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What's New?

Last Updated: February 2011

New Topics

The following topics were added to Japanese version:

e  Abbreviations in Documents (Localization Guidelines — Document Translation Considerations)
o Reference to unlocalized Ul terms (Localization Guidelines — Document Translation Considerations)

Updated Topics

The overall Style Guide content was fully updated in February 2011 as part of major Style Guide update project
performed for all languages. Besides the new topics globally added, this Japanese Style Guide updated some of
the topics included in the Style Guide 6" edition, according to the following policies:

e  The guide should focus only on localization projects.
e  The guide should ensure freshness of the contents.

The following topics were updated accordingly:

Topics in 6™ edition

Description

Corresponding topics in this Style
Guide

3.1.2 #F Updated reference information due | Characters
to the recent, national revision of
“BREFR.
3.1.3 h3HhF - H3AhFDOEEIZDLY | Integrated the list of Katakana Characters
< words with long vowel which was
formerly available as a separate file,
Katakana_FAQ_External.xls.
3.22 iU MREC Added some measurement units. Numbers
335 - RKEINTHIRENDRT Deleted to focus on localization. -
3.3.1 AFE R Updated to focus on localization. Punctuation
3.33 Mo - ZE5| A Deleted the usage for index, to Punctuation

focus on localization.




342 2mESLDME Updated according to the guidelines | Characters
of compounds.

3.6.1 GOV R—RrDLFE — | Deleted to focus on localization. -

EXBR

3.6.1 GOV R—RrDLFE — | Deleted to focus on localization. -

BEFR

3.6.2 N\—aERR Deleted to focus on localization. -

3.7.2 EH#F— Deleted to focus on localization. -

3.7.3 Ya—brhyk ¥F—¢EF7HEX & | Updated to focus on localization. Keys

3.8.1 BIEAFEN R

Add some Ul items.

User Interface

3.8.2 BEERDREDREE

Deleted to focus on localization.

39.1 BEBORI - SBENT A
UNILTDEE

Deleted to focus on localization.

3.9.1 ORI -v=aT7ILEAY
SAU ANIVTDORAEZS BT HI5E6

Deleted to focus on localization.

391 BBORE - ¥ZaTILEAY
A4 NVTORBELNRELEES

Deleted to focus on localization.

4.1.1 XEDFEWNRIT - ERFIDR
Bl - A2 —PRYIRBEDZARIL

Updated to focus on localization.

Style

422 R=aATILOANILTAHADOSEE
»rLA

Deleted to focus on localization.

The other topics were reorganized as follows:

[1 Language Specific Conventions - Country/Region Standards

This part contains information on Japanese-specific cultural conventions formerly provided as Language Kit, as
well as some of the topics included in Japanese Style Guide 6" edition with additional examples.

Topic name Description Corresponding topics in Japanese
Style Guide 6™ edition
Characters Contains information/guidelines on | 3.1 X

the usage of characters and space.

3.4 XFHDAR—R

Date

General information on date format.




Time General information/guidelines on 3.2.2 BAfs - B&fE
time format.

Numbers General information/guidelines on 32 HF
the usage of numbers and units.

Sorting General information on sorting. -

e Language Specific Conventions — Grammar, Syntax & Orthographic Conventions

This part contains information on Microsoft-specific conventions on expression in Japanese. It includes some of

the 6™ edition topics as well as the 5" edition topics with additional examples.

Topic name Description Corresponding topics in Japanese
Style Guide 6™ edition
Adjectives Microsoft-specific guidelines on the | -
usage of adjectives.
Articles Microsoft-specific guidelines on the | -

usage of articles.

Capitalization

Microsoft-specific guidelines on the
usage of capitalization.

Compounds Microsoft-specific guidelines on the | 3.1.3 h2h+ - EEEDRT
usage of compounds and the
spaces specific to compounds.

Modifiers Microsoft-specific guidelines onthe | 3.5.2 X - —ER/ELEHERE

usage of modifiers.

20.6 ). HL (5" edition)

Chapter 21 FEALLZLRE (5"
edition)

Prepositions

Microsoft-specific guidelines on the
usage of prepositions.

Punctuation

Microsoft-specific guidelines on the
usage of punctuation.

33"

Symbols & Non-Breaking Spaces

Microsoft-specific guidelines on the
usage of symbols.

33285 -EFS

Verbs

Microsoft-specific guidelines on the
usage of verbs.

