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1 welcome

B" Microsoft

® 0 Microsoft
‘ Localization
—

Style Guide

Hebrew

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

1.1 Reference material

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

Normative references


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

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

1. https://hebrew-academy.orq.il/
2. https://www.morfix.co.il/en/
3. https://www.ravmilim.co.il/naerr_en.asp

Informative references

This source may provide supplementary and background information.

1. http://he.wikipedia.org/wiki

2 Microsoft voice

Microsoft's brand personality comes through in our voice and tone—what we say and
how we say it. The voice used across Microsoft products, services, and experiences
hinges on crisp simplicity.

Three principles form the foundation of our voice:

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

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

e Ready to lend a hand: We show customers we're on their side. We anticipate their real
needs and offer great information at just the right time.

The Microsoft voice targets a broad set of users from technology professionals and
enthusiasts to casual computer users. Although content might be different for
different audiences, the principles of the Microsoft voice are the same. However, the
Microsoft voice also requires us to keep the audience in mind. Choose the right words
for the audience: use technical terms for technical audiences, but for consumers use
common words and phrases instead.

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


https://hebrew-academy.org.il/
https://www.morfix.co.il/en/
https://www.ravmilim.co.il/naerr_en.asp
http://he.wikipedia.org/wiki

2.1 Choices that reflect Microsoft voice

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

The general style should be clear, friendly, and concise. Use language that resembles
everyday conversation, rather than the formal, technical language that's often used in
technical and commercial content.

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

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

2.1.1 Flexibility

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

Now's the time to build apps that'll launch your | IN'2'W NI'NP'IDNN NN NNDY 11D [NTN VAN
business worldwide. .021yN 2N dn NINIPY 33

NIDD2NN N Windows NN WTNN 1IRY¥NN

It's Windows reimagined and reinvented from a ]
Windows 11 5w nia'nxni nNnnn Sy

solid core of Windows 11 speed and reliability

2.1.2 Word choice

Terminology



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

Short word forms and everyday words

Writing US English text in the Microsoft voice means using 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 easy to read quickly. Precise,
well-chosen words aid clarity, but it's important to use everyday words that customers
are familiar with.

In Hebrew text, the Microsoft voice can be conveyed through the use of the shortened
form of words and everyday words. However, many short forms of English words aren't
applicable to Hebrew. For example, app and application are translated the same way in
Hebrew, and the translation can't be shortened. (Also, in the context of mobile apps, the
translation of app is usually N'¥P'I9K, which is longer than the translation for
application in other contexts, DIW". The words information and info are also translated
the same way. Be sure to use approved terminology. Don't use translations that are
different from those that are already established and approved.

en-US

source Hebrew word Hebrew word usage
term

For general reference to any drive type (such as hard drive,
Drive [21D | US flash drive, or external hard drive). Refer to a specific
drive type if necessary.

Use "awnn" for "PC" unless the use of ""'w'Nawnnor "PC" is

P a2wnn .. :
¢ necessary to distinguish the PC from other computers.
A'WNI ,52pH : i
Get ' _rl_“'_].) Use 1IN when referring to free applications and updates.
I

2.1.3 Words and phrases to avoid

The Microsoft voice avoids an unnecessarily formal tone. Here are some word choices
that reflect the Microsoft voice in Hebrew:


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

en-US source Hebrew word to avoid ‘ Hebrew word/phrase

Use wIN'Y NIYWYH wnNNWNo
And also [21,D2 10D DAl
Can NINWON ! plbl
Additionally |2 1nD noI2
Now nyd 'OV
Access N YN¥2Y ,Nwa Daph nwal
Customize N'YIN NNDNNN Y¥29 N'YIN D'NNNYD
Mobile device M |PNN T V'WON
More about... LDITINTIY LNITIR 90N VTN

2.1.4 Word-to-word translation

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

Correct Hebrew

English text . Incorrect Hebrew translation
translation

Make it great with Office on Office DY NIWTN NIYID! Office DY 1TN12 NT NN 19N

your phone, PC, or browser. 979712 IN 2WNN2 ,|19502 DTOT2 IN 2WNN2,|19502

Windows 11 Nty2 | ININWON2,Windows 11 Nty2

NN VTANY TNINWDND, 92 79w 2wNNN NN AN
NIMY N2 19w 2wnnn |NT

With Windows 11, you can set
up your PC in no time




More to Explore

N0 YT'N

nivas Ty

Bring all your contacts

and social networks together
in your inbox and access them
from your phone.

AWPN 'WIN DD NN TN TN
79w NIMN2Nn NIl
WAl D121 INITN N2'N2
190NN DN

AWPN 'WIR 9D NN TN DN
79w NI'MN2NN NINANI
WAl 19w DIDIN INITN N2'N2
oW 1950N0N DNON

Apps, front and center

1DIN2 NI'YP'IDNRN

NI NN, NINP'ION

Windows 11 and Microsoft
Edge—together—make
browsing a breeze.

Microsoft -1 Windows 11
DWONN—TN'2— Edge
PN NNMN2 winab

Microsoft Edge -1 Windows 11

NW™AN NN DDDIN—TN'D—
2N NN nY1voY

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

US English ‘

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

Focusing on the user action

Hebrew target

2IY ND1,N'IAY NND'ON
DY NIMION [N NINND'D

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.

