. Stavropoulos, Oxford Greek-English Learner’s Dictionary (Oxford University Press,
1992)

X. KAaiipng - I. Mrtapmwvwwtng, MNpappoatikn tng Neag EAANVIKAG (EAANVIKG Mpappata,
2005)

D. N. Stavropoulos - A.S. Hornby, Oxford English-Greek Learner’s Dictionary (Oxford
University Press, 1992)

Abbreviations and Acronyms Dictionary,http://www.acronymfinder.com/

To kokkwvo BiBAtapdkt Tou KeWpEVOypapov, http://www.copywriters-redbook.gr/
Ae&okomoby Neurolingo, http://www.neurolingo.gr/online tools/lexiscope.htm

IATE, European Terminology Database, http://iate.europa.eu

Europa, Interinstitutional Style Guide, List of countries, territories and

currencies, http://publications.europa.eu/code/en/en-500



http://www.acronymfinder.com/
http://www.copywriters-redbook.gr/
http://www.neurolingo.gr/online_tools/lexiscope.htm
http://iate.europa.eu/
http://publications.europa.eu/code/en/en-5000500.htm

2 Mlicrosoft 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.

2.1 Choices that reflect Microsoft voice

Translating into Greek in a way that reflects the Microsoft voice means the 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. However, being friendly doesn't
mean using overly colloquial language; always maintain a professional tone. To make
your text relevant to the intended audience, use contemporary, up-to-date style and
terminology, close to what people actually say in everyday conversation, rather than the
formal, technical language that's often used in technical and commercial content.

The en-US writers sometimes push the envelope where appropriate:

e Beinformal
e Be friendly



e Talk like a real person and not a PC
o Talk directly to the user (use of "we")

e Use humor

e Use colloquialism or culture-specific phrases

When you're localizing source text written in the Microsoft voice, feel free to choose
wording that varies from standard translations, yet adhere to approved
terminology and stay true to the intent of the source text. Intent is the feeling that
the text is conveying to the user. Literally translating source text written in the Microsoft
voice may produce target text that isn't relevant to customers.

2.1.1 Flexibility

It's important for translators to modify or rewrite translated strings so that they are
appropriate and sound natural to Greek 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 example Greek example

Host meetings of all kinds from
anywhere

Virtually connect one-on-one, lead a
team training, or host an interactive
webinar for up to 1,000 attendees.

AlopyavwoTte cUOKEWELG KABE idoug amo kKABe
TomoBeaia

MpaypaTOTO0TE SIASIKTUOKEG ATOMLKEG
OUVAVTHOELG, EKTTIALSEVOTE Lot OHASa 1) PLAo&evroTe
Stadpaotika webinar pe wg kat 1.000
OUMUETEXOVTEG.

Share files, coauthor, and edit
content simultaneously.
Automatically save everyone's
changes, ideate together in the
Whiteboard app, and more.

Kowomotiate apxeia, kavte ovvtagn amd Kowou
KoL TOWTOX POV ETEEEPYATLA TIEPLEXOUEVOV.
ATOBNKEVOTE AUTOUATA TIG CAAQYEG OAWY TWV
XPNOTWV, VTOANAETE 1OEEG OTNV EQAPHOYN
Whiteboard kot ToA& GAAa.

Collaborate with people outside your
organization

Chat, meet, coauthor docs, and use
apps to collaborate seamlessly with
external partners, removing obstacles
and strengthening relationships.

JUVEPYOOTEITE PE ATOUN EKTOG TOU OPYAVLIOHOU 0OG
YuvopANoTe, ouvavtnBeite, cUVTAETE O KOWOU
£YYPOPA KOL XPNOLUOTIOIOTE EQAPHUOYEG YL VO
OUVEPYOOTEITE XWPLG TIPOPAAHATA pE EEWTEPLKOVG
OUVEPYATEG, KATAPYWVTAG TA EUTIOSIA KL
EVIOXVOVTOG TLG OXETELG.




Photo Fuse works best with photos To KOAGC PWTOYPOPLWV AELTOVPYEL KOAVTEPOL PE
that are similar. TIOPOUOLEG PWTOYPAPLEG.

2.1.2 Word choice
Terminology

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

The approved Microsoft terminology has been established in the Greek market for many
years, and it's used in the manuals and instructions of many other manufacturers, in
technical publications, in magazines, and in websites. However, for certain terms in
everyday communication, the target audience is using simpler terms. In addition, a large
portion of the audience uses the English terms to express well-known concepts and
technologies. In fact, in some cases, the use of the English terms is dominant, and this is
something that has to be taken into account when you're trying to convey the traits of
the Microsoft voice in your translated text. Such terms can be adopted for the Microsoft
voice in Greek, in addition to the standard approved terms, for the text to sound casual
and less formal. See the list below for some examples of such terms.

en-US term ‘ Greek existing term Greek prefered term

PC HAekTPOVIKOC PC
UTTOAOYLOTNG
email MAVLMO NAEKTPOVIKOU | e-mail or pvupa e-mail

Taxudpoueiov
Note: The Microsoft voice
term is used only in specific
products because this term is
very frequent and visible, and
using two different
translations within the same
product (for example, within
Windows) would cause major
and obvious inconsistencies.



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

product key opLOUOG - KAELSL KAELSL TpoiovTog
TPOIOVTOC
download Tpaypoatoroww AnYn | katefalw
Note: Only when used as
verb
upload TIPAYUATOTIOWW oveBalw
QTIOOTOAN
Note: Only when used as
verb
ID QVOYVWPLOTIKO ID or avayvwploTiko
site TomoBeoia site or TomoBeaia
online Me ovvdeon online or pe ouvdeon
offline EKTOG ovvdeanc or offline or ektd¢ ocVVdeoNng
Xwpig ovvdeon
voice mail PWVNTLKO Voicemail
Taxudpopeio
blog LOTOAOYLO Blog
sign in €loodog, eloepyxopal oLVOEDN, ouVOEOaL
sign out €£0do¢, e&epxopal OTOoVVSEDN, ATTOCLVSEOUAL

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 to use the everyday words that
customers are accustomed to.

In Greek, short, everyday words are also used to convey the meaning in a concise and
direct way. People are often reluctant to read and understand long text, especially when



it contains obscure words. That's why the Microsoft voice in Greek uses simple and short
words to convey the meaning in an easy-to-understand way.

en-US source term Greek word Greek word usage

radio padlo Use as an equivalent of «padiopwvo»

camera KAUEPQ Use as an equivalent of «@wToypa@iki pnxavr»
window napdBupo | Use as an equivalent of «mtapd&Bupo StaAdyou»
if av Use as an equivalent of «g&v»

might lowg Use as an equivalent of «ev&éxetaw»

do KOVW Use as an equivalent of «mtpaypatomotlw»

is being... yivetau Use as an equivalent of «mpaypatomoteitar»
find Bplokw Use as an equivalent of «evtomi{w»

search Waxvw Use as an equivalent of «avalntw»
information otolxeia Use as an equivalent of «mAnpogopieg»

repair 0l0pBbwan | Use as an equivalent of «emidtopOwaon»

TV TV Use as an equivalent of «tnAedpaon»

However, be careful with shortened English words such as "app" or "info" for which there is no
shorter Greek equivalent. For these words, the full form is used in Greek regardless of what
appears in the source («€@appoyn» or «ITANPOPOPIEC»).

2.1.3 Words and phrases to avoid

The Microsoft voice avoids an unnecessarily formal tone. In Greek, writing in the

Microsoft voice means choosing words and expressions that aren't old-fashioned, too
formal, or archaic. Such language can make the text sound unfriendly and sometimes
hard to understand.

The list below shows some word choices that are in keeping with the Microsoft voice:



en-US source Greek word to avoid Greek word/phrase

attempt OTOTIELP X TIPOOTIAOE L
success eTiTEVEN gmTuyia

allow for TIOPEXEL TN SLVATOTNTA | ETILTPETIEL

in conjunction with | og guvdptnon pe padi pe
furthermore ETUTIPOCOE T emiong
following emokOAovB0og ETIOPEVOG
signin TPAyHaTOTIOW (0060 | ouVSEopalL
sign out Tpaypatonoww €080 | amoouvdEopal

To write in the Microsoft voice in Greek, use brief phrases with simple syntax as much as
possible. Avoid any words or verbs that make the syntax unnecessarily complicated,
formal, or wordy. Try to ensure that the resulting translated phrase is brief, yet complete
and accurate and without any grammatical or syntactical problems.

Use the present tense.

In general, 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. It's OK to use the passive voice to avoid a wordy or awkward construction; when
the action rather than the doer is the focus of the sentence; when the subject is unknown;
and in error messages, when the user is the subject and might feel like they're being
blamed for the error if the active voice were used.

A good example is the use of relative pronouns to create relative clauses inside sentences.
Relative clauses are usually verbose, and they increase the complexity of a phrase.
Sometimes it's possible to avoid them, but not always. Avoid relative clauses if it's possible
to do so without affecting the meaning of the target text.



en-US source text

el-GR word/phrase

el-GR preferred
word/phrase

Specifies the action
that the server will take
when it encounters
different error types
during processing.

KaBopilel Tnv evepyela atnv
omoia Tpofaivel 0 SLIAKOULOTAG
OTaV AVTLPETWTIICEL SLAPOPOVG
TUTIOUG OPOAPATWY KATX TN
Slapketa Tng eme€epyaaiog.

KaBopilel Tnv evepyeta Tou
SlOKOULOTA 0TV
QVTIHETWTIICEL SLApOopOUG
TUTIOVG OPOAPATWY KOTA TNV
enegepyaoia.

When you double-click
an icon, the program
starts.

Eav kavete SUTAG KALIK O€ Eva
€lkovidlo, ekkivel To oTolEio
TIOV QVTITIPOCWTIEVEL

Av Kavete SITTAO KALK Of £va
glkovidlo, avolyel To
oV TIOTOLXO TIPOYPOLHAL.

Developers can go to
the application
management site to
find the apps they are
looking for.

OL TIPOYPOUUATIOTEG UTTOPOVV
va petofolv otnv Tomobeaia
SLaXELPLONG EPAPHOYWV YLO VO
EVTOTILOOLV TIG EPAPHUOYEG TIG
omoieg avalnTouv.

OL TIPOYPOUUATIOTEG UTTOPOVV
va petafolv otnv TomoBeaia
SlaXElpLONG EQOAPUOYWV YL
va BPOLV TIG EPAPUOYEG TIOU
Wdvouv.

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. The result may even sound ridiculous, which can drive away
customers. That's why it's crucial to check the source text in the live pages to avoid just
translating a list of strings without context. The text may be split into different sentences
if that helps to simplify the translated text. Sometimes you can omit descriptors to make

the text snappier.

English text

Correct el-GR translation

Incorrect el-GR translation

...are scheduled to run
during...

...is configured to run...

For surfing the web
with lightning
speed, try out...

...£XOUV TIPOYPOUUATIOTEL VO
EKTEAEOTOUV KOTA...

...OL TIAPAUETPOL EXOLV
PLOULOTEL WOTE VA
EKTEAEOTEL...

Mo mepiiynon oto Web pe
TOXUTNTO PWTOC, SOKIUAOTE
TO...

...ElVOL TIPOYPAPUATIOPEVD VO
TPEEOLV KATA...

...& PUBULOPEVEG TIOPAUETPOVG
va TPEEOLV...

Mo ogppaplopa oto Web pe
TAXUTNTEG PWTOC, SOKIUAOTE
T0...




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

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

Greek target

O kwdKO¢ TIPoaPaaong Sev eival
owoTOoC. Aokipdate Eavad. loxVeL
Siakplon melwv-KeEPOAXiwv.

Explanation

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

This product key didn't
work. Check it and try
again.

AUTO TO KAELSI TIpoidVTOC Sev
Asttovpynoe. EAgyEte To Kt
SoKLUAaTE VA

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

All ready to go

Elote €Tolpol va Eekvroete

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

Would you like to
continue?

O¢AeTE VO OLVEXIOETE;

The second-person pronoun
"you" is used to politely ask the
user if they would like to
continue.

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

AwoTe 0TOV UTIOAOYLOTH OO
Eva OVOpQ, OTIOLO OVOpa BEAETE.
Av BéAeTe vor oANGEETE TO
XPWHA POVTOV,
OTIEVEPYOTIOLNOTE TIG AVTIOETELG
oTIG pubuioelg utoAoyloTh.

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

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

Greek target

Ot evnpepwoelg
EYKATAOTABNKAV, OAAG YLo VOl
AELITOUPYNOOLV, TIPETIEL VO
EekvnoeL Eava n eykataaotaon
Twv Windows. Apov &ekivnoel
€ava, Ba ouveyiooupe amo to
ONMELO IOV OTAUATACOE.

Explanation

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"
provides a more personal
feel.

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

Av KAQVETE ETTOVEKKIVNON TWPQ,
£0¢l¢, KOl OTIOLOL GAAOL
XPNOLHOTIOLOVV OUTOV TOV
UTIOAOYLOTH, UTIOPEL v XAOETE
gpyooia ou Sev £xete
amoBnkeVoEL

The tone is clear and
natural, informing the user
what will happen if this
action is taken.

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

ApoV SlopBwoete OLOTNTEG TIOV
Sev elval €ykupeg N Agimouy,
QUTO TO E£YYPAPO HETAKIVELTOL
QUTOMOTA 0TN owaoTh BBALOONAKN
KOl (PAKENO.

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

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

TuvePn KaTL aoxnuo! Aev
MTTOPOUVME VO EVTOTIIOOUE T
KoTefaopeva apxeia yla va
dnpovpynoouvpe tn povada flash
USB pe duvatotnta ekkivnong.

Short, simple sentences
inform the user what has
happened.

2.2.3 Promoting a feature

US English

‘ Greek target

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

O KWwSIKOG pe XpNon EKOVOG
glvat évag véog TpoOTog
TIPOOTACIAG TOL UTIOAOYLOTH
oG Tov StaBeTeL 006V aPnG.
Eogig emAéyeTe TNV €lkOVO —Kal

Explanation

Promoting a specific
feature

To promote the picture
password feature, the
text lists the




password that's uniquely
yours.

TIG KIVAOELG TIOV XPNOLUOTIOLELTE
ME OUTA — YLt VOl
ONMLOVPYNOETE Evav KWOLKO
TPOOPacng Tov ivat
QTTOKAELOTIKA SIKOC OOC.

requirements needed to
enable the feature. The
parenthetical statement
clarifies and emphasizes
the requirements.

Let apps give you

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

EmitpéPte 0TIG EQAPUOYEG VO
00 TIPOCPEPOLV
EEUTOULKEVUEVO TIEPLEXOUEVO HUE
Baon tnv TomoBeoia, To dGvoua,
TNV ELKOVO AOYAPLACHOU KOl
GAAEC TIANPOPOPLEG TOMED TOV
PC ocac.

Promoting the use of
apps

Depending on the
context, commonly
used words (such as
"PC") can help make the
text sound familiar and
friendly.

2.2.4  Providing how-to guidelines

US English

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

Greek target

Mo va ETIIOTPEWPETE KAL VO
amoBnKeVLOETE TNV Epyasia oag,
TIATAOTE «AKUPO» KOIL OAOKANPWOTE
O, TL XpeltaleTal.

Explanation

The second-person

pronoun and short,

clear direction help

the user understand
what to do next.