3.5.2 X - kg, YEBEH, —&F
BELEERE




e Language Specific Conventions — Style and Tone Considerations

This part contains information on Microsoft-specific conventions on style and tone in Japanese. It includes some
of the 6™ edition topics as well as the 5™ edition topics with additional examples.

Topic name Description Corresponding topics in Japanese
Style Guide 6™ edition
Audience Microsoft-specific guidelines on -
audience considerations.
Style Microsoft-specific guidelines on 3.5.1 XKDFEWNRIT
style considerations. 4.1.1 XARDENS
4.2.1 XKRDENS T
Tone Microsoft-specific guidelines on Chapter 19 #4:& (5th edition)
tone considerations.
Voice Microsoft-specific guidelines on 352X - X5 feHELZHE

voice considerations.

° Localization Guidelines — General Considerations

This part contains information on Microsoft-specific, general localization guidelines. It includes some of the 6™
edition topics with additional examples.

Topic name

Description

Corresponding topics in Japanese
Style Guide 6" edition

Abbreviation

Microsoft-specific guidelines on
abbreviation.

3.7.1 Bijh&—
3.7.6 ¥—R—FLtDhvk F—FH &
VREBITURK T—DRT

Accessibility Microsoft-specific guidelines on -
accessibility.
Acronyms Microsoft-specific guidelines on the | -

localization of acronyms.

Application, Products, and Features

Microsoft-specific guidelines on the
localization of application, product
and feature names.

3.6.1 BRI R—RUDEF -
B AER B O XA

Frequent Errors

Types of errors frequently found in
localization.

Fictitious Information

Microsoft-specific guidelines on




fictitious information.

Recurring Patterns

Patterns of translation frequently
used in localization.

391 BBOXKE - 8BENY=2T
ILDIHE, Web YA rDRE v 101E
|DRELS

Standardized translations

A list of the style guide topics that
includes standardized translation.

Unlocalized Items

A list of unlocalized items in
Microsoft localization.

412 FL—RIRIFEIRT—TX

=
414 LORAN) F—DERYRLY
4.1.5 String Category H' Version @
AT DR

Using the Word Microsoft

Microsoft-specific guidelines on the
localization of "Microsoft".

. Localization Guidelines — Software Considerations

This part contains information on Microsoft-specific, software localization guidelines. It includes some of the 6"
edition topics with additional examples.

Topic name

Description

Corresponding topics in Japanese
Style Guide 6™ edition

User Interface

Microsoft-specific guidelines on the
localization of user interface and the
other items.

3.8.1 EEAZNOERE

383 EEERUNDERETATL
NEE

4.1.3 XOEADEHEEDRAR—R

Messages Microsoft-specific guidelines on the | 4.1.1 3X{ADFEWLVR (T
localization of messages. 412 TL—RERIAEIR—TX
=
Keys Microsoft-specific guidelines on the | 3.7.1 Bijh+—
localization of keys. 3.7.4 HE*—

375V R)vY F—
3.7.6 F—AR—FELDHRYk F—F&
UREITUR F—DKRE

. Localization Guidelines — Document Translation Considerations




This part contains information on Microsoft-specific, document localization guidelines. It includes some of the 6"
edition topics with additional examples.

Topic name Description Corresponding topics in Japanese
Style Guide 6™ edition
Titles A list of frequently used document -
titles.
Copyright Microsoft-specific guidelines on the | -

copyright considerations.

Abbreviations in Documents

Microsoft-specific guidelines on
abbreviation in document
localization.

3.7.3 a—bthyk F—¢ETFOER F
381 HEAZBORE - EEEXTE
EDHINTELR

Reference to unlocalized Ul terms

Microsoft-specific guidelines on
reference to unlocalized Ul terms in
document localization.

423 O—ASARXENEVNEERER
EDXRE




Introduction

This Style Guide went through major revision in February 2011 in order to remove outdated and unnecessary
content.

About This Style Guide

The purpose of this Style Guide is to provide everybody involved in the localization of Japanese Microsoft
products with Microsoft-specific linguistic guidelines and standard conventions that differ from or are more
prescriptive than those found in language reference materials. These conventions have been adopted after
considering context based on various needs, but above all, they are easy to follow and applicable for all types of
software to be localized.