N9 DTN XINN NNOSN
21Y D01l ININ PIT2 . T2Y

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

[21n 50N

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




The second-person pronoun
"you" is used to politely ask the

Would you like to continue? 7'wnNin 72I¥12 DNN : .
y TeRn " | userif they would like to
continue.
Give your PC a name—an 70 - DY 5w 2wNnnY N . :
y y L | Address the user directly, using
name you want. If you want NXIN DX .NNNY DY
the second-person pronoun, to
to change the background J02 , VPN V2N NN NNYH
. help the user take the necessary
color, turn high contrast off NINTAN2 NNI2AN NITNN NN action
in PC settings. 2wnnn |
Everything is fine, but we 119PN1 Y2N 1702 HON
had a small problem getting NAWN2 NMLP N'VI2
your license. Go back to NN It %Y |'wan :
. . Office sample
the SharePoint Store to get DIW" A'WNY 1D SharePoint
this app again and you 70NN KD 21V DT
won't be charged for it. N1y 0HYH

. NIThw DIP'NN ,D"MVOXD
Sorry, the location you

entered isn't correct—did Oxn _.jlm N Office sample
ou forget to use "https://"? -2 Whnwn) nnow
y o ?https://
We've run into a problem DY N'V22 19PN
with your Office 365 "11nOffice 365 11NINI W ,
. Office sample
subscription, and we need AIN9Y D NTVH DPIPT
your help to fix it. NIN

?D1'N2 WPNND NI NI
TINND NDIN1 NIYY2 WWpPNN | Skype sample
.Skype NIYXNK2

Can't call for free? Call for
very little with Skype.

2.2.2 Explanatory text and providing support

US English Hebrew target Explanation
The updates are installed, N'DIN IR ,DIPNIN DIIDTYN | The language is natural, the
but Windows Setup needs Windows 9w mipnnn | way people talk. In this case,
to restart for them to work. 7D WTNN NYVYON Y¥2Y NDMIY | the tone is reassuring, letting

After it restarts, we'll keep N2VYONN INKYD T2V DNW | the user know that we're




going from where we left
off.

12V DIPNND T'WN1 ,WTNn
.11poON

doing the work. The use of
"we" gives the message a
personal, human tone.

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

2WNNN NXR WTNN 9'VON DN
N 921 NNK L I'WDY

NT2WNN2 D'YNNWNND'WIRN
NOW NTI2Y T289 D919y
NN

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

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

N'ONIVIX N2YI' NTNON
NN NPMDINMD0Y
N9 D'IMOND [PNNW INND
.DMoN IN D"PIN

The text is informative and
clearly and directly tells the
user what action will be
taken

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

INND N1 NY lwanwn Inwn
[ DX XD D ITINY DIY2P
2INNKY NN USB Alon prann

Short, simple sentences tell
the user what happened.

Fields marked with * are

NITY DN * -2 D'INIONY NITY

. Skype sample
required. .n2In P P
Enter your registered email

, . . 'JI"IDP'JNF] ANITN N2IND NN TN
and we'll send instructions
19 N9W 1INIRIY9W NNIWNN | Skype sample

to get you back on your
feet.

VI'DY NINAIN

2.2.3 Promoting a feature

US English

to help you protect your

that's uniquely yours.

Picture password is a new way

touchscreen PC. You choose the
picture—and the gestures you
use with it—to create a password

‘ Hebrew target

N7 NIINN NINN NND'0
N1aN2 12 YD NwIN
.Jan 0N Y2 2wnNnby

- NINNN NN IN2Y 901N
WNNWN [N2W NINNN NN
NND'ONIN'D "D — NNIX

Q5 nemine

Explanation

Promoting a specific
feature

To promote the picture
password feature, the text
lists the 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.

PO0Y NI'YPIOND TWON
N'YIN DNNIN DIN 2
,OWN ,DIP'NN Yy DODINN2
DINN 'O |I2WNN NAINN
5w 2wnnin Hw DNR

Promoting the use of
apps.

Depending on the context,
everyday words, such as
"PC," can help make the
text sound familiar and
friendly.

Study Group sites provide an
online workspace where students
can communicate and collaborate
on a shared project.

D'POON TIN'YD NINI2P NNN
NIPN NTI2Y N2'20

D21 D'T'NON N2Y
ONWwoI DN WPNI
ANIYN PN NIIYD

Office sample

Connect with people everywhere
through voice and video calls,
Microsoft Teams, and IM.

902 D'waN DY WP I
NIMIP NIN'Y NITV2 DIPN
Microsoft ,INT'I NIN'VI
DTN NIVTINGE Teams

Office sample

Stay close to your best friends
with group chat. It's great for
making weekend plans, starting a
book group and sharing cat
photos.

DM2NY 2P INY'D
NIV¥NNI NI D2I0N
NNWON MNIT. MNP OR'Y
NI"DIN NY'2PI NYIND
N¥I2P N'N' VIDWN 5109
W NNRINN [IN'YI NRP
.0YINN

Skype sample

Need to share a great idea with
your team? Get up to 10 people
together on a Skype call and
share your screen with everyone.

DY N2IYN |I'V] PIONT Y
10 TV Y2p 775w NIixN
Skype NN'w2 TN' D'WIN
DY 19W JONN NN ONYI
.D9D

Skype sample




2.2.4 Providing how-to guidelines

US English

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

Hebrew target

ONTI2Y DX INWIIITND 1D
NN NN D"OI 1012’ Yy YNH
YNy

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.

NIINNN NND'D NN TWNY 1D
0IWD 9w N'N2IN

21PYI NTINN NYYDN2 NOY
NIANINN NRAITY NHNNN NN
oW nainn2

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

NNDN NN |'TND |NTN VAN
Q2NNN NN TWND ANINN
NN N2V 9'NN1,01NVIND

.Windows

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

Specify whether achievement
levels are represented as a
series of boxes or as a
textual title. You can
customize the title for each
level.

NIAXI'N D'AY'NN NINY DN 'Y
NINID2 IN NI2'M NOTO 1IN2
N'YIN D'RNNY N1 .0OPL
NN 929 NNdN N

Office sample

Practice makes perfect. Start
the full-screen slide show to
figure out the perfect timing
for each slide.

DY NN2 NINYWN

NA¥N NN V5N .|I'01N
7D NN 0N2 NI'DIPWN
DOYINN [INTNN 1NN NINTYD
NoIpw SO 12y

Office sample

To get started, choose a folder
from the list below. If you don't
see the folder you want, click
the Browse for Additional
Folders link.