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

Mo va eTPEPALWOETE TOV TPEXOVTA
KWOLKO PE XProN ELKOVOG, OTAWG
TIXPOAKOAOUBNOTE TNV avamapaywyn
Kol oxedldote Ta tapadelypata

KLV OEWV TIOV gppavifovTtal atnv
£IKOVQ 0O,

The tone is simple
and natural.

The user isn't
overloaded

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

It's time to enter the product
key. Depending on how you
got your copy of Windows,
you'll need either a 25-
character product key or a
digital license to activate it.
When you connect to the

‘HpBe n wpa var TANKTPOAOYNOETE TO
kA&l tpoidovToC. Avddoya e ToV
TPOTIO ME TOV OTIOIO ATIOKTNOATE TO
avtiypago Twv Windows, Ba
XPELOOTEITE €ite Evav aplBuO-KAeLSI
TPOLOVTOG 25 XaPOKTAPWV ELTE pLa
Ynelakn adslax xprnong yla va To

The second-person
pronoun "you" and
direct, natural
language clearly tell
the user about the
product key.




internet, we'll activate evepyotmolnoete.Otav ouvdebeite oto
Windows for you. Internet, Ba evepyomoltioouvpe T
Windows yia e0d.

3 Inclusive language

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

General guidelines
Comply with local language laws.

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

Be mindful when you refer to various parts of the world. If you name cities,
countries, or regions in examples, make sure they're not politically disputed. In examples
that refer to several regions, use equivalent references—for example, don't mix
countries with states or continents.

In text and images, represent diverse perspectives and circumstances. Depict a
variety of people from all walks of life participating fully in activities. Show people in a
wide variety of professions, educational settings, locales, and economic settings.

Don't generalize or stereotype people by region, culture, age, or gender, not even if
the stereotype is positive. For example, when representing job roles, choose names that
reflect a variety of gender identities and cultural backgrounds.

Don't use profane or derogatory terms.

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



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

Use this Not this Use this Not this
English examples Target examples
primary/subordinate | master/slave | mpwTtebwWV/SeuTEPEVWV | KUPLOG/UTINPETNG
. demilitarized e OTOOTPATIWTIKOTIONEVN
erimeter network TIEPLUETPLKO SikTLO ,
P zone (DMZ) PIHETR Zéovn
stop respondin han SRV KPEUAEL/KPATAPEL
b resp g 9 amokpiveTal PEM —
expert guru €LOLKOG YKOUpPOU
guys; ladies
colleagues; . . . . .
and ouvadeA@oL, Aol KUpLOL, KUPIEG Kal KUpLoL
everyone; all
gentlemen
mother or , , L .
parent father YOVEQG, YOVIOG MNTEPQX 1 TIOTEPOG

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

The general use of the masculine gender in Greek refers clearly to people of all genders
and it does not pose an issue. Where applicable though, try to rephrase by using the
plural form of nouns or passive voice instead of active.

The table below contains examples of gender-biased words or compounds that can be
rephrased in Greek and the alternative that should be used to promote gender-
inclusivity.



Use this Not this

Juvepyeio kaBaplopoy  Kabapiotpleg

NoonAeuTIkO

, Noocokopa
TIPOOWTILKO

Comments

Target examples

Ta gyypogpa O mpoedpog StaPLBadet

SafBipalovtal oTIg T EYYPAPA OTLG If applicable, rephrase in passive voice
apHOSLEG UTINPETiEG O PUOSLEG UTINPETIEG

Exkmaudevtikol KaBnyntng - kaBnyntpia  Use of an alternative, generic term

Use of an alternative, generic term
(cleaning staff vs. cleaning ladies)

Use of an alternative, generic term
(Healthcare staff/worker/professional
VS. nurse)

When presenting generalization, use plural noun forms (for example, atoua,

avOpwmol, portnTég, etc.).

Don't use gendered pronouns (autn, gkgivng, auTog, ekeivou, Tou, TG, etc.) in

generic references. Instead:

e Rewrite to use the second person plural (courtesy form).

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

e Use articles instead of a pronoun (for example, Togyypago instead of Togyypapodtou).
e Refer to a person's role (avayvwatng, epyaldusvog, meAatng, for example).

e Use atouo or avBpwrmog.

Use this Not this Use this Not this

English examples

Target examples

Developers need A developer OL TTPOYPOUUATIOTEG ‘Evog TpOoypappaTIOTAG
access to servers needs access to xpewlovtal mpoofaon  xpewdletal poafoon o
in their servers in his o€ SLOKOULOTEG OTA SlOKOULOTEG 0T
development development TepPAANOVTA TiepPAANOVTA
environments, but  environment, but  TPOYPOAPUATIONOV TOVG,  TIPOYPOUATIOUOV TOV,
they don't need he doesn't need  oAA& Sev xpetdlovTal OAAG Sev xpetdleTan
access to the access to the TPOOPaan oToug TPOGPaan oToug

servers in Azure. servers in Azure.  SLOKOMLOTEG 0TO Azure.  SLOKOMLOTEG OTO Azure.




To call someone,

. To call someone,
select the person's

. Mo Vo KOAETETE KATIOLO Mo va KoAéosTe
select his name,

name, select Make celect Make a ATOMO, ETUAEETE TO KATIOLOV, ETUAEETE TO

a phone call, and hone call. and OVOUO TOU OTOMOU Kall, OVOUA TOU KO, 0TN

then choose the P o OTN OUVEXELD, ETUAEETE OUVEXELD, ETIAEETE
- then select his b v e

number you'd like KAnon". KAnon".

. number.
to dial.

When you're writing about a real person, use the pronouns that the person

prefers, whether it's ekeivog, ekeivn, ekeivol, or another pronoun. It's OK to use gendered
pronouns (like awtodg/ekeivog autr/ekeivn, Tou, and TG) when you're writing about real
people who use those pronouns themselves.

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 words that imply pity, such
as éxewmAnyei or untopepetamo. The preferred option is not to mention a disability unless
it's relevant.

Use this Not this Use this Not this

English examples Target examples

erson with a . QTOMO ME ,
Sisability handicapped avair]::ia SRR
person without a normal person; healthy  &topo xwpig KOVOVIKO ATOMO, LYLEG
disability person avamnpia ATOMO

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 Target examples

Select Click EmAe€te  Kavte KAK

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

Spell out words like ouv (or auuBoAooguv) or mepimou. Screen readers can misread
text that uses special characters like the plus sign (+) or tilde (~).

4 Language-specific standards
This part of the style guide contains information and guidelines specific to Greek.
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

In general, a word can be abbreviated in Greek in one of three ways:

The first one is to omit some characters from the middle of the word. Maintain the first
and last character and some characters from the middle of the word (usually
consonants).

Example:

(+) Ada (dsomovida)
(+) Kog (kVploc)

The second way is to omit the last part of the word, but in this case, the abbreviation
should end in a consonant.

Example:



(+) ap. (apBpoC)
(+) &nA. (dnAadn)

The third way is to omit some characters from the middle of the word and replace them

with a vertical.
Example:

(+) A/von (AevBuvaon)
(+) ©@go/vikn (@socooAovikn)

The following table lists some common abbreviations used in Greek.

Word Acceptable abbreviation

ALWVOC
apOpog
BAéTe
YPOppapL
dnAadn
deamowida
Slevbuvon
S18aKTOPOC
EKATOOTO
epPadov
KUPLOC, Kuplal
Kol AN
KeAaiov (BaBuoi Beppokpaaiog)

KUpPLOL ] KLpleg

Koplog, Kupia

aL.

ap.

BA.

YPGLL, YP.
OnA.

Ada
oenb., A/von
Ap.

€K.

eMP.

K.

K.Q.

KeAo.

K.K.

Kog, Ka




Word Acceptable abbreviation

KEPAAOLO Keo.
Kol To Aot KTA., KATL
KUPLKOG KUP.
METPO T8
MiAL M.
TIopA&Poae TPPA.
oeAida o€A.
onpeiwon on.
TOMOG TOM.
TETPAYWVIKOG TETP.
Tovol TOV.
VOTEPOYPAPO Y.
XAASEG XA
XALOPETPO XM
TETPAYWVIKA HETP T.W
Kol oUTW KBeENC K.O.K.

Nonconventional abbreviations

Although abbreviated words should be avoided as a rule in Microsoft products, on rare
occasions they can't be avoided. In such cases, abbreviated forms are specified
(nonconventional abbreviations), especially when a word is too long and doesn't fit in
the space available. This is a common occurrence in dialog boxes. Use a
nonconventional abbreviation very carefully. The meaning of the abbreviated form must
be completely clear and unambiguous to users.

The following general guidelines apply:



e The number of characters remaining should not be less than three.
e Abbreviated forms have a period at the end, unless they are placed at the end of the
sentence.

Caution: The use of abbreviations in highly visible parts of the software interface should
be approved by the terminologist assigned by Microsoft.

Unlocalized abbreviations

Apart from abbreviations that derive from Greek words and that are written in the Greek
alphabet, there are abbreviated forms that are written in Latin characters because they
arise from international, standard terminology or common use. Most of the time, these
concern measurement units.

Unlocalized abbreviations should be maintained as they are, as long as there is no Greek
equivalent or if the unlocalized form is prevalent in the Greek setting (that is, when they
are used more widely than their localized equivalent).

Examples:
Megahertz MHz
Milliliter ml
Kilobyte KB
Megabyte MB
Gigabyte GB

Plural number of abbreviations
Abbreviations don't change form when used in the plural.

Example:

(+) T xp. (1 xtALOpEeTPO)
(+) 10 xp. (10 xIALOpETPO)



Periods used in abbreviations

A period at the end of an abbreviated form can be omitted only in the following
situations:

e In unlocalized abbreviations
e When the abbreviation is located before a period in a sentence or before ellipsis.

The rest of the time, abbreviated forms retain the period (if their type of abbreviation
requires one).

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).

Acronyms are written in uppercase characters, aren't conjugated, and don't include
dashes or spaces but only periods. The following general rules apply.

Localized acronyms

If it's necessary to use the acronym's gender, use the gender belonging to the most
important component word of the acronym.

Example:

(+) H AE.H. (H Anpooia Emixeipnon HAektplopov)
(+) H SQL (H y\wooa SQL)

All acronyms that aren't widely known should be written out in full the first time that
they appear in each chapter.

Certain acronyms are established in spoken language as names, and they should
maintain this attribute.

Example:

(+) Néulep



Unlocalized acronyms

Most common acronym forms in Microsoft products are unlocalized acronyms, mainly
English ones. Contrary to the Greek language, acronyms are written with no periods
separating the characters that compose them. In Greek texts, these acronyms maintain
the form in which they display in English.

Make sure that unlocalized acronyms are reader-friendly. When unlocalized acronyms
appear in the text for the first time, the English words from which they derive as well as
their Greek translation should appear next to them in parentheses.

Example:

(+) OLE (Object Linking and Embedding, 20v&eon kat Evowpdtwon AVTIKELLEVWY)

If the English text contains the spelled-out term, that full text will be translated to Greek
and placed next to the acronym in parentheses the first time that the term appears in
the text.

English Greek example (+)
Color Management Module (CMM) (+) Aettoupylkn povada Alaxeiplong
Xpwpatwv (Color Management Module,
CMM)

If the acronym and its spelled-out form are used concurrently in a section, in the Greek
translation, the acronym (which is usually maintained in English) should follow the
spelled-out form (which is usually translated), so that it would be easier to correlate the
two distinctive forms of the term. This should happen at every instance of the spelled-
out term inside the translated text.

English ‘ Greek example (+)

If you enable authentication you may (+) EQv evepyoTiOINOETE TOV EAEYXO
need to type a fully qualified domain TAUTOTNTAG UTTOPEL VO X PELOTTEL VOl
name. ELOAYAYETE TO TIANPWG TIPOTOLOPLOUEVO
ovopa topéa (FQDN).

Some unlocalized acronyms are very common, so it isn't necessary to include their
translation in Greek.



Examples:

RAM (Random Access Memory)
OLE (Object Linking & Embedding)
DLL (Dynamic Link Library)

CPU (Central Processing Unit)

Acronym gender

If possible, the use of gender should be avoided with English acronyms, by adding a
descriptive word.

English Greek example (+)

Corrupted DLL (+) To apxeio DLL givat KATEGTTPAUUEVO

At least one IPX address used by this (+) TouAdoTtov pia StevBuvon IPX ov

computer is not registered in the XPNOLMOTIOLEL VTOC O UTIOAOYLOTNG SEV
MQls. elval kataxwpnpevn atnv untnpecia MQIS.
Use HTTP 3.0 (+) Xpnrion tov MpwTtokO6AAov HTTP 3.0

If it's necessary to use gender, choose the gender from the word that defines the
acronym:

Greek example (+) Comment

To UNIX To Aettoupytko ovotnua UNIX
H CPU H povada CPU
H HTML H yAwooa HTML

This rule also has exceptions. If a gender is already established for the acronym, the
prevailing form should be used. Often, the neutral gender is attributed to acronymes.

If you're not sure which gender to use or if you have a new, unlocalized acronym, work
with the terminologist assigned by Microsoft to identify the appropriate gender.



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

Adjectives agree with nouns in gender, case, and number. Therefore, each adjective has
a threefold declension paradigm for the three genders. Adjectives show agreement both
when they are used as attributes and when they are used as predicates. The vast
majority of adjectives take forms in -og in the masculine, -o in the neuter, and either -n,
-0, or-la in the feminine. There are some other, minor groups and subclasses. Adjectives
agree with the noun in terms of its abstract gender, not in terms of the shapes of the
actual endings; those depend on the individual declension class of both the noun and
the adjective. This means that the concrete endings that occur in any pair of noun and
adjective may be quite different from each other, depending on the classes involved.

Adjectives’ accent

The adjectives’ accent doesn't move in the genitive case.

Greek example (+) Greek example (-)

(+) TwV SLaPopwv THTTWV (-) Twv SLaPOPWV TUTIWV UNVUPATWY
MNVUUATWV
(+) TOL TPOTUTIOU EYYPAPOU (-) TOL TIPOTUTIOL EYYPAPOL

Exception: Note, however, that the adjective's accent can move down in the genitive
case if the adjective is used as a noun.

Greek example (+) Greek example (-)

(+) TO eMiMESO TWV EKTIAUOEVOPEVWV (-) To emimedo TWV EKTTAUSEVOUEVWV

(+) TO AVAYVWPLOTIKO TOL TIPOTUTIOV (-) TO AVaYVWPLOTIKO TOV TIPOTUTIOU

Possessive adjectives

Possessives are used frequently in the English language. However, in Greek, possessive
adjectives should be avoided. Use the definite article instead of the possessive pronoun.



When the subject is formed by a noun and an adjective and it's necessary to use a
possessive adjective, don't split the adjective and the noun. Instead, use the possessive
after the noun.

Greek example of (+) Greek example (-)

(+) Na TNV ao@aAela Twv (-) T TNV 0OPAAELX TWV TIPOCWTILKWY GOG
TIPOOWTIKWY SESOUEVWV 0OG Sedopevwv
(+) Na TNV aoPaAela Twv (-) T TNV 0OPAAELD TWV CNUAVTIKWY OOG
ONMOVTIKWY TIANPOYOPLWY COG TIANPOYOPLWV

4.1.4 Articles

There are two articles in Greek, the definite and the indefinite. They are both inflected by
gender and case, and the definite article is also inflected for number. The article agrees
with the noun it modifies.

The final -v

Final «v» is always maintained in the definite masculine article Tov, the numerical and
indefinite article évav, the personal pronouns autoév and Tov, and in the particle cav
(OMOLWHOTLKO).