NN AP IN2,9'NNNY
DN .[9N5W NN'wNN

NN NPINN NN DN N
NIPNANKR WP DY ynh
'NI0N

Office sample




First, sign into your account: DOV 12wNY D1 N'WRD

you'll need to enter your 01D NN |'TNY 'OV e
payment details—but we won't | NIN2"N1 N2 1IN - DIY9WNN | Skype sample
charge you during your free N9 [I'01N NBIPN 19NN2
trial. See why below.* * 1909 VITN NN .DIYWN

Skip this step by signing in with N0D™D -9y NT YW HY A9T
your Microsoft or Facebook IN Microsoft |l2wn DV | Skype sample
account Facebook

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. For example,
prefer short two-syllable words over long three-syllable or more words, or several short
clear words instead of one complicated term or concept.

Remember not to copy the English syntax, but rather think in a natural Hebrew syntax.

Finally, avoid artificial high register at all costs, which might sound too "robotic" or
technical — try to think "how would | say it to my friend, partner, parent or any other
family member?"

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. When
localizing texts using examples of people, or people's names, depict a variety of
people from all walks of life, participating fully in activities. Show people in a wide



variety of professions, genders, ethnicities, 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
colleagues; everyone; | guys; ladies and D91 . NIAYIP "NIN23,N"M2N
all gentlemen 3121 HNI
parent mother or father NN NIN IN RD'N ,NNDN

3.1 Avoid gender bias

As of December 2022, the linguistic authorities in Israel and industry associations like
CLDR are still deciding on an overall approach to gender-neutrality with respect to
terminology. In the meantime, to move towards more inclusive language, we started
adopting an interim approach to handle gender neutrality:

1. Use gender-neutral alternatives for common terms (nouns and verbs). Avoid the
use of compounds containing gender-specific terms (NW'N ,NWN 123, etc.).

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



Target examples

NN AN | NN AY)
D900 pIRblp!
D'NINN 'NINN

D'T2IY 21V
D'WNNWN wnNwn

2. When presenting generalized texts that do not refer to a single or specific
person, use plural noun and verb forms.

2.1. When addressing work or education-related audience, use the broader inclusive
approach, by specifying both genders, as there is usually an equal number of female
staff, teachers and students (if not more!)

For example:

NITNYNI DT'NIN
NI'OITIVODI D'VITIVD
DMININNIN

NIT2IVI D721V

NnisnNani 0NN

2.2. But, on any other context, to avoid long and cumbersome sentences, you can use
the single plural form:

D'YWNNWN
N2IVYN 9NN
D'WIN

nlapl

niniph



D1IP
D'ND1DN
D'OIY

D'DSNNYWN

3. Don't use gendered pronouns in generic references. Instead: When addressing
readers in contexts such as Help articles, use the plural form of address. When using the
plural form, the pronouns need to match.

3.1. For explanations, use direct second person plural:

D'21D'DNN
901N
I¥NDNDN

DONW NN 12ND
For general text describing use cases or examples:

.. JWON

NoRUL
For instructions, do not use the infinitive form, but rather informal imperative:

VAN ab)

LIV IWPN

3.2. In direct communications, such as emails, where the user is addressed by their
names (e.g., the user names appears as a placeholder), use a personal address, but a
non-gendered one, such as:

1ow
D TWON
pRYL

JNNWOHKNI



3.3. When addressing specific people who did the action or an action was done on
them (for example, a permission was granted), use the passive form:

NNV NRYWIN NINY
N2V NXWIN DY I'WDVYDN (person's name)

(person's name) 'T'-9Y N1IYW 1NONN

3.4. When you're writing about a real person, whose identity is known, use the
pronoun that conforms to that person's preferred gender:

[N, DN NN NIN
Or a possessive pronoun:
NID RN 1w, NHYY

3.5. Finally, when you are talking about a general concept but the target subject can
be either male or female, use an inclusive approach and both gendered nouns

qNONN NN NINSY 1921 MYW'PN NR NO2'P IN D2'PW ' 9D
LNYINT IN INY'NY WWPNND 11D

Teams -2 DJYW NW'ADI HI0O¥NI DIID' NITNONNI D'T'NINN 9D

Use this Not this Use this Not this

English examples Target examples

0v D'WORWDH V2 wnnwn
A user with the If the user has the NIXYONN
. . . . NINYINN
appropriate rights appropriate rights, S1'MIN'RNNN

can set other users'
passwords.

he can set other
users' passwords.

D'Y1D'NIN'RNNN
112V NIKND'D ' TANY
D'NK D'YUNNWN.

NINND'D ' TANYD
D'YNNWN 112Y
D'NN.

Developers need
access to servers in
their development

A developer needs
access to servers in
his development

NS D'PIPT D'NNDN
N2'2020'NYH
N9 2N ,DNYW NINN

NWMAY PIPT NNBN
DMWY
NIN'DNN2'202




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

environment, but he
doesn't need access
to the servers in
Azure.

2 D'NMIYY NWAY-
Azure.

N9 NIN DN 1YW
D'MIWO NWRAD pIpT
2-Azure.

When the author

When the author

IN INONN N2NNWD
D'NNIS INONN N12NN

nPONN 12NNWD

opens the document | opens her
NK... NN NNID...
document ....
AWPNND "D
To call someone, IN INW'ND WPNNY 1D
, To call someone, N2, InwnY
select the person's : DW2 NN2,'NYNY
select his name, qN2,INY2
name, select Make a NN2,0N9Y
select Make a phone NINWONI

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

call, and then select
his number.

NI'MNWpPNN2
I'INW [IDH0N 1D0N2
IWPNNY D' DNN.

ANND ' NNYPNN'
71D0NN NN N2 2N
p]V)

4. For verbs, whenever the context allows, rewrite using the gerund. In Ul elements,
such as button labels, the gerund should be used instead of the imperative or infinitive
forms.

NOODTN | 0'DTNY/0DTN

n'nYy INWI/INY

5. When it is not possible to apply the gender-neutral alternatives above (items 1-
4), use the slashed form as a very last resort. The use of slash to convey gender
neutrality should only be used in the context of a user name as a placeholder
followed by the action performed (see last example in the table).

Examples:
Source term ‘ Former approach New approach Comment
Unless all are
administrator noWN 9NN | (plural) No1yn '9Nan | female, and then
Nd>IYN NIYNIN
customer nipo (plural) NINIPS




(singular) Nn1IN

This is especially
true in
educational
context, as the
vast majority of

teacher aRllp)

' (plural) D"ININNIN | teachers and
educators are
female. If they are
all female, use

nnin
Educator q12'N WIN/AIND 112'N NIV IR
Unless all are
user wnnwn (plural) D'wnNNWN | female, and then
nwnnwn
QRNSRAUL
QRN Ralal
aggregate (infinitive) Q¥ D'D9XN
DY
qy
RINDIBAYL
NINPNI 1Y
(infinitive)
allocate (infinitive) NxpPN
D'YPN
NNYPN

<placeholder>user
name</placeholder>
writes...

<placeholder>user
name</placeholder>
n/ann..

<placeholder>user
name</placeholder>
n/anin...

This is an example
of a rare case
where we can use
the slash — user
name (which can
be masculine of




feminine)
followed by a
direct action they
do.

Additional tips

- When applicable, use the sentence structure "WON ,[3] W' ,|N" with the addition of
the infinitive T"9pN5/0'D9TNY/INWH

- In questions, sometimes it's better to use the future tense, in which the verb is the
same for masculine and feminine. For instance, instead of:

2N/9D'INDRD -
we'll use
?7DINDND -
- We can also use past tense for questions/prompts:

nx¥" -
nwy -
NN -
nvwnnwn -
nnow - -
NoobTN -
nny -
nony -
nnieT -
- Moreover, Hebrew has plenty of words that are spelled the same for

masculine/feminine forms (with different pronunciation, but same writing). Whenever
possible, try to rephrase in order to use them. For example:

NN



nwIy
2P
1w
NN
NYV2

ai[Nab)

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. 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
person with a handi DV DTN
o andicapped nD1
disability PP N922In '
: NWIN,NY'0 NWNR N2 DTN ,9'A0 DTN
person without | normal person; N9YD DTN
N NYW'N NN NWR DN DTN NN
a disability healthy person ni1%22In A

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

n1'n2 yIn95

q1N25 nx'Mmo

DONR | wpnd
nN2 | nwpn

Select Click

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 and, plus, and about. Screen readers can misread text that uses
special characters like the ampersand (&), plus sign (+), and tilde (~).

Dal
Bl

-

0199
NITIN
NITIN YV

Pl

4 Language-specific standards

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

4.1 Grammar, syntax, and orthographic standards

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

4.1.1 Abbreviations

Common abbreviations



You might need to abbreviate some words in the Ul (mainly button or option
names) due to lack of space. We don't normally use abbreviations in translations of
Microsoft content, but here are some options for common words.

List of common abbreviations:

Expression Acceptable abbreviation

Page Ny

Phone 50

Don't abbreviate such words as:

5"NIT
I"y
2"
n"y

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).

Localized acronyms
Acronyms usually remain in English and aren't transliterated into Hebrew.

However, when an acronym represents a term that has an accepted translation in
Hebrew, it can be replaced with that translation. The acronym itself may be added in
parentheses. For example, the term "I/O" may be translated as "025/05p", and VAT is
n"vn.



Unlocalized acronyms

When the source text has acronyms that don't have an equivalent in Hebrew, or it has
acronyms whose English form has become established in Hebrew even though there is
a possible translation, the acronyms should remain as in the source. For example, RAM,
ROM, and USB. If the source text also includes the spelled-out term represented by the
acronym, this term should be translated.

4.1.3 Adjectives
In Hebrew, adjectives should be handled in the following manner.
Adjectives in Hebrew should match the noun in gender and form (singular/plural).

Consequently, a single adjective in English (for example, "sweet") can have four different
translations, depending on the noun.

(single, masculine) pINnN
(single, feminine) NpINN
(plural, masculine) D'PINN
(plural, feminine) NIPINN

Possessive adjectives

Possessives are common in the English language. In Hebrew, possessive adjectives are
handled in one of two ways.

A possessive adjective can be separated from the noun (as an independent word) or as
the extension of the noun where the possession is incorporated in it.

1. possessive adjective (separated) — "W N1DINN
2. possessive adjective (incorporated) - 72wNN

In Hebrew, it may be a good idea to leave out some of the possessive adjectives (your,
in particular) when they appear frequently in the English source text and the meaning is
clear without them (for example, 2wNNN instead of 19w 2wNNN).



4.1.4 Articles

Unlike in English, the definite article (the) in Hebrew isn't an independent word that
precedes the noun, but rather a letter that appears at the beginning of each noun:

The mouse - 12OVn
Feature names

Some feature names and components remain in English (for example, IntelliSense)
whereas others have an accepted translation. For example, AutoCorrect and wizard are
terms that have Hebrew translations: "|Ip'N NIR'AW 'ONIVIN” and "WN." Always consult
the updated glossary.

Microsoft trademark names and product names remain in English.
Avoid adding a definite article before nonlocalized product names.
Unlocalized feature names

Microsoft product names and nontranslated feature names are used without definite or
indefinite articles in the English language. We treat them in this way:

Microsoft trademark names and product names remain in English. Always consult the
updated glossaries.

There are also feature names that remain in English (for example, IntelliSense).

In either case, the localizer must verify if such a name is in fact translatable and not
protected in any way.