The article Tnv and personal pronouns avtiv and Tnv drop their final “v" when the
following word starts with one of the following continuants: B, y, §,{ 6, A, W, v, p, 0, @, X

Example:

You can't assign a group as a site owner or secondary contact. Try again, and specify an
individual user account.

(+) Aev givar SuvaTo va oploeTe pla opada WG KAToXo ToTobeaiog N

devutepevovoa ema@n. Mpoomadnote Eava kat kabopiote évav

MEUOVWHEVO AOYOPLACHO XPNOTN.

The mail folder couldn't be opened. If another application is using this folder, close it on
the other application and try again.
(+) Agv NTav SuvaTo TO AVOLYHO TOU (PaKEAOV cAAnAoypa@iag. Eav auTtog o



(PAKEAOG XPNOLUOTIOLEITAL ATTO KATIOLX GAAN EQAPHOYN, KAEIOTE TOV OTNV
OAAN e@appoyn Kot TpoomaBnote Eava.

Let's make today just as productive. Plan your day.
(+) Ag k&voupe T onuepvn nuépa e€ioou Tapaywykn. Npoypappatiote TV NUEPA
oo,

As a convention, in Microsoft products, the final «v» is always maintained in the words
8gv and pnv, even in situations where it would normally be dropped.

Example:

If you aren't aware that your document contains linked objects or files, use caution when
updating the document.

(+) Eav 8&v yvwpilete OTL TO £yypaPO 0aG TEPLEXEL CUVEESEPEVO OVTIKELHEV 1] OpXELQ,
VO E0TE TIPOCEKTIKOL OTAV EVNUEPWVETE TO EYYPAPO.

Unlocalized feature names

Microsoft product names and feature names that aren't translated are used without
definite or indefinite articles in the English language. In the Greek language, however,
the definite article is usually used before product names and nontranslated feature
names.

English source Greek example (+) Greek example (-)
Explore Microsoft 365 (+) E€epevvnote 10 (-) E&epevvniote Microsoft
Microsoft 365 365
Microsoft Excel is a powerful | (+) To Microsoft Excel sivat (-) Microsoft Excel eivaut
program VO LOXVPO TPOYPaUUA éva Lloxupd TIPOYPOpHA

Most English product and feature names are preceded by the neuter article, but there
are some exceptions.

Localized feature names

Feature names (and even product names on rare occasions) may be localized. In this
case, use the article that matches the gender of the localized name.



English source Greek example (+) Greek example (-)

Open File Explorer (+) Avoiéte Tnv (-) Avoiéte To
E€epevivnon apxeiwv «E&epevivnon apxeiwv»

Articles for terms borrowed from English

When you encounter an English loanword that has been used in Microsoft products
before, consider the following options:

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

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

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

To avoid inconsistencies, always consult Microsoft Language Portal to confirm the use of
a new loanword and the appropriate article to use with it. The internet may also be a
helpful reference here.

English source Greek example (+) Greek example (-)
An external modem was (+) Bp€Bnke éva eEwtepikd (-) Bp€bnke évag eEwTeplkog
found. MOVTELL MOVTEL.

4.1.5 Capitalization

Capitalization rules in Greek and English aren't the same. The following table lists some
of most common differences between Greek and English regarding the capitalization of
words:

Element Initial capital Greek example
English Greek
Nouns that denote residents | Yes Yes (+) OU'EAANveG eival
of a country Evpwmaiol




Element Initial capital Greek example

Adjectives that arise from Yes No (+) Ot EMNVIKEG

country names YPOUUOTOOELPEG lval SV0
TUTIWV.

Language names Yes Yes (+) NeprapBdveTal To

gyXELPLSLO oTar AyyAKA.

Days and months Yes Yes (+) To mpoidv Ba
KUKAO(QOPNOEL TNV
Tetaptn 1n PeBpovapiov.

The following paragraphs cover some additional rules and guidelines regarding
capitalization in Microsoft products, in both the software itself and support materials.

Software elements

In all elements of menus and dialog boxes (such as buttons and options), only the first
letter of the first word is capitalized in Greek.

Element English Greek
Menu command Page Layout... (+) Aldta&n oeAidag...
Button in a dialog box Details... (+) NemTOMEPELEG. ..

Option button (radio button) Multiple random , , ,
in a dialog box colors (+) NoMa Tuxalo xpwHaTa
(+) Mpoooappoyn ypappung

Dialog box title Customize Toolbar ,
epyoAeiwv

Advanced Program (+) PuBpioelg mpoypappaToq yio

Dial itl i 3
ialog box title Settings T(POXWPNHEVOLG

Menu element Display Settings (+) PuBpioelg 086vng

In English, Ul strings often capitalize the first letter of each word. In Greek, this policy is
limited to terms that are considered application names or software elements.



Element English Greek

Application name in a

. , 5 ,
dialog box title Device Manager (+) Alaxeiplon Zuoksvwv

Application name in a

dialog box title Copy to Clipboard (+) Avtiypapn oto Mpdxelpo

(button)

Application name in a . , ,

menu command Help Topics (+) ©épata otn BonBela

Al I Find Setup Wizard (+) Odnyodg eykataotaong Tng Eupeong

dialog box title

Disable Plug and Play (+) Xwplig Suvatotnta TomoBETnong Kat
for this printer on this Apeong Aeltoupylag TOU EKTUTIWTH O€
computer. QUTOV TOV UTIOAOYLOTH.

Application name in a
dialog box element

Outlook Deleted Item (+) Eméktaon MPoypAUUATOG-TIEANTN
Recovery Client Outlook yia avaktnon Staypappévwyv
Extension oTolxElwv

Element title that isn't
capitalized in Greek

When software elements are referred to in documentation, use the same capitalization
that's used in the software user interface.

Example from documentation:

(+) Avoi&te To £yypapo.

(+) ATto To pevou Apxeio emie€te ATtoOnkevon we...
(+) Kavte kAk 0To koupTti «<ETAoyég».

Example from Help:

(+) EmAe€Te TNV evtoAn Anpovpyia ano to pevou Apxeio.
(+) EuiAe€Te TOV 08Nyo MoV BEAETE KOl KATOTILY TO KoupTti "OK."

Headings, titles, and captions

In headings, captions, and image titles, capitalize only the first letter of the first word
and any other terms that require capitalization, as shown above.

Examples:



(+) Mwvéro popyomoinong (icon caption)
(-) MvEro MopgoToinang

Lists with bullets and numbering
In bulleted and numbered lists, each item in the list starts with a capital letter.
Example:

(+) Neploodtepeg MANpoopieg umopeite va Ppeite ota akdAouBa KePAAaLaL:
2710 KEPAAQLO 6 emte€nyeital aVOAUTIKA O TPOTIOG SNULOVPYIOG TUTIOTIONEVWV
ETULOTOAWV.

2T0 KEQAAQLO 7 TIEPLYPAPETOAL O TPOTIOG SNULOVPYILOG ETIKETWY oAAnAoypopiag.

Phrases included in lists (such as chapters, sections, products, or system requirements)
that are neither sentences nor sentence fragments, start with a capital letter.

Example:

(+) Avolypa evog amoBnkeupevou gyypagou 57
Mo va avoiéete eva amoBnksupgvo eyypago 57
Mo va avoIEETE Eva £YYpaPO TIOV £XETE AVOLEEL TTOAD TTpOoPaTa 58
M va avoléete TTOAG eyypa@a TauToxpova 60

Commands and keywords

In references to programming language commands, use the same capitalization in the
Greek text that's used in English. This guideline also applies to all nonlocalizable
keywords and special terminology.

Examples:

(+) H evtoAn GetWindowsDirectory

(+) H xpion tng ouvaptnong EXACT

(+) Xto mAaiolo Tov gppavidetal TAnkTpoAoynote d:\setup Kol KATOTILV TIATAOTE TO
TANKTPOo ENTER.



4.1.6 Compounds

Generally, compounds should be understandable and clear to the user. Avoid overly
long or complex compounds. Keep in mind that compounds that are hard to understand
diminish usability.

A group of two nouns separated by a dash doesn't form a compound. Each noun in the
group should follow declination rules separately.

Example:

(+) NéEN-KkAeLdl
(+) Epgpdvion AéEng-kAeLdLov
(+) Eme&epyaoio AeEewv-KAELOLWV

4.1.7 Conjunctions

Writing in the Microsoft voice in English uses conjunctions to make the text sound
friendly and conversational. Starting a sentence with a conjunction can help to convey
an informal tone and style.

Similarly, in Greek, conjunctions and adverbs can be used to convey the informal and
enthusiastic tone of the Microsoft voice.

en-US source text el-GR old use of conjunctions el-GR new use of

conjunctions

While your computer | Mnopeite va guvexioste va | Evw yivetalr avafaduion tou

is being updated, you | epyaleote evw UTIOAOYLOTH 00, £0€lG
can keep working. TIPAY LATOTIOLE T MTIOpEiTE Va ouvexioeTe va
avafBaBuion Tou epyaleote.

UTIOAOYLOTH OO,

While the document is | Aev eivat Suvatnh n Evw glval avolktod to

open, it isn't possible | dnpovpyia avtiypa@ov, EYYPOPO, OEV UTIOPEITE VO

to create a copy. EVW Elval avoLKTO TO SNULOVPYNOETE QVTiypaQo.
EYYPOYPO.

While data are saved Aev sival Suvatn n ‘Ooo amobnkevovTtal

on storage, it isn't TIPOCONKN VEOL avayvwaoTn, | dedopeva oTov Xwpo

000 amobnkevovTal amoBnkevong, dev eival




possible to add a new
reader.

Sedopeva oToV XWPOo
amoBnkevonc.

Suvatd va tpooBéaste Vo
avayvwaoTtn.

Before printing, enter
envelopes in the tray.

Eloayayete pakeAoug oTnVv
Kao£Ta Tpoodoaoiag Tov
EKTUTIWTN, TIPLV VX
EKTUTIWOETE.

Mpw va ekTuTtwoeTe, BAATE
(POKEAOUG OTNV KOOETO
TPOPOSOCIAG TOU EKTUTIWTH.

Since you modified
the text and not the
spelling error,
AutoCorrect and
Select all options
aren't available.

Ot el oyeg «AuTOpOTN
A6pBwaon» kat «Emidoyn
OAwv» dev eival SlaBeaipeg,
ETELON TPOTIOTIOLOATE TO
KelpeVo Kat OxL To
opBoypaPikd GPEAU.

Emedn aAAa&ate 1o Kelpevo
KoL OXL To opBoypaPLkd
OQOAMQ, OL ETILAOYEG
«Autopatn Alopbwaon» kat
«ETiiAoyn 6Awv» dev eival
SloB€atpuec,

4.1.8 Contractions

Writing in the Microsoft voice in English uses conjunctions to make the text sound
friendly and conversational.

In Greek, contractions, synaeresis, and aphaeresis are used to present the casual and
friendly tone of the Microsoft voice. However, because these forms of contraction and
elision aren't typically used in Greek in business, technical, and scientific
communications, they shouldn't be used extensively, but rather limited to some key
phrases. If they're used extensively, contractions can make the tone sound too informal

or unprofessional.

en-US source text

even if

el-GR long form

OKOPO KOl €AV

el-GR contracted form

OKOMA KL OV

The changes you have
made are being saved.

ATtoBnkevovTal oL dAAayEG
TIOU EXETE KAVEL

AmtoBnkevovTal oL CAAAYEG
TIOU 'XETE KAVEL

You must start from the
beginning

Mpémel va EKIVNOETE ATTO
™V apxn

Mpémel va EeKvnoeTe
ar'tnv apxn

It's the parameter that
goes into a command to
run

Eivauw n mapdpeTpog n omoia
TIEPVAEL OE EVTOAN YL
EKTEAEDN

Elvau n mapaueTpog mov
TIEPVA OE EVTOAN YL
EKTEAEDN




4.19 Gender

In Greek, there are three grammatical genders: masculine, feminine, and neuter.
Determining the gender can be a challenge when the referred noun is a foreign word (as
in the case of unlocalized words or product or feature names), an acronym or
abbreviation, or when an English adjective is used that can refer to both masculine and
feminine genders. In such cases, convention or common usage determines which
gender is used in Greek.

Unlocalized words
As a general rule, unlocalized words take the neutral gender.
Example:

(+) To Internet
(+) Ta bit
(+) Ta pixel

Product names

Product name gender should be specified by Microsoft Hellas in collaboration with the
terminologist assigned by Microsoft. In general, apply the rules mentioned in Acronyms,
in the "Unlocalized acronyms" section.

Here are some general guidelines that may help you determine which gender to use for
product, application, and feature names:

e Server applications are usually rendered using the masculine gender.

e Programming languages are usually rendered using the feminine gender.

e Games are generally rendered using the neuter gender.

e Names ending in -er such as "Manager" or "Publisher" are usually rendered using the
masculine gender.

e "Encarta" and "Access" are rendered using the feminine gender.

However, note that the above guidelines aren't strict or exhaustive. Exceptions can occur
based on usage, context, or marketing preferences.

Examples:

(+) To Microsoft Edge
(+) O Exchange Server



(+) To Exchange

(+) To Outlook

(+) To Word

(+) To PowerPoint
(+) H Access

(+) To Office

(+) Taa Windows

(+) O Publisher

(+) O Team Manager
(+) To Project

(+) To Dynamics 365

Adjectives

In Greek, for entries that are adjectives and can appear under both feminine and
masculine, it's preferable to keep only the masculine form. This is a convention adopted
for the sake of brevity and is also based on common usage in similar situations.

English source Greek example (+) Greek example (-)
(appearing as a status
indication)
Online JuvOEeSEUEVOC Juvdedepevog(n)
Available AxBgoipog AwxB¢oipog(n)
Busy ATtaoX OANMEVOG AmtaoxoAnpevog(n)

Note: For information on adopting gender neutrality on Microsoft products, see Avoid
gender bias.

4.1.10 Genitive

The genitive case, in singular or plural, often poses problems in terms of form and
meaning. It can result in words that sound strange or wrong. For instance, «oL Aioteg —
TWV ALOTWV».

The genitive can also impede understanding, especially when numerous genitive forms
exist in the same sentence, adjacent to one another. This is very common in the original
English text, causing serious translation issues.



Because nouns are widely used for command names, the genitive case must often be
used in both documentation and the software user interface. However, avoid using more
than two adjacent genitive forms in one phrase. This means that the genitive case
should often be replaced by the nominative or causative case, using the appropriate

alternative wording.

English source

The Setup program
permits the installation of
special chart fonts.

Greek example (+)

(+) To mpoypappa
EYKOTAOTOONG O0G
ETIITPETIEL VO
EYKOATOOTIOETE ELOIKEG
YPOUUATOOELPEG YL
ypagrpata.

Greek example (-)

(-) To tpoOypappa
Eykatdotaong oog
ETIITPETIEL TNV
EYKATAOTOON ELSIKWV
YPOUUATOOELPWVY
YPOPNUATWV.

Drop-down form field
options

(+) Emiloyég mediov
POPUAC: AVATITUGCOHUEVO
TAaiolo

(-) Emiloyég ediov
(POPHOG AVATITUGOOUEVOL
TAatoiov

Configure PrintServer
Device Defaults

(+) Napdpetpot
TIPOETUAOYWV YL& TN
OVOKeLN AlaKouLoTN
Ektuntwoswv

(-) MapdapeTpot
TIPOETUAOY WV GUOKEVNG
AokopoTr Ektumwoswv

4.1.11 Localizing colloquialism, idioms, and metaphors

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

For Greek, the first option is to replace the colloquialism in the source text with a Greek
colloquialism that has the same meaning in that particular context. However, because
Greek products also ship to Cyprus, keep in mind that a Greek colloquialism may not be

appropriate for Cyprus.