Localized feature names
Translated feature names are handled in the following way:
Some feature names are translated and some aren't. Consult the updated glossary.

Component and feature names may be translated or transliterated. For example,
AutoCorrect and wizard are terms that have Hebrew translations: "'ORIVIR NIN'AY [IP'N”
and "qWUN."



Articles for terms borrowed from English

When you encounter an English loan word that's 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 Hebrew language?

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

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

The internet may be a helpful reference here.

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

There are several words that have an equivalent in Hebrew, but that equivalent word
may not be as fluent as the transliterated English word, which is more appropriate and
common in writing for the computer industry.

English term Transliteration Hebrew equivalent

Internet VIVIN (+) nnwnn (-)

Automatic 10NIVIN (+) [21NN (-)

4.1.5 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.

Example:

en-US source Hebrew target

International NINDI2



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

4.1.6 Gender
Names of applications and companies are gender-specific in Hebrew.
When referring to companies, use the feminine form of verbs. For example:
NWTN NDMA NANTYWN Microsoft (+)
When referring to applications, use the masculine form of verbs. For example:
Y21Pn NXR NIYW Word (+)

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

4.1.7 Genitive

JDNR N2IYWY DTN NIRRT 1T NIDIND DY MW YW Y KIN NIDNO Iy
N92'™NN DT NN DT NVIWD IT) JRI0 NMIWNT R0 NNIPI [N'1120 NMIWNIN NY'NN
.(N"2DINN T 'D Iy NI0 NI'NI NNTIP N0

Example:
INNRN V2 (+)
INNRN VD (+)

D'OV2N NN'MN (+)

4.1.8 Localizing colloquialism, idioms, and metaphors

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

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

o Don't attempt to replace the source colloquialism with a Hebrew colloquialism that
means the same thing unless the Hebrew colloquialism is a perfect and natural fit for
that context.



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

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

For Hebrew, translators should remember that not all of the colloquialisms and humor
that work in English work in Hebrew, too. Some may cause the text to sound too
informal, unprofessional, or childish. If the source uses "Oops!" this can be used in
Hebrew, but a word like "Bummer!" won't translate well literally.

4.1.9 Numbers

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

In Hebrew, the numbers below 10 are usually spelled out as words, not written in digits.
This applies to sentences like "There are three ways to get to the Settings menu."

However, when the number is connected to a unit of measurement, we follow the
source, whether the number is below 10 or not. For example, in "the file size is 3 MB,"
we leave the "3" as is. The same applies to "the poster is 3 meters, 21 centimeters long."

4.1.10 Prepositions

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

"By" and "through" (by means of)

The distinction between the Hebrew terms '1'-9y("by") and NiyxnN2("through”) is
often unclear.

Use these terms according to the following rule: The term "71-9y" is always followed by
an action name.

On the other hand, the term "NIYXNK2" applies when a certain medium or means is
being used. That is, when the term is followed by a noun.



US English Hebrew

expression expression
By 15y NOOTN 'T'-9Y TNONN YW PNIY NXVY PN
Y2Ipn
Through NIVN¥NND NN NODTN NIYXYNNI Y2IPN NK 0DTN

4.1.11 Pronouns

Pronouns can be used in Hebrew.

Example:

(+) .QnN1w 0D OOPLN NN 2XVY TWONN DA NIN .0'DNON NN wnwn Word

In Hebrew, the use of personal pronouns is a powerful way to express the attributes of
the Microsoft voice. We're moving away from referring to the user indirectly as
"WNNWN" and instead address the user directly through the use of first- and second-
person pronouns like "1IN." Third-person references, such as "wnnNwnN", are avoided
because they sound formal and impersonal.

To convey the Microsoft voice in Hebrew, the first-person pronoun ('3 ,19w ,'IN) is used
in the text when the user is telling the program or a wizard what to do. The first-person
plural pronoun is used to describe an action or recommendation by the Microsoft
product or service or the company itself. The second-person pronoun (19¥ ,NNK) is
used when the program or a wizard is telling the user what to do. However, avoid
excessive use of "NNN"; for example, "You can" should be "1 NINWDK2" or "|N"" and
"You have" 7'9V. When the phrase is in the future tense, use "22IN".

Use "we" (1IN or 1IN1X) in place of a product or the company name to create a more
human, personal experience.

US English user reference Hebrew user reference

You can change when new updates get VW NIPNNN TVIN NN NIRWH ININWONI
installed. .D'WTN DIIDTY




Choose one of these schemes or make your
own Q2wn N0V PN IN NOR NIDIYN NNK N2
Remember my password 'J¥ NND'ON NN IDT
Tell me when a new Bluetooth device tries to N0IN WTN Bluetooth [pNin MN 19 1INN
connect to my PC YY 2wNNY 12NNNY
We can't find a printer. Do you want to add 0'0INY JAI¥12 DNN .NODTN 1INXN KD
one? ?N0OTN
The information we collect won't be used to

. : oW MDY wWNW' XD D'ODIN 1IRY VTN
personally identify you.

4.1.12 Punctuation

To make the translated text easier to read, you can change the punctuation of the
original sentence. For example, you can divide one sentence into two.

Bulleted lists

When a colon introduces a bulleted list, use a period after each bulleted item if it's a
complete sentence or a phrase that, together with the introductory phrase, forms a
complete sentence. No punctuation marks are used in lists with one-word entries.

Example:
Do one of the following:

e From the Edit menu, choose Replace.
e Inthe Find dialog box, choose the Replace button.

NIN2N NIDIYONN NNK VY2

/N9ONN' N2 ,'NDMY' VDNN  «
/N9ONN' [¥NH2 N2 NN NW-ITN NN e

Comma

As a rule, the use of commas depends on how the sentence is pronounced. Use a
comma where there's a clear pause. When “and” ("“112'Nin '1”) appears within a sentence,
it shouldn't be preceded by a comma. A comma will appear before "and” only when it's



used to join two complete sentences. Avoid using too many commas because they can
interrupt the flow of the text. To make reading easier, you can change the punctuation
of the original sentence. For example, you can divide one long sentence into two.

Example:
.TIVI Word, PowerPoint, Excel, Outlook NX N951> Office N9'an (+)
Colon
Don't use colons to replace commas.
Example:

N2'NN ININ 'PNND 1Y, Office -2 WNNWNI 11D (+)

Dashes and hyphens

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

Hyphen

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

Example:
-9V (+)
IDD-N" (+)

There should be no space between the hyphen and whatever comes after it. See
https://hebrew-academy.org.il/topic/hahlatot/punctuation/#target-4939.

En dash

The en dash is used as a minus sign, usually with spaces before and after. The en dash
(79N 1P) is used to divide two parts of a sentence.

Example:


https://hebrew-academy.org.il/topic/hahlatot/punctuation/#target-4939

NN X'N 2N 092 NN — NWH NI'o-nan 30 TV YY NINMN2 (+)

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

Example:
24-4
Em dash

The em dash should be used only to set off an isolated element or introduce an element
that isn't essential to the meaning of the sentence.

Ellipsis (suspension points)
The ellipsis is used in Hebrew the same as in English.
Example:
..D'Y2D NN (+)
Period
Each sentence in Hebrew should end with a period.
Example:

NN2IN2 NYYN NNAIT "IN W' NNIAR'T 9291 NN'ION NNOND NTYIND NNIAR'T 9D (+)
Microsoft Office Excel Hw NnTIQV

When a colon introduces a bulleted list, use a period after each bulleted item if it's a
complete sentence or a phrase that joins the introductory phrase to form a complete
sentence. No punctuation marks are used in lists with one-word entries.

Quotation marks

Quotation marks are widely used in Microsoft documentation in Hebrew because they
replace the use of capital letters in English. When referring to a title of a chapter, topic,
or section, enclose the title in quotation marks.



It's very important not to use quotation marks to indicate data that the user has

to enter, such as a command-line command. The user might think that the quotation
marks are part of the text that they're supposed to enter. Instead, always start a new line
with wider line spacing before and after to distinguish such lines from the surrounding
text.

Note: Punctuation marks that don't belong to the quoted text are always placed outside
the quotation marks in Hebrew documentation. This isn't always the case in the English
source text.

In US English source strings, you may find software references surrounded by English
quotation marks. Follow the source text when translating to Hebrew.

Example:

SDW2 NMINY' 9y YN ,'y2Ip' MDNN (+)
Parentheses
When you add a second pair of parentheses inside parentheses, use brackets:

(MINW] Save |¥N5N 9y YIN95 W' D DWY)
4.1.13 Sentence fragments

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

In Hebrew, use sentence fragments when it's appropriate. They're particularly useful in
questions because they're a good way to engage the user directly.

US English source Hebrew sentence

Hebrew long form

text fragment

Here's how: :0'N2N D2OWN NN VXD NT NWVN D

-2 D"'WINWH 731X DNN

o 2" -2 0"'WAINYI DRN

Save changes to "..."?




4.1.14 Symbols and nonbreaking spaces

Clip art, visual representations of religious symbols, body and hand gestures, and other
cultural content should be checked for appropriateness, which requires a thorough
understanding of the culture of the target market.

For the latest version of country, region, and language names, contact your Microsoft
terminologist.

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.

4.1.15 Verbs

The US English source text uses simple verb tenses to support the clarity of the
Microsoft voice. The easiest tense to understand is the simple present, like we use in this
guide. Avoid the future tense unless you're describing something that really will happen
in the future and the simple present tense isn't accurate. Use the simple past tense when
you describe events that have already happened.

In Hebrew, we also use the present tense to maintain the clarity and simplicity of the
source text. When the source text uses another tense (future or past), the Hebrew
translation may use the same tense as the source, or other tense, as appropriate.

Hebrew correct use of Hebrew incorrect use of
verb tense verb tense

US English source text

The Save As dialog box N'NY' N'YW-ITN N2'MN ‘DY NMI'NY' N'Y-ITN N2'N
opens. JINND1 '‘DW2 .NN5M
Word can format the text. .LOPLN NN 2xVY 213" Word .00PLN NN 28V 921" Word

NNBN NN 9 D'NOIY 1IN
2NINN

We will send you

the product key. J¥INN NNON NN 12 NOW 1R




Continuous operations are usually expressed in English with a gerund. Headers are
usually translated in the infinitive form while operations are translated using the gerund
form.

Example:
Creating a set of labels
To create a set of labels
Title:
NIMIN YW NXRP NN (+)
Operation:
NN OW NNIRP N T (+)

Notice that the present progressive tense is also used for text that indicates progress
(usually with ...). In this situation, the present tense (singular) should be used for Hebrew.

Text indicating progress:
Creating a set of labels...

DTN W NNIRP NE(+)

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 Hebrew, 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 Hebrew-
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.

Version numbers

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

US English Hebrew target

Version 4.2 4.2 NON'A

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.

Example:
US English Hebrew target Comments
. Refer to Microsoft Terminology - If possible, the LTR
?ofosrza:i/l;rfﬁﬂ Globalization | Microsoft Learn to check the character should be
P ) correct translations for "All rights reserved" added before the ©

L (e and "Microsoft Corporation.” sign.



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

5.3 Copilot predefined prompts

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

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

Best practices for the localization of Copilot predefined prompts

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

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

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

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

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

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

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

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

Exception example:

Source string: List key points from [file]

DevComment=Translate [file]



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

them consistently.