In case there isn't an appropriate equivalent colloquialism for Greek, you may translate
the intended meaning of the colloquialism in the source text (as opposed to literally
translating the colloquialism in the source text).

Always remember that efforts to be funny or overly creative can result in
unprofessionally colloquial text.



4.1.12 Nouns

Nouns are widely used in the localization of Microsoft products into the Greek language.
Often nouns replace the verbs that are used in the English source text.

Plural number

When the optional plural is represented by the letter "s" between parentheses—for
example, file(s)—we recommend that you use only the plural form of the noun to

facilitate readability.

English source

Greek example (+)

Greek example (-)

Import component(s) that

are already registered

(+) Eloaywyn otouxsiwv
Tov givat Nén
KOTOX WPNHEVD

(-) Eloaywyn
oTolxeiov(wv) Tov givat
NénN Kataxwpnuevo(o)

If it seems like it's necessary to refer to a singular number, the issue can be treated as
shown in the following example.

English source

Greek example (+)

Greek example (-)

Microsoft warrants that
a) the SOFTWARE will
perform substantially in
accordance with the
accompanying Product
Manual(s) for a period of
90 days from the date of
receipt

(+) H Microsoft eyyuatat
ot (o) To AOTIXZMIKO Ba
AELITOVPYEL OLOLOOTIKA
oLVpYWVa pe Ta Eyxepidia
MpoidvTtog Tov 1o
ouvodevouy (N To
Eyxetpidio Mpoidvtog mov
TO ouvoOEVEL), yla TiEpiodo
gvevnvta (90) npepwv amod
TNV NUEPOUNVIa
TopoAaBng

(-) H Microsoft eyyudtat o1t
(o) To AOTIZMIKO 6
AELTOVPYEL OLOLACTIKA
OLMPWVA PE TO(TA)
Eyxepidlo(a) Mpoidvtog
TIOU TO GUVOSEVEL(OLV), YL
niepiodo evevivta (90)
NUEPWV QO TNV
npepopnvio tapoAaBng

Inflection




The Greek nominal system displays inflection for two numbers (singular and plural),
three genders (masculine, feminine, and neuter), and four cases (nominative, genitive,
accusative, and vocative). Refer to the normative references for proper inflection rules.

Plural formation

Plural formation rules are different for masculine, feminine, and neuter nouns. Refer to
the normative references for proper plural formation.

4.1.13 Numbers

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

In Greek, we usually write numbers below 10 as words, not in digits (for example, €va,
dvo, Tpia).

Numbers above 10 are usually written in digits. However, this isn't a strict rule; the use
of words instead of digits depends on the context.

Exceptions:

o Write digits when referring to pages, chapters, figures, and other document elements
that are numbered sequentially.

Example: chapter 9; page 3; figure 1; table 4;
e Use digits to refer to numbers that are displayed as digits on screen.
Example: line 8; column 5;

e Use digits to refer to units of measurement and time, percentages, street numbers,
distances, and similar figures.

Example: 3,5 ivtoeg; 360 kB; ATto Tig 16:00 swg tig 18:30; 12%; 127 AW,

Usually, it's OK to just follow the style used in the source text.



4.1.14 Prepositions and adverbs

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

In Greek, prepositions normally require the accusative case: amno (from), ywa (for), pe
(with), peta (after), xwpig (without), wg (as), and o€ (to, in, or at). The preposition ok,
when followed by a definite article, fuses with it into forms like oto (o€ + T0) and otn
(og + tn). Although there are only a few simple prepositions native to Demotic Greek,
the two most basic prepositions oe and amo can enter into a large number of
combinations with preceding adverbs to form new compound prepositions—for
example, T&vw o€ (on), k&tw amod (underneath), and AL os (beside).

US English expression Greek expression Comment

with respect to apopa Avoid structure «apopd ge»

Errors in the use of adverbs and adverbial prepositions are frequent in Greek. A list of
the most common mistakes and how to avoid them is included below.

oV and TTw¢

The interrogative words «moU» and «mtw¢» should always be accented. However, when
the same words are used as relative pronouns they shouldn't have an accent.

English Greek example (+) Comment
, . . Used as
Are you sure you want to (+) Eiote PEPatol mwg BEAeTE vV .
L . , . subordinating
delete this file? Slaypaete ouTtod TO APXELD;

conjunction

(+) Mmopeite va mpooBeoeTe epyaaieg

You can add synchronization OUYXPOVIGHUOU OTO XPOVOSLAYPOUUA Used as a
tasks to your schedule and 00(G KOL VO POLPETETE 1 VO relative bronoun
remove or edit existing ones. ene€epyaoTeiTe KATIOLEG TEOV NN P
UTIAPXOLV.

Documented examples that (+) TekpnplwpEVA TIAPOSEYHOTA TIOV
show you how to create and o0 Selvouv WG Vo SNLOVPYEITE KaL

ye . G O . ¢ ) 1 py, Used as a modal
customize Microsoft Access va TIpooapoleTe Baoelg Sedopevwv

. , adverb

databases, and ready-to-use ™n¢ Microsoft Access, kaBwc¢ kat

applications. EPOPUOYEG ETOLUEG TIPOG XPNON.




English Greek example (+) Comment

(+) ©a eppavioTel Eva apdBupo
SloAoyou To omoio Ba oG pWTA TLOV
TIPETEL VO amoONnKeVTEL TO apxeio.

Used as an
adverb of place

A dialog box will appear,
asking where to save the file.

How does this computer

+) Mwg cuvdeeTaL VTNV TN CTLYUN O Used as a modal
currently connect to a (+) < nv mn oTtypn

UTTOAOYLOTAG Of éva SIKTVO; adverb
network? yiotns
Where are the files and (+) MoV ival T apxeia kat ot Used as an
settings? puBuioslg adverb of place

oav and w¢

Use phrases that include the adverbs «wg¢» and «oav» carefully. First, use them only
when necessary. Also, a clear distinction should be made between «gav», which
introduces a comparison (or simile), and the word «wc¢». The grammatical case of the
modifier that follows these words should match the case of the referred or inferred
noun (or pronoun).

Greek example (+) Greek example (-)

(+) OpLOPOG TOU EKTUTIWTH WG (-) OpLOPOG TOV EKTUTIWTA COV
TIPOETIAEYHEVOU TLPOETUAEYHEVOL
(+) POpTWON TTPOTUTIOL WG KABOAIKOU (-) POpTWON MPOTUTIOL WG KABOAIKO
(+) PavtaoTteite TNV 066vn Twv Windows (-) PavtaoTteite TNV 066vNn Twv Windows w¢
oaV TNV ETILPAVELX TOVU YPAPEIOV TG, TNV EMUPAVELX TOV YPAPELIOV 0O,

w¢ and éwg

Although the words «w¢» and «€wg» are often used interchangeably in speech, a
distinction should be made when they're used in software or documentation. The
preposition «€¢wg» is used when we want to define a time interval or a size interval.

Greek example (+) Greek example (-)

(+) Mmopeite va TANKTPOAOYNOETE UL TLUA (-) Mmopeite va TTANKTPOAOYNOETE UL TLUA
amo 0 éwg 256. amo 0 we 256




Greek example (+) Greek example (-)

(+) TeAeutaia amoBrkevon: Attd: XX/XX/XX (-) TeAeutaia amoBnkevon: Atto: XX/XX/XX
Ewg: YY/YY/YY Qq: YY/YY/YY
(+) Kpatrote To KAAUPPO AVOLXTO KATA (-) Kpatote 10 KAAVPPO AVOLXTO KATA
SeKaTIEVTE WG TPLAVTA EKATOOTAL... OEKATIEVTE WC TPLAVTA EKATOOTA...

OTtwWG

Nouns in subordinate clauses introduced with the adverb "6mwg" should agree in case
and number with the nouns that they help to define. If the defining noun is in the
accusative case, the nouns in the subordinate clause should be in accusative, too,
because the same verb is implied and they function as "objects" of that verb.

For example: H Microsoft mpoo@epel SLapopa TPOYPAUUATA, OTIWG (TIPOCYPEPEL) TA
Windows, to Edge, To Outlook.

It's possible to include the nouns in the subordinate clause in nominative case, but only
when the verb "eival” is interjected after "omwg."

For example: H Microsoft mpoo@epetl SLapopa TPOYPAUHATA, OTIWG ElvVal TA
Windows, to Edge, To Outlook.

English Greek example (+) Greek example (-)
You can configure the (+) Mmopeite va puBuioete Ti¢  (-) MTtopeite va pubpuioete Tig
settings for the wiki page moapapeTpoug yx T TIXPAUETPOUG VIO TN
library, such as BLBALOBNKN ceAldwV wiki, oTtwg  PLPALOONKN ceAidbwv wiki, OTtwg
permissions, page TO SIKALWHATO, TO LOTOPLKO TO SIKALWHATO, TO LOTOPLKO
history, and incoming OEAISOG KOL TLG ELOEPYOMEVES OEAISOG KL OL ELOEPYXOUEVEG
links, from the Page tab  ouvdeoelg amd TNV KapTEAX OULVOETELC OTIO TNV KAPTEAX
on the ribbon. JeAida otnv Kopdea. JeAida otnv Kopdeia.

antAa and amtAwg

The two adverbs "amA&" and "amAwg" mean different things and shouldn't be used
interchangeably. The adverb "oamA&" means "simply" or "in a simple way," while "amAwg"
is a synonym of "puovo" (“only").



Greek example (+) Greek example (-)

(+) Mmopeite va SnpLOVPYNOETE ATIAG £V (-) Mmopeite va dnpLovpynoeTe AMAWG EVa
VEO £YYPOPO, ETIAEYOVTOG TO KOUUTIL... VEO £YYPOPO ETUAEYOVTOG TO KOUUTIL...
ATIAWG TTANKTPOAOYNOTE TO OVOUQ TOU ATIAG TIANKTPOAOYNOTE TO OVOUO TOV
apxelov. apxelov.

apeca and apéowg

"&ueoca” is the opposite of "é¢uueoa” and a synonym to "ameuBeiag.” The adverb
"apeowc” usually has a temporal meaning.

Greek example (+) Greek example (-)

(+) MOA avoi&ete éva véo €yypago, (-) MOAg avoigete eva véo £yypago,
UTIOPELTE APEOWC VO OPXIOETE TNV ELOAYWYH  MTIOPEITE APECT VO ApXIOETE TNV ELOAYWYN
Twv dedopévwy oog. Twv dedopévwv oag.

Mmopeite va emegepyaoTeite Aueca TNV Mmopeite va eTe€epyaoTeiTe AUETWG TNV
ELKOVAL ELKOVAL.

TéAewx and TteAeiwg

"TeAela” means "perfect” ("pe teAelotnTa”). The adverb "teAsiwg" means "totally"

("evteEAwC").

Greek example (+) Greek example (-)
(+) ‘ETol To MAATOG TNG £IKOVOG (-) ETol TO TAGTOC TNG EIKOVAC
TIPOCAPUOLETAL TEAELD OTO TIAATOG TNG TIPOOAPUOLETAL TEAEIWG OTO TIAXTOC TNG
osAidac. osAidac.

TPV and HET&

The adverb "mpwv", when used without a verb, is always followed by the preposition

"amnd." However, the adverb "petd” shouldn't be followed by the preposition "omd."



Greek example (+) Greek example (-)

(+) TomtoBetrote TO Spopéa Py amo T AeEn () TomtoBeTOTE TO SPOopER TPV TN AEEN
Tov BéAeTe va Staypaete TIov BEAeTE va Slay pAWPETE.

(+) To apxeio Ba elooxBel petd TNV Tpexovoa  (-) To apyeio Ba elooyBOel petax amod tnv
B¢an Tou Spopéa. TpEXOVOQ BEan Tou Spopea.

4.1.15 Pronouns

Pronouns are used much more frequently in English than they are in Greek. Be careful
not to overuse pronouns in Greek—this can result in confusing or ambiguous text.
Sometimes it's better to repeat words in a sentence than to use pronouns.

Personal pronouns
There are strong pronouns (stressed, free) and weak pronouns (unstressed, clitic).

Nominative pronouns only have the strong form (except in some minor environments)
and are used as subjects only when special emphasis is intended because unstressed
subjects that are recoverable from context aren't explicitly expressed anyway. The strong
third-person forms also function as generic demonstratives (“this," "that").

English Greek example (+) Comment
(+) Eogig Ba oupmAnpwoete Strong form of
You fill in the title, author, date, TOV TITAO, TO GUVTAKTN, TNV nominative
and other information. NUEPOMUNVIa Kt GAAEG second-person
TIANPOPOPIEG. pronoun

(+) Ot {0} avTAg TNG
TomtoBsoiog Kol avTot ol
TIPOCOETOL OPOL LTXVOLV YL
TNV VTIOPOAN OO,

The {0} for this site
and these additional terms
apply to your submission.

Strong form of
third-person
pronouns

Genitive (possessive) pronouns are used in their weak forms as preverbal clitics to
express indirect objects and as a postnominal clitic to express possession.



English Greek example (+) Comment

Weak form of

+) Ytdpyxouv Kavove -
(+) pX S accusative first-

There are host distribution SLOVOHNG KEVTPLKWVY
, person pronoun
rules that prevent us from SLOKOMLOTWY i
. , and genitive
suggesting change TIoV pag epmodilovv va .
. ) , , (possessive)
to your configuration TIPOTEIVOUPE OANQYEG YL TN

second-person

PUBULON TTIOAPAPETPWY OQG pronoun

Weak form of

. +) Oa oag {NTNOsi va accusative second-
You will be prompted to (+) c,Cn "
. EVEPYOTIOLNOETE TO person pronoun
activate your software when , , i
. AOYIOMIKO QG aPOv and genitive
it is restarted. ,
ETOVEKKLVNOEL second-person
pronoun

The strong genitive forms are relatively rare and are used only for special emphasis.
Often they're doubled by the weak forms.

English Greek example (+) Comment

Database experts ask (+) Eldkol yia Baoglg dedopevwy oaq

. , , . . Strong form of
you questions about a BETOUV EPWTNOELG OXETIKA PE EVAL enitive
commonly used item oTolxelo TTou BEAETE va SNULOVPYNOETE, Ssgecon S iseEE
you want to create, and | TO OTtolO XPNOLUOTIOLELTAL GUXVE, KOL OTN pronoun
then build it for you. OUVEXELX TO SNLLOVPYOUV YL EGAG.

Strong form of
genitive first-
person
pronoun

We have created reports | (+) Exoupe SnuioupynosL ava@opeg
about the errors for you | oXeTIKA& pE TA GPAAPATA YLO VAL TLG
to send to us. OTelAeTE OE ERAG.

Accusative pronouns exist in both a weak and a strong form. The weak form is used as a
preverbal clitic. The weak third-person forms are similar to the corresponding forms of
the definite article.



English Greek example (+) Comment

To import from this file, first | (+) Mo va k&veTe elocaywyn amd outod

convert the file by TO OPXELO, HETATPEYTE TO TIPWTA, Weak form of
canceling out of the wizard, | katapywvTtog To and Tov 0dnyo Kat accusative
and then open the file and | petd avoi§te To apxeio kau third-person
save it to a supported amoONKeVOTE TO OE HOPYPN TIOV pronoun
format. vntootnpideTal.