Source prompt Target prompt

List ideas for a fun remote team building event

NIXY DD WA YNNI NIV NN 2N
Pnnn

What are the goals and topics from the
meeting? Format each section with a bolded
heading, a bulleted list, and bolded names

2NV ?NWIADI 1YW D'NWIINI DTV DNN
DY NN'WA ,NWATIN NONID DY yopn 9D
D'WATIN NINWI D'0'2N

Propose a new introduction to <entity
type="file'>file</entity>

entity >N 112V NWTN NNTPN Y¥N
<entity/>Y2Ip <'type="file

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

MNXYIY D'NINDN D'RWIN I'N NN
entity>nn
?<entity/>NW'AD<'type="meeting

Give me ideas for icebreaker activities for a new
team

112V NP NN2IYW NS'YDI NIV Y N
wTN NIY

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

D'VIN NINW<placeholder> YW nn'w 1IN
<placeholder/>DI11"PINN NRIWN2

5.4 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

5.5 Ssoftware considerations

This section provides guidelines for the localization of Ul elements.

General guidelines

e Clarity and simplicity are the key considerations.
e Beas short as possible. Avoid unnecessary words.



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

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

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

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

5.5.1 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.

The direction keys have established translations.

US English Hebrew target ‘

Right arrow NNt yn
Left arrow NONNY YN
Up arrow noyn yn
Down arrow non yn

5.5.2 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.

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




English term Correct Hebrew translation

Not enough memory to process this command. JTDTIPD T2 N2 T |

Hebrew 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.

Standard phrases in error messages

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

Note that sometimes the US English source text uses different phrasing to express the
same idea.

Examples:
English ‘ Translation Example
[N KD (+)

t.. D0'DTNY NNWON |'X Publisher -9
Canno NAWOR 'R (+) [ ['N Publisher -3 (+)
Could not ... N7 DIOND

NNWOKR NN'N NI (+)
i 1 1
Fa!led to ... SRS ) NNMT Y NIXNN Y2IP NAYVO (+)
Failure of ... NYYWII NTIAVN
NINWON |'N (+)
NIXNY
Cannot find ...
1
Could not find ... NAWOR AN'N K (+,)) XML NDN NIXNI NINWON |'N (+)
Unable to find ... e NYN DIN219 NN'RNNN
Unable to locate ...
NINDD [N NI (+)
ANND [N N (+)




Not enough memory
Insufficient memory
There is not enough
memory

There is not enough
memory available

[IND'T 1T |'N (+)

[IND'T P'DON |'N (+)

DW DIDDY |ND'T P'OON |'N (+)
2'M2/Y2Ip

. , , —
... is not available ['DTIIN (+)

... Is unavailable

N1'NT NN (+)

-1TN N2'N2 NI'NT NN IT N'XPIAD (+)
N'¥PID NOOIN' N'Y

Error messages containing placeholders

When you localize error messages that contain placeholders, try to find out what will
replace the placeholder. This is necessary for the sentence to be grammatically
correct when the placeholder is replaced with a word or phrase. Note that the
letters used in placeholders convey a specific meaning. See the examples below:

%d, %ld, %u, and %lu means <number>
%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."

5.5.3 Keyboard shortcuts

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

perform tasks more quickly.
Examples:

New

Cancel

Options




Usage: Is it
allowed?

Keyboard shortcuts special options

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

If necessa
can be used as keyboard shortcuts Y

Characters with downstrokes, such as g,
J, ¥, p, and g can be used If necessary
as keyboard shortcuts

Extended characters can be used as

keyboard shortcuts n/a

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

If necessary, Hebrew localization
will follow the source.

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

If necessary, Hebrew localization
will follow the source.

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

If necessary, Hebrew localization
will follow the source

Duplicate keyboard shortcuts are
allowed when no other character is Yes
available

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

Avoid using the last letter of the
word

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

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

Example: F in Alt+F

Example in Ul localization: H&ome

access
key




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

uzn

key Document?2 - Word
tip Design Layout References Mailings Review Vi
p“."“ ¥ Format Painter Iy X, X Ed A- E -
Chipboard e Font e Paragraph

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

action without having to go through the Ul. Shortcut keys are not available for every
shortc command.

Example: Ctrl+N, Ctrl+V
ut key

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

Additional notes:

Letters that are prominently located in the command name should be selected as the
access key.

The best option is the first letter in the first word of the command. However, the first
letter of the second word or other dominant letter may be selected.

Avoid using letters or numbers between brackets to indicate an access key. Only when
there are no letters left in the dialog box or menu is it acceptable to add a letter or
number between brackets.

5.5.4 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

English key name ‘ Hebrew key name

Alt Alt

Backspace Backspace

Break Break

Caps lock Caps Lock

Control Control

Delete Delete

Down arrow nonY yn
End End

Enter Enter

Esc Esc

Home Home

Insert Insert

Left arrow NINNY YN
Num lock Num Lock

Page down Page Down

Page up Page Up

Pause Pause

Right arrow na'n' yn
Scroll lock Scroll Lock

Shift Shift

Spacebar niNn wpn




English key name ‘ Hebrew key name

Tab Tab

Up arrow noynJ yn
Windows key Windows wpn
Print screen Print Screen

menu key 05N WpN

5.5.5 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.

5.5.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform

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

Standard shortcut keys

US English Hebrew shortcut

Hebrew command

1S command shortcut key key

General Windows shortcut keys

Help window F1 NIty 15N | F1
Context-sensitive Help Shift+F1 AWPN NMON NTY | Shift+F1
Display pop-up menu Shift+F10 YOPIN |19N axn | Shift+F10
Cancel Esc 2101 | Esc




Activate/deactivate menu

NIIY 28N HV2/HVYON

F1 F1
bar mode 0 D'V5ON 0
SWIt.Ch t.o the next primary Alt+Tab N2N 'WRIN DIWTD 1Y | Alt+Tab
application
Display next window Alt+Esc N2 19NN NN A¥N | Alt+Esc
Displ = f Pl M ANN

ISplay pop=up menu for Alt+Spacebar YopRID OON At Alt+Spacebar
the window 19NN 112y
Display pop-up menu for YOPIN DN AXN

. . . Alt+- Alt+-

the active child window N2 NYNYD 19NN Y
Display property sheet for Alt+Enter D'IMONDN [1192 A¥N Alt+Enter
current selection NN NY'N2N NIY
CI.ose active application Alt+E4 [19NN NN 1120 Alt+E4
window 'NJIN 9'yoN
Switch to next window Er TS S
within (modeless- Alt+F6 N Alt+F6

compliant) application

(Qyn X99) DIW'N IN2

Capture active window
image to the clipboard

Alt+Prnt Scrn

MINN NX 7109
NI%N 9 9'von 19NN

Alt+Prnt Scrn

Capture desktop image to

NINN NN TIDY

the clipboard Pt Sern NI%N 9N NTI2YN NIY Prat Scrn
Access Start button in Ctrl+Esc NN’ [¥N55 wa Ctrl+Esc
taskbar NniN'wnNin NIv2
: D NYNND 19NN NN A¥N
Display next child window | Ctrl+F6 nibnan N]I'1 Ctrl+F6
|
: 119N NN A¥N
Display next tabbed pane | Ctrl+Tab n n | Ctrl+Tab

iIN2N N'0'VDN

Launch Task Manager and
system initialization

Ctrl+Shift+Esc

9NN NN Hyon
HINNN NRIENIN'WNN
NoVNn

Ctrl+Shift+Esc

File menu




File New Ctrl+N win | Ctrl+N
File Open Ctrl+O nNnmo | Ctrl+O
File Close Ctrl+F4 1130 | Ctrl+F4
File Save Ctrl+S INY | Ctrl+S
File Save as F12 DW2 NM'nY | F12
File Print Preview Ctrl+F2 NOOTN 199 Axn | Ctrl+F2
File Print Ctrl+P 091N | Ctrl+P
File Exit Alt+F4 NR'Y' [ Alt+F4
Edit menu
Edit Undo Ctrl+Z b0a | Ctrl+Z
Edit Repeat Ctrl+Y v Ann | Ctrl+Y
Edit Cut Ctrl+X 11Ta | Ctrl+X
Edit Copy Ctrl+C pnyn | Ctrl+C
Edit Paste Ctrl+V P21 | Ctrl+V
Edit Delete Ctrl+Backspace pnn | Ctrl+Backspace
Edit Select All Ctrl+A 20N M | Ctrl+A
Edit Find Ctrl+F won | Ctrl+F
Edit Replace Ctrl+H nonn | Ctrl+H
Edit Go To Ctrl+G Ny | Ctrl+G
Help menu
Help F1 Nty | F1
Font format
Italic Ctrl+I M01 | Ctrl+l




Bold Ctrl+B waTIn | Ctrl+B
bndeirederd | BN |t
Large caps Ctrl+Shift+A ni'wn | Ctrl+Shift+A
Small caps Ctrl+Shift+K nnopin ni'wnN | Ctrl+Shift+K
Paragraph format
Centered Ctrl+E DN | Ctri+E
Left aligned Ctrl+L ONNWO W | Ctrl+L
Right aligned Ctrl+R I'n'9 W | Ctrl+R
Justified Ctrl+) D'TTNN QWO W | Ctrl+)

5.6 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 lIts visuals 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.
e 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.

5.6.1 English pronunciation

Generally speaking, English terms and product names that are left unlocalized in the

target material should be pronounced as English words. For instance, Microsoft must be

pronounced the way it is in English. However, if your language has an established




pronunciation for a common term (such as "server"), the local pronunciation should be
used. Moreover, pronunciation can be adapted to the Hebrew phonetic system if the

original pronunciation sounds very awkward in Hebrew.

Example Phonetics ‘

pronounced in the source language

Comment
SecurlD [S.I kjuar al 1T 1IN j||pD
di:]
NET [dot net] 01 OIT
Adobe [5-'dO-be] DITN
Product names are always pronounced the way they're
Skype [s'kaip] € b5 [ y they

Acronyms and abbreviations

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

Example Phonetics ‘

Comment ‘

RADIUS OI'M | \'ra-dé-as\

RAS ONRN | \'ras\

LAN N2 | \'lan, el-()a-"en\
WAN [NIL [ \'wan\

POP 919 | \'pap\

Other abbreviations are pronounced letter by letter.

Example Phonetics ‘ Comment

URL ONANI |\ yU-()ar-"el, "ar(-a)\
ICMP D DN 'D "N
P 9 N | \'Tpe-\



https://grststyleguideprod.blob.core.windows.net/document/Skype_he-IL.wma

TCP/IP | ®N'D1D 10 |\ té-()sé-'pé- i-'pé\

XML ON NN OPN |\ eks-()em-'el\

HTML ON NN 'O 'Y |\ ach-())te-()em-"el\

OWA INPDINTIN
sQL ON I'D DN
URLs

Don't pronounce "http://"; the rest of the URL should be read aloud.

The "www" should be pronounced as I' 922NT I' 92N T I' 92T (double U double U double
U - /'dabal ju:/ * 3).

The "dot" should be omitted, but can also be read aloud. If you read it aloud, pronounce
it the Hebrew way, as nTIP1 (nekooda).

Example Phonetics Comment

/="1011p
ODIDNP'N NTIPI I' JANT I' JIANT I' JINT (slash)

HN 2NN PN IR YR N0 1P NIP NTIP)
N - =12NN 9pPn
(dash)

http://www.microsoft.com/he-
il

Punctuation marks

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

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

Special characters

Pronounce special characters such as /\ ™ < > + - using the Hebrew translations
provided in Microsoft Terminology - Globalization | Microsoft Learn. For example,
comma = P'0Y, slash ='101 1.



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

5.6.2 Tone

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

5.6.3 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

e Recaps are unnecessary