(+) E&v yvwpileTe TIC TIHEG OTN POPU

If you know the values in . ;
y Tov kaBopilouv TI¢ SlevbBuvaelg

Weak form of

the form that specify the \ , accusative

. NAEKTPOVIKOU TaxuSpopEiov, .
email addresses, I OOEWORGTE TLe KOl TIOOOTIAORGTE third-person
revise them and try again. P < P n pronoun

TIOAL.

The strong form is used elsewhere in the clause.

English Greek example (+) Comment
The server is unavailable | (+) O StakouloTng Sev NTAV Strong form of
and could not be SloB€otpog kat Sev gival Suvati n | accusative third-
accessed. TPOoPBaon 08 AUTOV. person pronoun

Third-person pronouns have separate forms for the three genders; those of the first and
second person don't. The table below lists all the above-mentioned forms.

Strong form

Singular Third Third Third
First person person person person
masculine  feminine neuter

Nominative yw fo)0) aUTOC ouTn auTo
Genitive EMEVAL €0evVaL oUTOV QUTNG oUTOU

Accusative EMEVAL €0evVaL QUTOV QUTHV ouTO




Third Third Third

Second

First person o person person person
masculine  feminine neuter
Nominative EMElG £0¢ic auTol OUTEC aUTA
Genitive EMAG £00¢ QUTWV AUTWV aUTWV
Accusative EMAG £00¢ aUTOUC QUTEG aUTA
Weak form
Singular Third Third Third
. Second
First person T person person person
masculine feminine neuter
Nominative - - TOG ™ TO
Genitive Tle}V) oov TOU g TOV
Accusative e ot TOoV ™mn(v) TO
Plural Third Third Third
. Second
First person S person person person
masculine feminine neuter
Nominative - - Tol TEG T
Genitive MOG (o0(4 TOUG TOUG TOVG
Accusative Vlels fojoa TOUC TIG T™

When to use an accent

The weak forms of personal pronouns (pov, gov, Tov, TNG, ToV, TNV, TO, HAG, 0OG, TOUG,
Ta) should bear an accent when they might be confused with possessive pronouns.
When there is no such risk, they are unaccented. This issue is very common with the
pronoun «goG».



In the following example, if the accent is removed from «ooag», the word may be
mistaken for a possessive pronoun, which could change the meaning of the sentence.

English

These settings let you
add and remove profile
associations with your
printer

Greek example (+)

(+) AuTtéc ol

PLOUIoELG OAG ETLTPETIOVY
VO TIPOCOETETE KA VAl
KOTOPYELTE CUOXETIOELG
TIPOPIA YLt TOV EKTUTIWTNA
lofold

Greek example (-)

(-) AuTéc ot

pubpuioelg oag emITPETOUVV
VO TIPOCOETETE KA VOl
KOTOPYELTE CLUOXETIOELG
TIPOYIA YLt TOV EKTUTIWTNA
loold

Special notes

Hia kot pua

The indefinite pronoun «pa» never bears an accent. The numerical «pio» may or may
not bear an accent (similar to the numerical «600»). In Microsoft products, however, the
accented form «pia» is preferred for reasons of emphasis. An easy way to distinguish
the two is to refer to the English source. If the English source has the word «one», the
numerical «pio» should be used.

English

One page

Greek example (+)

(+) Mio osAida

Comment

The numerical «pio»
should be used.

Enter a valid value for
the specified property.

(+) Eloayayete pia eykupn TN
yla TNV 18oTNTA IOV
kaBoplotnke.

The indefinite pronoun
«uto» should be used.

0, Tl

Be careful when using the relative pronoun «6,tw», which has a decimal comma. To
distinguish the pronoun from the conjunction «6tw» (which doesn't have a decimal
comma), try to replace it with the word «otidrmote». If it can be replaced by the word
«oTIdNMoTE», then a comma should be used (6,Tu).




Greek example (+) ‘ Greek example (-)

(+) ‘O,tL (oTdNMOTE) KL OV CLUPEL, OTOV
Siloko oog Ba uTtapxEL Eva avTiypa@o
aoPoAeiag.

(-) ‘Ot KL av oupPei, otov dioko oag Ba
UTIAPXEL EVA QVTIYPOPO AOPOAELD.

(+) Elvaw mpopavég 0Tl otov dioko oag Ba | (-) Eivaw mpogavég 6,TL otov Sioko oag
UTTAPXEL EVA QVTIYPOPO AOPOAELDC. Bo uTIAPXEL EVa aVTIYyPaPO ATPOAELDC.

4.1.16 Punctuation
General

Punctuation is crucial to the quality of text translated into the Greek language.
Punctuation marks, especially the comma, are often misused, which can hinder the
readability of the translated text. Also, there are some typographic conventions for
punctuation that must be followed.

Apostrophe

We recommend that you avoid the apostrophe in software and documentation. Some of
the vowel modifications that are usually marked by an apostrophe (especially
«apaipeon» and «amokoTi») aren't necessary in written texts—aside from special cases.

Comma

The comma is the most commonly used punctuation mark in software and
documentation. Incorrect comma usage can make the text difficult to understand.
Remember that the comma isn't used the same way in Greek as it is in English.

English Greek example (+) Greek example (-)

Capture, organize, and
find your notes and
information in one
place.

(-) Kataypdwte, opyovwoTs,
KOl EVTOTLOTE TG ONMUELWOELG
KOl TLG TIANPOYOpLeG oo O€
éva onpeio.

(+) Kataypayte, opyavwoTe Kot
EVTOTIOTE TIG ONMUELWOELG KOL TLG
TIANPOPOPIEG 0OG O VA ONUELO.

A comma is used to separate:

a) Words or phrases of the same type or with the same function within the sentence. No
comma is used when these words are joined with the conjunctions «kaw» or «r».



Greek example (+)

(+) Me o Excel pmopeite va dnpiovpynoete SIoSIAOTATA YPAPHUATA THTAG, PABOSWV,
OTNAWV, ETILPAVELWV KAl SLOCTIOPAG.

(+) MTmopeite va avTlypAWETE, VA ETILKOAANCETE I VO XTIOKOWETE TNV ETUAEYHUEVN TIEPLOX ).

(+) Emidoyn opBoywviov THARATOG Yl HETAKIVNON, amokoTtr) i St1opBwoaon.

b) Descriptive words or phrases that can be omitted without affecting the meaning of
the primary clause.

Greek example (+)

(+) To Word, To Ttio Stodedopevo poypappa emeéepyaaiog KELUEVOU GTOV KOTUO, 0OG
TIOPEXEL TIOAAEG SuVATOTNTEG OTN SLaXElpLOn EYYPAPWV.

c) Subordinate clauses from the primary clause, especially when the subordinate clause
signifies cause (emeldn k.ATL), result (wote kKAL), hypothesis (edv kKAL), opposition (av
Kol K.ATL), time (0Tav K.ATL), and purpose (yla va k.AT), especially when the purpose
clause precedes the primary clause or is very long.

Greek example (+)

(+) Otav avoiete To £yypawo, pmopeite va StopOwaoete TO TPOPANUAL.

(+) Eav emuAé€eTe TO KOLPTL VTS, B EpPaviaTel To akdAouvBo tapdBupo StaAdyov.

(+) T va Seite av UTIAPXOLVV GAAEG KATEOTPOAUUEVEG TIEPLOXEG OE QUTOV TO OIOKO, EKTEAEDTE
EVOL OXOAQOTIKO EAEYXO TWPOAL.

(+) Opdon Bewpeltal ot UVEXOUEVN TELPA AEEEWV OE VL £YYPAPO, OV KAL OL AEEELG PTTOPEL
va StaxwpiovTtal HETOEY TOUG OO KEVOUG XAPAKTNPEG 1 amo onpeia oti&ng.

(+) To Word oxedldotnke ylo va oG Swaoel OAQ T TIAEOVEKTHATA TNG paydaia
€€eALOOOEVNG TEXVOAOYLOG, WOTE VO UTTOPEITE VO EPYACETTE UE VEEG KAl
QTIOTEAECUATIKOTEPEG PEOOSOUG.




Note: Often, when the subordinate clause follows the primary clause, a comma isn't
necessary. This is true especially with final clauses.

Greek example (+)

(+) AuTO TO TIPOYPAUHL Bt EAEYEEL TO CVOTNUA OO Yl Vo SLATOTWOEL av €xeTe Sikalwpa
VO XPNOLUOTIOINCETE UTHV TNV €8IKN €kdoan avaBabpionc.

d) Parenthetical clauses:

Greek example (+)

(+) To Word, omwg &€peTe, £xel TIOAAEG SuVATOTNTEG.

(+) To ypa@nua, 6w propeite va Seite, Sev elval APKETA EVKPLVEG.

(+) To Word, apov oeALSOTIOLNTEL TO £YYPAPO, TO EKTUTIWVEL.

e) Adverbial phrases, when they pertain to the whole sentence, when they are very long,
or when emphasis is needed.

Greek example (+)

(+) AvoTuxwg, XAoaTE.

A comma shouldn't be used to separate:

a) The subject, the object, or the predicate from the verb. Also, the adjectival, attributive,
and adverbial adjuncts from the term that they describe.

Greek example (+) Greek example (-)
(+) Mg to Microsoft Excel pmopeite va (-) Mg to Microsoft Excel pmopeite va
SNMUIOVPYELTE KAl VO ATTOBNKEVETE WG ONMLOVPYEITE KOl VO OTTOONKEVETE WG

OEVAPLA CUVOAQ SESOUEVWV TIOU TIOPAYOUV  OEVAPLA, CUVOAQ SESOUEVWV TIOU TIOPAYOUV
SLAPOPA ATIOTEAECPATAL. SLAPOPA ATIOTEAECUATAL.




Greek example (+) Greek example (-)

(+) ZTN ypoppun TUTWV ETAEETE TOUG (-) TN YPOUUN TUTIWVY, ETUAEETE TOUG
XOPOKTAPEG IOV BEAETE VA AVTLYPAPETE. XOPOKTAPEG IOV BEAETE VA AVTLYPAPETE.

b) Words or phrases that are joined by the conjunctions «kaw», «oUTe», «gite», and «r»,
with the adversative adverb «mapd» or the comparative conjunction «mapa».

Greek example (+) Greek example (-)

(+) Aev Ba pmopeite MAcov ouTe va avoifete  (-) Aev Ba umopeite A¢ov, oUTE va avoi&eTe
TO £YYPOPO OUTE VA TO TPOTIOTIOLNTETE. TO £YYPOPO, OUTE VA TO TPOTIOTIOLNTETE.

(+) Exete Tn Suvatotnta va avoifete To (-) Exete Tn SuvatdTnTa va avoifete To
EYYPOPO £(TE PE TNV EVTOAN Avolypa gite EYYPOAPO, £(TE PE TNV EVTOAN Avolyua, Eite
ETUAEYOVTOG TO KOUMTIL AVOLYHOt TTOV ETUAEYOVTOG TO KOUTIL AVOLypat IOV
BplokeTal otn Baolkr ypappr epyoieiwv. Bploketal otn Baoikr ypappun epyoreiwv.
(+) ©a ouvexioeTe TOV TIPOYPAUUATIONO (-) ©a ouvexioeTE TOV TIPOYPOAUUATIOUO
EPYOOLWV TIAPA TNV AVAOTOAN ToV %1; EPYOOLWY, TIAPA TNV AVAOTOAR Tov %1;

(+) Ta TPOYPAPPATA 0OG EKTEAOUVTAL TILO (-) Tot TPOYPAUUOTA 0OG EKTEAOVVTOL TILO
yPHyopa omo TOoTE. ypryopa, omod ToTE.

Note: Sometimes, a comma before «kaw» can improve the readability of the sentence.

Greek example (+)

(+) To mPOPANpa auTO AVVETAL, KOL PAALOTA [E TIOAD EUKOAO TPOTIO.

c) Relative subordinate clauses introduced by «mou» or «omoiog/o/o».



Greek example (+) Greek example (-)

(+) Aev pmopeite va Staxwplioete évav
PAKEAO, €&V BpiokeTal o aKEAO 0 oTolog
£XEL SIKO TOU GUYXPOVIOUEVO QVTLYpaPO.

(+) ETuAéETe TOV PAKEAO TTOU TIEPLEYEL TO
apxelo To omoio Ba emavaPEPETE.

(+) E&v €xete Ndn to Edgekal BéAete va
EYKATAOTAOETE TIPOCOETA OTOLXEIX TIOV

TIOPOAEWPATE,

(-) Agev pmopeite va Staxwploete évav
PAKeAO, €AV PBplokeTal o PAKENO, O OTIOL0G
€XEL SIKO TOU GUYXPOVIOUEVO QVTLYpaPO.

(-) EmAEETE TOV (PAKEAO TIOU TIEPLEXEL TO
apxelo, To omoio Ba emavaPEPETE.

(-) Eav €xete Nén to Edge kot BéAete va
EYKATAOTAOETE TIPOTOETA OTOLXELD, TTIOL
TIOPOAEIPATE,

The same applies for prepositional relative clauses:

Greek example (+) Greek example (-)

(+) NMAnktpoAoynote N mpocdlopiote Tn
Sladpopn mpog To €yypapo oTo OToio
BéAeTe va SnULovpynoeTe TN oVVSEDN.

((+) KaBoplopog Tou KAELSLOU UNTpwou amod

1o omoio Ba Eekvnoel n eEaywyn.

(+) O Mapamavw EKTUTIWTNG O&V

LTTOOTNPI(ETAL OTIO TO TIPOYPAUU
0d\yNoNc UE TO OTIOI0 £XEL OVOYETIOTEL

(-) NAnktpoAoynaote N poadlopiote Tn
Sladpopn Ttpog To €yypayo, To OToio
BéAeTe va SnULOVPYNOETE TN oVVSEDN.

(-) KaBoplopodg Tou KAEWSLOU pnTpwov, amod
To omoio Ba Eekivoel n e€aywyn.

(-) O mapamdvw EKTUTIWTAG dev
VTTOOTNPI(ETAL OO TO TIPOYPAUU
0odNnynong, L€ TO OTOLO £XEL OUOXETIOTEL

However, a comma is needed to separate relative clauses that function parenthetically
within the sentence (as «tapd&Bean» or «emegnynan»).

Greek example (+)

Greek example (-)

(+) AUt n CLVTOMELON APOPA TO aPXELO
TOpoU %1:\\\\%S.%2, To omolo Sev uTtApXEL
0€ QUTOV TOV UTIOAOYLOTH.

(-) AuTA n CLVTOMEVON APOPA TO aPXEiLo
TOpoU %1:\\\\%S.%2 10 omoio dev utapxeL
0€ QUTOV TOV UTIOAOYLOTH.




Greek example (+) Greek example (-)

(+) To Teams, TO OTIOIO AVTIKATECTNOE TO (-) To TeamsTo OTOIO AVTIKATEGTNOE TO
Skypeyla eTtiixeLprOELG, lval éva vEo €(60¢ Skypeyla eTiixeLprOELG elval va véo i60¢
TIPOYPAUUATOC CUVOUIALO, TIPOYPAUUATOG CUVOUALO,

d) Participial phrases, when they're short and function as adverbial adjuncts. They are
separated by a comma, however, when they are very long or function as subordinate
adverbial clauses.

Greek example (+) Greek example (-)

(+) ZekivwvTtog To Microsoft Excel (-) ZekivwvTog To Microsoft Excel,
gp@aviCeTal n akoAovbn 0Bovn. gupavideTal n akdAovbn 0Bovn.

(+) Mmopeite va avol&ete Eva veo eyypapo (-) MTtopeite va avoifete eva vEo Eyypago,
ETUAEYOVTOG TO KOUUTIL «Anpiovpyio» amd tn  EMAEYOVTOG TO KOUUTHL «Anpiovpyio» amod tn

Baotkn ypappun EpyoAEiwy. Baatkn Ypappn epyoieiwv.
(+) AvolyovTog To KUPLO £YypPago Kal T (-) AvolyovTog To KUPLO £yypapo Kal T
ouvSeSEPEVA UE AUTO SEVTEPEVOVTO ouvoedepEVa e AUTO SeVTEPELOVT
Eyypo@a (=edv avoiete...), £XETE N Eyypo@a (= avoieTe...) EXETE TN
SuvatotnTta va... duvatoTnTa VaL...

Colon

The colon is widely used in both software and documentation. Particular attention
should be paid to the capitalization of the letter that follows a colon. The colon is
usually used in one of two ways:

e To indicate that the text that follows is an explanation of the preceding phrase (often,
after a generic or vague wording)

e Tointroduce a list (for example, a list of actions)

In the first case, the word after the colon is lowercase.



English Greek example (+)

Monochrome printer: No Color (+) MovOxpwHOG EKTUTIWTNG: SEV EQPAPUOLETAL
Management n Alxxeipton Xpwudtwv

Basic management: Determines how (+) Baowkn Staxeiplon: kaBoplopog Tng

colors will appear in your screen and in EUPAVIONG TWV XPWUATWY 0TV 0806vn Kal Tov
your printer. EKTUTIWTN OO,

However, there are some exceptions to this rule, especially when you want to emphasize
the sentence that follows. This is common with phrases that are introduced by words
such as "Caution," "Note," or "Warning."

English Greek example (+)

Caution: Setup will delete any filesin  (+) Npoooxn: H Eykatdotaon Ba Staypadel Tuxov
this disk. uTIapxovVTa apxeia oe autov Tov Sioko.

Note: Some devices in your computer  (+) Znpeiwaon: OpLOPEVEG CUOKEVEG TOU UTIOAOYLOTH

may not appear in this list. Setup will  cag lowg dev mapovotdlovtat o€ autrv T Alota. H
locate and configure these devices at  Eykatdotaon Ba Bpet kot Ba puBpiosl auTeg TIg
a later stage. OUOKEVEG OPYOTEPQL.

WARNING: Any files on this disk will (+) MPOEIAOIMOIHZH: ‘Ooa apxeia utdpxoLV GTOV
be permanently deleted. Siloko Ba SlaypaPovv OpLOTIKA.

In the second case, the same rules apply that govern the use of capitalization in lists. See
the Capitalization section.

English Greek example (+)
To use Microsoft Office 2019 you (+) Mo va xpnotpomnowjoete 1o Office Professional
must have * A computer with 1.6 GHz 2019 mpémel va €xete * ‘Evav vmtoAoyloth pe
or faster processor, 2-core * At least ene€epyaotn 1.6 GHz | TaxVtepo, 2-mMpnvo * 4 GB
64 GB RAM RAM

The colon is also used as a list separator in software elements.
Example:

(+) H meploxn keAwv C1:D9



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 indicate a range between two
figures, to link parts of a compound word, and to connect the parts of some colloquial
expressions. There is no space between words and the hyphen. In this case, the
discretionary hyphen (Ctrl+Shift+Hyphen) must be used in order not to separate
compound words.

Example:

(+) Key-word, atya-oya
(+) atopa nAwkiog 25-45 stwv

En dash

The en dash is used as a minus sign, usually with spaces before and after. The en dash is
usually half the width of an em dash. It's produced by the key combination Alt+0150 or
by the key combination “Ctrl”+"-" (hyphen on the numerical keyboard).

Example:

(+)15-6=9
(+)-3°C

The en dash can also be used in number ranges, such as those specifying page numbers.
No spaces are used around the en dash in this case.

Example:
(+) 2-3 weeks
Em dash

The em dash is used frequently in English to set off an isolated element or introduce an
element that isn't essential to the meaning of the sentence. The em dash is produced by
the key combination Alt+0151. In Greek, most of the time, it can be replaced by a
period, comma, or parentheses. We recommend using the em dash only to set off an


http://en.wikipedia.org/wiki/Dash#Em_dash

isolated element or to introduce an item that isn't essential or relevant to the meaning
of the sentence.

Example:

(+) E&v mpoxwpnoete oe avadlopyavwaon —Oa Seite ota emOpeVA KEQAAQLX TTOCO
EUKOAO €lVal— PETAKIVWVTAG TLG ETIKEPOAAISEG UTIOPELTE VA aVaASLATAEETE CUVOALKA TO

EYYPaPO 00C,.

Note that there should be an empty space before the first em dash and after the second
em dash, but no spaces should be used between the dashes and the parenthetic clause.
That is, the dashes are used just like brackets, without spaces between them and the
phrase that they enclose.

Ellipsis (suspension points)

Use the keyboard shortcut Alt+Ctrl+. to insert the ellipsis (suspension points), rather
than three consecutive periods. They should be used to indicate the omission of words
or phrases, to show an interruption in speech, and to emphasize the text that follows it.

English Greek example (+)

Dialing...  (+) KAnon...

Closing... (+) KAgiowo...

Exclamation point

Use the exclamation point sparingly in software and documentation. When messages in
English use an exclamation point, it can often be replaced by a period in the Greek
version.

English Greek example (+)

Out of memory! (+) H pvApn dev emapkel.




An exception is made for product packaging, marketing text, and any text that contains
a special warning for the user. In these cases, the exclamation point may be used where
necessary.

Nonbreaking space

Even though the nonbreaking space (Ctrl+Shift+Space) isn't a true punctuation symbol
in the Greek language, it may be used to connect words that shouldn't be separated and
appear on different lines. Some examples are:

(+) The word «KepaAaio», «Mapdaptnuor, «Zxipo» and the accompanying number, e.g.
«KepbdAao50.»

(+) The numerical value of a quantity and the corresponding unit of measurement, e.g.
«25 gK.»

Period

In lists with bullets and numbering

If the phrases in a bulleted or numbered list form complete sentences, they must have a
period at the end.

Example:

(+) NeploodTepeg MANpoopieg umopeite va Ppeite ota akdAouBa KePAAaLaL:
2T0 KEQAAaLO 6 eme€nyeital aVOAUTIKA O TPOTIOG SNLOVPYIOG TUTIOTIONEVWV
ETULOTOAWV.

2TO KEQPAAQLO 7 TIEPLYPAYPETAL O TPOTIOG SNILOVPYILOG ETIKETWY OAANAoypa@iag.

If the phrases in a bulleted or numbered list complete the introductory sentence and/or
aren't complete sentences, they don't have a period at the end.

Example:

(+) ‘ExeTe TN SuvatodHTNTA Vo SLOAEEETE Lo Tt TLG €ENG ETILAOYEG:
Jtoixion oto 6g€16 eplBwpLo

YTolxlon 0TO apLOTEPO TIEPLBWPLO

MANnpn otoixion



In phrases included in lists (such as chapters, sections, products, and system
requirements) that don't form a complete sentence or complete the sequence of a
sentence, there is no period at the end.

Example:
(+) Avolypa evog amoBnkeupevou eyypagpou 57
Mo va avoiete éva amoBnkeupevo eyypoago 57

Mo va avoIEETE Eva £yypaPO TIOV EXETE AVOLEEL TIOAV TIpOoPaTa 58
Mo va avoli&ete TIOAAG €yypaga Toutoxpova 60

In text between quotation marks

If the text inside the quotation marks is located at the end of a sentence, the period is
placed inside the quotation marks. Otherwise, it's placed outside quotation marks.

Caution: The English source text may use a different convention for placing the period
with quotation marks.

English Greek example (+)

In this case, a message may appear  (+) LTnv TePIMTWON QT UTIOPEL VO EPPAVLIOTEL TO
"Not enough space on the disk." MAVUPO «AEV UTIAPXEL APKETOG XWPOG OTOV SIOKO.»

Click the OK button. (+) ETuAg€Te To kKoupti «OK.»

A period isn't placed in complete sentences enclosed in quotation marks when the
quoted text is located in the middle of a larger sentence.

English Greek example (+)
If the message "Not enough space on (+) E&v geppavioTel To pAvupa «Agv UTTAPXEL
the disk" appears, delete some OPKETOG XWPOG OTOV SIOKO», SLaypAPTE HEPIKA
redundant files. axpnota apxeia

In text between parentheses

When parentheses are used to add an independent sentence to text, the period is
placed inside the parentheses.



English Greek example (+)

It is possible that there is not (+) Elvaw iBavov va pnv €xeTe APKETO XWPO OTOV
enough space on your disk. (A Siloko. (MTopel va EpPaVIOTEL KOl TO OXETIKO
relevant warning may appear.) TIPOELSOTIOINTIKO PHAVUHAL)

When text between parentheses is at the end of a sentence, the period is placed outside
the parentheses.

English Greek example (+)

It is possible that there is not enough
space on your disk (although in that
case a relevant warning should
appear).

(+) Elvat iBavo va pnv €XETE APKETO XWPO GTOV
Sloko (av kat Ba mpeme 0TV MEPIMTWAON AVTH VA
EUPAVLIOTEL TO OXETIKO TIPOELSOTIONTLKO UVUHQ).

A period isn't used with a complete (or an incomplete) sentence inside parentheses
when it's located in the middle of a larger sentence.

English Greek example (+)

If there is not enough space on your disk  (+) E&v Sgv £xete apkeTd xwpo otov Sioko (Ba
(a relevant warning will appear), delete EULPAVLIOTEL TO OXETIKO TIPOELSOTIOINTIKO HAVUUDY),
some redundant files. SlaypaPTe pEPLKA dXpNOTa apxEia.

In headings and titles

Text in headings and titles never get a period.

In captions

A period is placed at the end of captions, unless the caption consists of a short,
descriptive phrase—for example, the caption of a tool.

In explanations

If explanations aren't complete sentences, they don't end with a period. If explanations
are complete sentences, they do end with a period.



Question mark

Obviously, the Latin question mark should be replaced by the Greek question mark. In
some cases, the Greek question mark is also used as a list separator of software
elements.

English Greek example (+)

Are you sure you want to delete | (+) Elote Befatol wg BeAeTe va Staypaete oauTto
this file? TO apxEio;

Quotation marks

In Greek, we usually apply chevron (« and »), but Latin quotation marks are used, too
("and"). For consistency in Microsoft products, use straight double quotation marks
("and"). Single quotation marks can also be used to set off quoted text that appears
within another quotation. They are also used in files where it isn't possible to use double
quotation marks (for example, in .inf files).

In Microsoft software, quotation marks are used in the following cases.

1) When referring to menu and dialog box elements (such as buttons, titles, and
options).

English Greek example (+)

Click Change Address to enter (+) K&vte KAk oto koupTti "AAayn StevBuvong', ylo va
your email address TIANKTPOAOYNOETE TNV NAEKTPOVIKH oag SlevBuvon

Click Update All on the File
menu to bring your files up-to-
date.

(+) Kavte KAk otnv emdoyn "Evnuépwon 6Awv" Tou
peVOU "Apxelo" yla va EVNEPWOETE TA OPXELD 0OG.

2) When referring to a wizard.

English Greek example (+)

Don't run the Hardware Installation (+) Not pnv ekteAeotel 0 «OdnNyog eyKaTAOTAONG
Wizard UALKOU»




English Greek example (+)

Welcome to the PC Card (PCMCIA) (+) KoAwg opioate otov «O8nyod yia kapteg PC
Wizard (PCMCIA).»

If the reference to the wizard name is in a title rather than a phrase, no quotation marks
are used. Also, when the full name of the wizard isn't mentioned, but the term is used
descriptively, the wizard name doesn't appear in quotation marks.

English Greek example (+) Comment
Rgglstratlon (+) ?,Snyoq dnAwaong Staliog) ik
Wizard TIpOLOVTOG
Welcome to the %s Reference to a wizard's full name

(+) Kohw¢ opiooarte otov

«O8NY6 SHAWONC TOU %s.» (note that the word

«0dnyog» changes case accordingly)

Registration
wizard.

This wizard helps (+) AuTtog 0 08NYyoGg odig Sivel

you register your TN SuvaTOTNTA Vo SNAWOETE Term "wizard" alone

copy of %s: TO avTlypa@o Twv %s:

Use the Identity (+) Xpnolpomotnote tov In this case, the full name of the
Migration Wizard «O8nyod HETEYKATAOTAONG wizard is "Identity Migration Wizard,"
to perform this TOTOTNTOG» YA VO EKTEAECETE SO this is included in quotation

task. Start the aUTAV TNV gvépyela. Ekkivnote  marks. In the second sentence, the
Migration Wizard Twpa Tov Odnyo wizard name is used descriptively, so
now. METEYKATAOTAONG. it isn't enclosed in quotation marks.

Note: For information about using a period in text between quotation marks, see the
"Period" section earlier on this page.

Parentheses

In Greek, there is no space between the parentheses and the text inside them.
Parentheses are used in matched pairs within text, to set apart or interject other text.
When the content of the parentheses is linked to the sentence, it should start with a
lowercase letter, and no period should appear at the end. When the content of the
parentheses relates to the whole paragraph, it should start with a capital letter and end
with a period, inside the parentheses.



English Greek example (+)

Welcome to the PC Card (PCMCIA) (+) KoAwg opioate otov «Odnyod yia kapteg PC
Wizard (PCMCIA)».

It is possible that there is not enough  (+) Eivat iBavov va punv €xete apkeTd XWpPo
space on your disk. (A relevant oTov Sioko. (MTIOpEL VO ELPAVIOTEL KOl TO OXETIKO
warning may appear.) TIPOELSOTIOINTIKO UVUHQL.)

It is possible that there is not enough
space on your disk (although in that
case a relevant warning should

appear).

(+) Elvaw iiBavd va pnv £XETE PKETO XWPO
otov Sloko (av Kal Ba ETpeTe oTNV TIEPITTITWON QUTH
VOl ELPAVIOTEL TO OXETIKO TIPOELSOTIOINTIKO PHVUUQY).

Semicolon

The semicolon symbol in Greek is a raised period (-) and can be inserted using the
keyboard shortcut Alt+0183. The semicolon is used to introduce a dependent clause or
to emphasize a paratactic structure or an apposition.

Example:
(+) Agv xpeldleTal var eTIAEECETE TA YELTOVIKA KEALX TO Excel Ta eTtiAgyeL povVo TOvL.

Important: The Greek semicolon isn't used in software for technical reasons. In
documentation, it's rare, but it can be used if necessary.

Space

In the Greek language, there shouldn't be a space between the punctuation symbol and
the preceding character. A space follows the punctuation symbol.

4.1.17 Sentence fragments

In English, writing in the Microsoft voice allows sentence fragments to help convey a
conversational tone. They are used when appropriate because they're short and to the
point.

Writing in the Microsoft voice in Greek also uses some specific sentence fragments. This
is a way to consistently represent similar phrases in the source text, while keeping the
sentences brief and aligned with the Microsoft voice.



en-US source text

el-GR long form

Do the following:

XpnooTmolnote Ta frpata
TIOU aKOAOLVOOVV:

el-GR sentence fragment

Kavte ta €€ng:

For more information,
visit <link>.

M TIEPLOCOTEPEC
TIANPOWYOpIeG, eTiokePOeiTe
N Sievbuvaon <link>.

M TIEPLOCOTEPEC
TIAnpowopieg, deite
To/Tn/To/TIC <link>.

Right-click the user
account, and then click
Properties.

Kavte 5£€16 KAk oTOV
Aoyoplaopo XpNnoTn Kal, atn
OUVEXELD, KAVTE KALK OTNV
emiAoyn «lSLoTNTEG».

Kavte g€l KAk oTOV
AOYopLaopO XPHoTn Kol
META ETIAEETE «IBLOTNTE.

There isn't enough
memory available to
perform this function.

Agv UTIAPXEL OPKETN
SloB€oiun wvAun ya tnv
EKTEAEON QUTNG TNG
AslToupylog.

H SwaBgoipun pvnpn dev
EMOPKEL YL TN AetToupyio

Enter date/time.

MANKTPOAOYNOTE
nUeEPopNVia R/kat wpa.

AwaoTe nuepounvio/wpa.

Do not show again.

N pnv EQYaVIOTEL UTO TO
mapaBupo Eava.

Na pnv epgavioTel ava.

4.1.18 Subjunctive

In the Greek language, the subjunctive mood indicates probability or objective
possibility. The action indicated by the verb will possibly happen, depending on certain
objective factors or circumstances. The subjunctive has a number of specific uses and is
often used in conditional statements or in purpose clauses.

The subjunctive mood is used in the following ways:

1- The Hortatory Subjunctive—exhorting someone to action: (+) Na @UyeLg!

2- The Prohibitive Subjunctive—the action is prohibited: (+) Na pnv mag

3- The Deliberative Subjunctive—the same as the rhetorical question in English: (+) Na

NToV VTOG 0 AOYO(




4.1.19 Symbols and nonbreaking spaces

The special characters that appear most often in Microsoft products are in the table
below.

US English name Greek name
Accent acute Otsia
- Accent circumflex Meplomwpevn
Accent grave Bapeia
& Ampersand Epmoptkd «kow»
<> Angle brackets FWVLIOKEG OyKUAEG
' Apostrophe ATtOOTPOYOG
* Asterisk Aoteplokog
@ At sign TupBoro @
\ Backslash AvaoTtpopn KABeTOG
{} Braces Ayklotpa
[1 Brackets AyKUAEQ
A Caret Kopé
«» Chevrons EAANVIKG ELl0OyWYIKA
Colon Avw KoL KATW TeAsla
, Comma Koppa
© Copyright symbol JUUPOAO TIVEVHATIKWY SIKOLWUATWV
. Dagger i;o:;f:i’):“:;i;]c (or 20pPBoAo




Symbol

US English name

Degree symbol

Greek name

TUpBoAo fabuwv

+ Division sign TVppolo daipeong (or da)
$ Dollar sign YupBoAo SoAapiov
* Double dagger ATAOG 0TOLPOG OTiENG
Ellipsis ATIOCLWTINTIKA
— Em dash MeydAn TtovAa (or kepaior)
- En dash MovAa
= Equal sign YUpBoAo ioov (or ZUUPoAO LoOTNTOK)
! Exclamation point OQUUAOTIKO
> Greater-than sign MeyoAvTEPO
5 g‘reater—than—or—equaI—to isvEnEee  oe
sign
- Hyphen EvwTiko
< Less-than sign Mikpotepo
< Less-than-or-equal-to sign | Mkpdtepo 1| ioo
- Minus sign TVupoAro aaipeang (or TANV)
x Multiplication sign TUpPoAo TIOAAOTIAQGLOGHOU (Or £Tti)
# Number sign ApBunTtikd oVpBoAo
1 Paragraph mark TUupoAo mapaypapou
() Parentheses MapevBioelg

%

Percent sign

JUPOAO TOOOOTOU

Period

TeAslo




Symbol US English name Greek name

| Pipe symbol YUupoAo Soxeteuong

+ Plus sign YUpuPoAo mpdaobeang (or cuv)

+ Plus-or-minus sign ZupBoAo ouv-TiAnv

? Question mark AyYALKO EPWTNHATIKO
Quotation marks (double) AAG ELOQY WY KA

t Quotation marks (single) Movd eloaywyik&

® S;riiired trademark YUUPOAO ONUOTOG KATATEDEVTOG

§ Section mark YUpBoAo evoTtnTag

; Semicolon Epwtnuotiko

/ Slash KaBetocg

Straight quotation marks
(double)

ATIAG ELOYWYLIKA

Tilde

Meplomwpevn

™

Trademark symbol

JUUPOAO EUTIOPLKOV OHUATOG

Underscore symbol

JUpPOAO UTIOYPAUULONG

Regarding nonbreaking spaces, there's no special instruction in Greek grammar.

Ampersand (&)

For the ampersand symbol - always translate “&" as “and” when it refers to running text. Do not

keep "&" in the target, unless it is part of a tag, placeholder, shortcut or other type of code.




4.1.20 Verbs

Greek verb morphology is structured around a basic 2-by-2 contrast of two aspects,
namely imperfective and perfective, and two tenses, namely past and nonpast (or
present).

The aspects are expressed by two separate verb stems, whereas the tenses are marked
mainly by different sets of endings. Of the four possible combinations, only three can be
used in the indicative function: the present (that is, the imperfective nonpast), the
imperfect (that is, the imperfective past), and the aorist (that is, the perfective past). All
four combinations can be used in the subjunctive function, where they're typically
preceded by the particle «vo» or by one of a set of subordinating conjunctions. There
are also two imperatives, one for each aspect.

In English, continuous operations are usually expressed with a gerund, which can be
translated into Greek with a present participle, a noun, or a verb.

English Greek example (+)

A dialog box will appear, asking where | (+) Oa eppaviotel eva tapaBupo SloAoyov,
to save the file. TO OTIol0 Ba 0O PWTA TIOV TIPETIEL VA
amoBnkevtel To apxeio.

Be careful to choose the correct type when translating a verb. The example below shows
a paragraph written in two different ways. Always check to see which of the two is

appropriate in your context.

Greek example (+) Comment

(+) Eykataotnote auto To Aoylopiko | Continuous tenses are used, implying an
o€ uTtoAoyLoTeg e Windowsyla va action that's ongoing or habitual.
ETUTPETETE OTOUG OLOXELPLOTEG VO
oAA&{OoUV TIG EYYPOAPEG TOV UNTPWOL
0€ UTIOAOYLOTEG HECW TOU SLKTVOV.

(+) Eykotaotiote outo To Aoylopikd | Noncontinuous tenses are used, implying an
o€ utoAoyloTeg pe Windowsyla va action that occurs once or isn't habitual.
ETUTPEYPETE OTOUC SLAXELPLOTEG VAL



http://en.wikipedia.org/wiki/Grammatical_aspect
http://en.wikipedia.org/wiki/Imperfective
http://en.wikipedia.org/wiki/Perfective
http://en.wikipedia.org/wiki/Grammatical_tense
http://en.wikipedia.org/wiki/Indicative
http://en.wikipedia.org/wiki/Subjunctive
http://en.wikipedia.org/wiki/Imperative_mood

Greek example (+) Comment

AAGEOUV TIG EYYPOPEG TOV UNTPWOU
O€ UTIOAOYLOTEG HECW TOU SIKTVOV.

Ewoayete, e&ayete, mpoPaAAete

Pay attention to verbs like «g§ayw», «eloayw», and «tpoaAAw». Their spelling is

confusing.

The general guideline is as follows:

e When the action is to be performed once, the form to use is: eloayayete, e§ayayete,
TIPORAAETE, etc.

e When the action is a repetitive one or an action that has to be performed every time, the
form to use is: elodyete, e§dyete, TPORAAETE, etc.

The correspondence is as follows:

Transitory form Continuous form

egaydyw eEayw
TPpoRoAw TIPOLAANW
gloaydyw ELoAyw

Some tips to distinguish the two spellings:

a) Imperative phrases usually employ the transitory form (simple past imperative)

English Greek example (+)
Import the log into the Microsoft Eloayayete To apxeio kataypapng oto
Office Excel template mpoéTUTIO TOoV Microsoft Office Excel.

b) Try some other verbs in the phrase to see which form to choose.



English Greek example (+)

Insert a title for your home page. (+) Eloaydyete évav TITAO yla TNV KEVTPLKN
oG oeAida (MANKTPOAOYNOTE Evav TITAO Yl
TNV KEVTPLKN ooG oeAida) (Katayxwpnote
EVaV TITAO ylO TNV KEVTPLKI 00 OEASQ)

c) If you're unable to determine what the appropriate verb form is, try using a

workaround such as an equivalent descriptive phrase or noun.

English Greek example (+)
You are exporting a .pst file from lvetou e€aywyr) evog apxeiov .pst amod to
Microsoft Office Outlook. Microsoft Office Outlook.

d) When these verbs are found in status bar messages or as third-person tooltips, use

the continuous form.

English Greek example (+)
Finds and displays information on Bpiokel ko TipoBAAAEL TANPOPOPIEC Yo
websites on the internet. TomoBeoieg web oto Internet.

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 Greek, using idiomatic syntax and terminology, while it maintains
a high level of terminological consistency, so as to guarantee the maximum

user experience and usability for our customers.



5.1 Accessibility

Accessibility options and programs 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 Greek-
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/.

5.2 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). Before translating any application,
product, or feature name, verify that it is in fact translatable and not protected in any
way.

Because errors in the translation of product names and software elements are a high
priority, if you have any doubts, refer to Microsoft Language Portal.

Product and program names

Product names that are Microsoft trademarks remain unlocalized. Usually, such product
names contain "Microsoft" in the name.

English Greek example (+)

Open Microsoft Excel (+) Avolypa tou Microsoft Excel

Start Microsoft Access (+) Evapén tng Microsoft Access

Program names contained in Windows and Office are usually translated, unless they're
trademarked.


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

English Greek example (+)

File Explorer (+) E€epevvnon apxeiwv

About Notepad (+) NMANnpo@OpPLEC yLa TO INUELWHATAPLO
Calendar (+) HuepoAoylo

Microsoft Defender (+) Microsoft Defender

BitLocker Drive Encryption (+) Kpumttoypdgnon povadwv Siokou BitLocker

Version names usually also remain unlocalized, with the exception of Microsoft Office
"Home and Student" and "Home and Business" editions, which are translated as
«Ekdoon yla olklakn xprAon Kot padntég» and «EKS0a0N YL OKLOKH XProN KAl ULKPEG
ETILXELPNOELG», respectively.

English Greek example (+)

Office OneNote 2021 (+) Office OneNote 2021
Office 365 ProPlus (+) Office 365 ProPlus
Microsoft Home & Business 2021 (+) Microsoft 2021 Ekdoon yla olklokn

XPNON KOL UKPEG ETILXELPNTELG

Microsoft Office Home & Student 2021 (+) Microsoft Office 2021 Ek&oan yLa OLKLOKN
XPNon Kat podnteqg

Windows 10 Home (+) Windows 10 Home

In some cases, the product name includes a general term (such as "server"), which may
lead to confusion about what part of the name is localized and when. See the following
example for instances where the product name (for example, Exchange Server) needs to
be distinguished from the server that runs the application (for example, Microsoft
Exchange Server).



English ‘ Greek example (+)

An error occurred while connecting to | (+) Napouoldotnke GEAAPX KATA TN

the Microsoft Exchange Server. ovvdeon pe To SlakoploTr Tou Microsoft
Exchange.

Exchange Server Edition (+) Exdoon yiwa tov Exchange Server

Your Microsoft Exchange Server is (+) O dwakoplotng Touv Microsoft Exchange

unavailable. Sev gival SlaBgatpoc.

Microsoft Exchange Server offline address | (+) BiAlo SteuBuvoewv xwpig ouvdeon Tou
book: Microsoft Exchange Server:

An error occurred while connecting to | (+) MNapouolaoTnke GEAAPD KATA TN
the Microsoft Exchange Server. ovvdean pe To Slakoulotr Tov Microsoft
Exchange.

Product name gender

The gender of the product name should be specified by Microsoft Hellas in
collaboration with the terminologist assigned by Microsoft. In general, apply the rules
mentioned in the Acronyms section, in the "Unlocalized acronyms" paragraph.

Here are some general guidelines that may help you decide the gender of the names of
products, applications, and features:

e Server applications are usually rendered using the masculine gender.

e Programming languages are usually rendered using the feminine gender.

e Games are generally rendered using the neuter gender.

e Names ending in -er such as "Manager"” or "Publisher" are usually rendered using the
masculine gender.

"Access" is rendered using the feminine gender.

However, note that the above guidelines are strict or exhaustive. Exceptions can occur,
depending on usage, context, or marketing preferences.

Examples:

(+) To Edge
(+) O Exchange Server
(+) To Exchange



(+) To Outlook
(+) To Word

(+) To PowerPoint
(+) H Access

(+) To Office

(+) Taa Windows
(+) O Publisher
(+) O Team Manager
(+) H Visual C++
(+) To Project

(+) To Minecraft

Names of product elements and features

As a rule, the names of product features and product elements are localized into Greek.
If a feature or an element has an acronym, too, the acronym remains in English.
However, the acronym'’s spelled-out form is localized in Greek.

English ‘ Greek example (+)

Information Access Service (IAS) (+) Yninpeoia mpoofacng TANpo@opLwv
(IAS)

Quarantine Enforcement Server (QES) (+) Alokoplotng emiBoAng kapavtivag (QES)

System Health Agent (SHA) (+) Mapayovtog evpuBuNg Asttovpyiog
ovotnpatog (SHA)

Version numbers

Version numbers always contain a period (for example, Version 4.2). Version numbers
are usually also a part of version strings, but technically they aren't the same.

Translation of version strings

The names of products, features, and components are often located in the so-
called "version strings” as they appear in the software.

Version strings that contain copyright information should always be translated.

Example:



English Greek target

© 2022 Microsoft Refer to Microsoft Language Portal to check the
Corporation. All rights correct translations for "All rights reserved" and "Microsoft
reserved. Corporation."

5.3 Trademarks

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

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

5.4 Software considerations
This section 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.

e 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.

5.4.1 Arrow keys

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

Arrow keys are localized as follows in Greek:


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

English ‘ Greek

Up arrow (+) Emavw Berog
Down arrow (+) K&tw Berog
Left arrow (+) Aplotepo Berog
Right arrow (+) Ae€10 Bérog

5.4.2 Error messages

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

Greek style in error messages

It's important to use consistent terminology and language style in the localized error
messages. Don't just translate them as they appear in the US English product.

Exclamation points aren't used after error messages in Greek.

English Greek example (+) Greek example (-)

An Error Has Occurred! (+) Mapovotdotnke oPoApa. | (-) Mapovoldotnke oOAOAA!

The word "please” isn't rendered in the Greek translation.

English Greek example (+) Greek example (-)
Please enter a currency. (+) MANKTPOAOYNOTE L (-) NopakoAw
VOULOMOTLKY HovadaL. TIANKTPOAOYNOTE UL

VOULOUOTIKA povada.

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.



Examples:

English

Cannot ...

Could not ...

Failed to ...
Failure of ...

Cannot find ...
Could not find

Unable to find

Unable to
locate ...

Not enough
memory
Insufficient
memory
There is not
enough
memory
There is not
enough
memory
available

... iIs not
available
... Is unavailable

Translation

Aev gival
duvatog/-n/-to
Agv ATav
duvatog/-n/-to

... OTTETUXE.
Amotuyxia ...

Aev givat Suvatn
n gvpeon ...

Aev ntav duvatn
n gvpeon ...

Aev givat Suvatn
n gvpean...

Aev givat Suvatog
O EVTOTILONOG ...

H pvnun dev
ETIOPKEL
AVETIOPKG MVARN
H pvnun dev
ETIOPKEL

Agv uTtApXEL
OPKETH SlaBgatun
VN

... 8ev glvau
SloBgapo

... 8gv glvau
SlaBotpog

Example

Aev givat duvatn n
METQYAWTTLON TOV £PYOV.
Agv Atav Suvato To Avolyua
TOU apxElov TG opadag
gpyooiag.

H owotn petakivnon tov
apxelov [2] ameTuye
Amotuyia kaptag SIM

Aev gival Suvatn n vpeon
apxeiov

Asv nTav Suvatn n evpeon
NG AVAPOPA.

Aev gival Suvatn n vpeon
GAAWV TIVAKWV.

Aev gival Suvatog o
EVTOTILOPOG TOU ETIOUEVOU
apxelov og pa akoAouvbia
apxEiwv.

H pvnun dev emopket
AVETIOPKIG HVARN

H pvnun dev emopket
Agv UTIAPXEL APKETN

SlaBeoin PN yx T
POPTWON TOL apxEiov.

To apxeio dev gival
SBeoipo

O MPOoOPLONOG VTAG TNG
ouvdeong dev sival
SlaBeoipog

Comment

Verb in present tense.
Verb in past tense.

Term «amétuxe» can
be placed at either

the beginning or the
end of the sentence.

Verb in present tense.
Verb in present tense.
Verb in past tense.

Verb in present tense.

Same translation for
both instances.




Error messages containing placeholders

In Greek error messages, several problems arise from embedding or concatenating
strings of different inflection or gender within the messages. When you're localizing
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>
%c means <letter>
%s means <string>

Examples of error messages containing placeholders:

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

Be extra careful when translating phrases that contain placeholders. The syntax must
accept the nominative form of the placeholder. Word order is usually reversed. Gender-
neutral expressions must be used as much as possible, or the placeholder can be
preceded by a descriptive term to avoid gender issues.

English Greek example (+)

(lidspnOutlook_NV) cannot verify (+) To (lidspnOutlook_NV) &gv givau
that %1 sent this message. duvatod va emoAnBevoel OTL To %1
QTECTENE UTO TO PNVUUAL

%1%2 message. (+) MAvupa %1%2.
Change the password for %s (+) AAGETE TOV KWSLKO TTPOORaong yla
TO %s.
5.4.3 Keys

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

Key names aren't localized, except for the following:



e Space (MAAKTPO SLAOTANATOC)
e Up arrow (emavw BEAog)

e Down arrow (k&tw BEAog)

e Left arrow (aplotepo BEA0Q)

e Right arrow (6€€16 B€Aoq)

In localized key names, only the first character is capitalized.

Key names

English key name Greek key name

Alt Alt
Backspace Backspace
Break Break

Caps lock Caps Lock
Ctrl Control
Delete Delete
Down arrow Kétw BeAog
End End

Enter Enter

Esc Esc

Home Home
Insert Insert

Left arrow AploTtepO BEAOG
Num lock Num Lock
Page down Page Down
Page up Page Up




English key name Greek key name

Pause Pause

Right arrow Ag€16 BENOG

Scroll lock Scroll Lock

Shift Shift

Spacebar MANKTPO SLACTANATOG
Tab Tab

Up arrow Ertavw BéAog

Windows key MNAAKTpo Twv Windows
Print screen print screen

Menu key MANKTPO HEVOY

5.4.4 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  Anpiovpyia

Cancel Akvupo

Options EmAoyég

Keyboard shortcuts special Usage: Is it allowed?

options
"Slim characters," such as |, | Yes The Greek character "t" can be
[, t, r, and f, can be used as used as a keyboard shortcut,

a keyboard shortcut but it should be selected only




Keyboard shortcuts special

Usage: Is it allowed?

options

when no other full-width
characters are available.

Characters with Yes There are several characters

downstrokes, such as g, j, v, with downstrokes in the Greek

p, and g can be used as alphabet (B, vy, {n, & p. o,

keyboard shortcuts X, ¥) and they can be used as
keyboard shortcuts. However,
they should be selected only
when no other characters
without downstrokes exist.

Extended characters can be Yes All Greek characters are

used as keyboard shortcuts extended characters and
therefore they can be used as
keyboard shortcuts. However,
accented characters (k€N i o
VWV TV) can't be used as
keyboard shortcuts—for
example, MNiow. In general,
characters that require two
key strokes (in the example ; +
1) shouldn't be used as
keyboard shortcuts.

An additional letter, Yes Only in exceptional cases.

appearing between

brackets after the item

name, can be used as a

keyboard shortcut

A number, appearing Yes Only in exceptional cases.

between brackets after the

item name, can be used as

a keyboard shortcut

A punctuation sign, Yes Only in exceptional cases.

appearing between




Keyboard shortcuts special Usage: Is it allowed?

options

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

Duplicate Yes Only in exceptional cases. See
keyboard shortcuts are section below.

allowed when no other
character is available

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

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

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

Insert Design Layout

(™ it Segoe Ul “12 «~ A A Aa- P
Paste = 3 N = == | =
. ¥ Format Painter 8 I U -akx x A g A Bl = = = | =

Clipboard ™ Font e Paragraph




shortc
ut key

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

Example: Ctrl+N, Ctrl+V

In keyboard shortcuts, most shortcut keys are used with the Ctrl key.

Ctrl+letter combinations and function keys (F1 through F12) are usually the best
choices for shortcut keys.

Additional notes

Keyboard shortcut policy for the Greek language

Keyboard shortcuts should be selected using the following order of priority.

1.

o

No v hAcw

Use the first character in the string (such as command, menu, or label)—for example,
&Apxeio

In a string containing more than one word, use the first character of one of the other
words—for example, Emopevn &oeAida

Use a "wide," nonhanging character such as '’ or ‘w'—for example, Eloay&wyn

Use a full-length, nonhanging character such as 'k’ or ‘t'—for example, Avti&8keipevo

Use a "slim," nonhanging character such as ''—for example, MA&y8ua
The last choice is a hanging character such as ‘p’ or "x'—for example, Ap&xn

Exceptionally, an additional letter, number, or special character, appearing between
brackets after the item name, can be used—for example, ‘Next (&>)’, "Oxt (&n)’, "Etthoyn
&3)

If all other solutions fail, there are two options:

Allow a duplicate keyboard shortcut when no other character is available.
No keyboard shortcut is assigned when no more characters are available (minor options
only).

However, note that the last two options (mentioned in point 8) are product team
engineering decisions.

545

Numeric keypad

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




5.4.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform

defined functions in a software 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, but shortcut keys can be used even when they
aren't accessible on-screen.

Standard shortcut keys

US command

US English

shortcut key

Greek command

Greek shortcut

key

General Windows shortcut keys

active child
window

Buyatplko apabupo

Help window F1 MapaBupo BonBelag F1
Context-sensitive | ¢\ iy SXETIKN BORBELL Shift+F1
Help
a‘:f::fy pop-tp Shift+F10 Eppavion avaduopgvou pevou Shift+F10
Cancel Esc Akupo Esc
Activate/deactivate F10 Evepyomoinaon\Amnevepyomoinon i
menu bar mode AgLTOVPYIOG YPOAUUNG PEVOL
Switch to the next EVOAAGYI GTNY ETTOUEY
primary Alt+Tab , yh ot , HEVN Alt+Tab
application KUPLOL EQapHOYN
Display next Alt+Esc Eppdavion emopevou mapaBupou Alt+Esc
Y M n M p P
Display pop-up . , .
E
menu for the Alt+Spacebar hpavion OEVO(SUOHEVOU HEVOL Alt+Spacebar
. ylx To TtapaBupo
window
IEREY pepp Epgpavion avaduopevou pevou
menu for the .
Alt+- ylot TO EVEPYO Alt+ -




Display property

Eppavion @uAov 8lotATwv

sheet for current Alt+Enter ) i Alt+Enter
<election yla TNV TPEXOVO ETILAOYN
CIESB EEIYE KAgiowo apaBupou evepyn
application Alt+F4 K , paEup PSS Alt+F4
window EPapHoyns
Switch to next , , ,
window within EvaAAayr) oto emopevo apdBupo
(modeless- Alt+F6 EVIOG TNS scpapkloyncl(cmpﬁam HE Alt+F6
compliant MN OTIOKAELOTIKA TIapdBupa

pha SloAoyov)
application

Capture active
window image to
the clipboard

Alt+Prnt Scrn

Kataypapn elkovag evepyou
mapaBVpou oto Mpdxepo

Alt+Prnt Scrn

Capture desktop

Kataypa@n elkovag eTLPAVELOG

image to the Prnt Scrn covaoiac 616 ModYEloo Prnt Scrn
clipboard PY . ROXSR

Access start Cirl+Esc MpooPaocn loro KOUHm Evapéng Ctrl+Esc
button in taskbar OTN YPOM EPYOOLWV

D!splay next child Ctrl+F6 Epgpavion slnopsvoul Ctrl+F6
window Buyatpikov Tapabupou

Display next Ctrl+Tab Eppdavion emopevou moapaBupou Ctrl+Tab

tabbed pane

0€ KAPTEAD

Launch Task
Manager and

Ctrl+Shift+Esc

Ekkivnon Awaxeiplong epyaoiwv

Ctrl+Shift+Esc

system KOl TIPOETOLHOTIO CUOTAUATOG
initialization

File menu
File New Ctrl+N Apxeio Anpovpyia Ctrl+N
File Open Ctrl+O Apxeio Avorypa Ctrl+O
File Close Ctrl+F4 Apxeio KAeiowo Ctrl+W
File Save Ctrl+S Apxeio ATtoBrikeuon Ctrl+S




File Save as F12 Apxeio AmtoBrkeuon wg F12
File Print Preview Ctrl+F2 Apxelo Mpoemiokodmnon ektumwong | Ctrl+F2
File Print Ctrl+P Apxelo Ektmwon Ctrl+P
File Exit Alt+F4 Apxeio EEodog Alt+F4

Edit menu
Edit Undo Ctrl+Z Ene€epyaoia Avaipson Ctrl+Z
Edit Repeat Ctrl+Y Ene€epyaoia EmavaAnyn Ctrl+Y
Edit Cut Ctrl+X Ene€epyaoio Amokomn Ctrl+X
Edit Copy Ctrl+C Ene€epyaoia Avtiypagn Ctrl+C
Edit Paste Ctrl+V Ene€epyaoio EmikdAAnon Ctrl+V
Edit Delete Ctrl+Backspace | Eme&epyaoia Alaxypapn Ctrl+Backspace
Edit Select All Ctrl+A Ene€epyaoia Emdoyn oAwv Ctrl+A
Edit Find Ctrl+F Ene€epyaoia EOpeon Ctrl+F
Edit Replace Ctrl+H Ene€epyaoio Avtikataotoon Ctrl+H
Edit Go To Ctrl+G Ene€epyaoio Metdpaon Ctrl+B

Help menu
Help F1 BonBsia F1

Font format
Italic Ctrl+1 NAGylx ypapn Ctrl+1
Bold Ctrl+B ‘Evtovn ypaen Ctrl+B
E:chi:rrllii::d/word Ctrl+U Ynoypappon\Yrnoypappon Ae€ng | Ctrl+U
Large caps Ctrl+Shift+A ‘OAa keoAaia Ctrl+Shift+A
Small caps Ctrl+Shift+K Mikp& ke@oAaia Ctrl+Shift+K




Paragraph format
Centered Ctrl+E 2TO KEVTPO Ctrl+E
Left aligned Ctrl+L Aplotepa Ctrl+L
Right aligned Ctrl+R AL Ctrl+R
Justified Ctrl+) MARPENC Ctrl+)

5.5 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 lItsvisuals 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.

5.5.1 English pronunciation

Generally speaking, English terms and product names that are left unlocalized in the
target material should be pronounced as English words. For example, "Microsoft"
would be pronounced as "Mdikpoco@pt.”

Numbers are pronounced as Greek words. For example, Microsoft Windows Server 2003
is pronounced as "pA&lkpocoPT yovivtooul oepPep S0 xALadeg Tpia.”

Example Phonetics Comment

[si'’kjuar ai

SecurlD di]

OEKIOVUP AL VTL




VTOT VET

NET [dot net]
Exception: Don't pronounce teAsia veT, because it's a product
name. In other cases, "." should be pronounce as "teAeia."
Product names are always pronounced the way they're pronounced
Skype [skaip] LD P yReyTep

in the source language.

Acronyms and abbreviations

Acronyms are pronounced like real words, when the combination of consonants and
vowels in the acronym makes that possible. They should be pronounced as they are

read.

Example Pronunciation

RADIUS PAVTIOUC
RAS pog

ISA o

LAN Aav
WAN youav
WAP YOUam
MAPI ML
POP TIOTL

Other abbreviations are pronounced letter by letter. They should be pronounced as
acronyms, like they are in English.

Example Pronunciation Comment
ICMP &L Ol QL TTL
URL yloU ap €A



https://grststyleguideprod.blob.core.windows.net/document/Skype_el-GR.wma

The slash character (/) isn't

TCP/IP TLOLTIL &L TTL pronounced in this particular
term, just like in English.

HTTP £1TC TL TLTTL

Rgc.exe op KLOU Ol TeAeio &€ Puncwati(.)n should be
rendered in Greek.

XML €€ e €A

HTML ELTG TLEW €A

SQL £C KLOU €A

ICMP &L OL €Y TTL

OWA OO0V VTAUTIAYLOU €L

[1S AL AL ¢

URL ylou op €A

URLs

The "http://" should be left out. The rest of the URL should be read aloud.

Example Pronunciation

VTOUTIAYLOU VTATIAYLOU VTAUTIAYLOU TEAELQ

http://www.microsoft.com , ,
MAKPOCOPT TEAEL KOM

Punctuation marks

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

The em dash (—) is used to emphasize an isolated element or to introduce an element
that isn't essential to the meaning of the sentence. It should be pronounced as a
comma, that is, as a short pause.



When punctuation marks are part of a technical term or phrase—such as an address,
command, or distinguished name—the punctuation marks should be pronounced as
they are in Greek.

Special characters

Pronounce special characters such as /\ ¢ < > + - using the Greek translations
approved in Microsoft Language Portal. For example, > should be pronounced
"HeyoAUTEPO TOV."

5.5.2 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.

Accent

A person with a neutral accent should be used to record the voice-over. A neutral accent
is one that can't be associated with a specific region, city, origin, or background. If in the
future a product addresses a particular Greek-speaking country (such as Cyprus) or
region, you might consider using someone who has that native accent.

Greek pronunciation

Greek words should be pronounced following the standard pronunciation rules for the
language.

If you're unsure about Greek pronunciation, check any Greek mainstream dictionary for
phonetics.

5.5.3 Video voice checklist

Topic and script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

O O O O

Title



e Includes the intent
e Includes keywords for search

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

o Keep something happening, both visually and audibly, but ...

e ... maintain an appropriate pace.

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

Ending

L Recaps are unnecessary