The Style Guide covers the areas of formatting and grammatical conventions. It also presents the reader with a
general idea of the reasoning behind the conventions. The present Style Guide is a revision of our previous Style
Guide version with the intention of making it more standardized, more structured, and easier to use as a
reference.

The guidelines and conventions presented in this Style Guide are intended to help you localize Microsoft products
and materials. We welcome your feedback, questions and concerns regarding the Style Guide. You can send us
your feedback via the Microsoft Language Portal feedback page.

Scope of This Document

This Style Guide is intended for the localization professional working on Microsoft products. It is not intended to
be a comprehensive coverage of all localization practices, but to highlight areas where Microsoft has preference
or deviates from standard practices for Japanese localization.

Style Guide Conventions

In this document, a plus sign (+) before a translation example means that this is the recommended correct
translation. A minus sign (-) is used for incorrect translation examples.

A triangle (a) in an example means a half-width space. This symbol is used only when explaining the spacing rule.

In Microsoft localization context, the word term is used in a slightly untraditional sense, meaning the same as e.g.
a segment in Trados. The distinguishing feature of a term here is that it is translated as one unit; it may be a
traditional term (as used in terminology), a phrase, a sentence, or a paragraph.

References to interface elements really only refer to translatable texts associated with those interface elements.

Example translations in this document are only intended to illustrate the point in question.

10


http://www.microsoft.com/Language/en-US/Feedback.aspx/

Sample Text

TAIAYIFTCECKAEBIXEIZ. FAEDY IR YT 7 AL CEEHEOBBIZIDIENTEINEZEZTOVET . B
BNV INIIT7E2FS>TEC KRR LDBBIZKLTOMBREZRHEL. Hi-LRAICOENBZTATATER
L. RLEELLICE#ZRTONEELSICTRIE, A B DB RDEEICKHRITIEREEHHDRLEDT
ER

Fhf=bl3FEL RALEZRAITROTEDRREITO>TEY. UTICEFE52DE R AEMIL. BERDTREMEEZRX
RICEIZHT=ODEMA TEHLDEMHEEFELTVET,

e Windows & Windows Live £8F4: Windows & @& 2%, PC A—h—,D 1. 75U Windows Live &L=
U4 TR T EY—E XD R

o TAHBYTr EDRREM: Microsoft Office R4 —k., PC MITVY Itz 7 H—nN— H—ER VJa—3>,
£ £ U Microsoft Dynamics M1t

o H—/\— & Y—JLERFY: Windows Server, SQL Server, Visual Studio, Silverlight, System Center, Forefront,
BizTalk Server, Microsoft Consulting Services %#E DY —/N\—& G H—ERXEV)1— 3>

o FUSAY H—EREM: KR PLEEERITH—ERELTDAUSAUEETFYNT+—L . Bing ¥ MSN 7R
—BINFXRIVEDF A VERY—E DR

o  IVA—TAAUL & T/INARERFY: Xbox 360, Xbox Live DE THS —LI AT L, BN HAHAAHB DTN
ART IR TA—LBEEDRE

b BEROAUREEZERARICSIEHIODZEEZT HELIZIVaV DRITICRBICO TEALTERE
LI @R TRRET YT T AL KYBWVWEDICLTEKIIC, SERLBELELTOELERIT. F-LTo/00DH
BEBEHRADY—ERMLIZEHTOENEFEZATOET,

ERER
SHUME. FXRNE. A EIUXEFR. REFHRGEIIIOVIFOERFEREBNLETT
o ZHME

o« TAHOVILDEE

tEROUSMEE
EEIVIIVITEDTE, IAIOVIMIHRFEICEVTEHEDOFRFICELE. T [CXPEFRREDM LOHERE
BREORREXEITIEXITREDZRFALTVET,

o TEMRIEH
o IRIEREIZONT

HEERE~NDORYEA

11



YAV ILTIE, CPE (WRAT— UK IN—hF— ZHVARIJIVR) ELVSEHIGIL—LT—IDHE HHE—

AVEYDRBEHRDFICELZIET. BRDEHBICRBEIEET,

T108-0075
HRABXER 2-16-3 RINTSUREULIIILET—

BARTA4o0VIrK et

LI fE] 5 E #a

EiE 1 03-4332-5300

ER A 2011 1 B 25 B 14 30 &

Source:

http://www.microsoft.com/japan/mscorp/articles/business.mspx (text)

http://www.microsoft.com/japan/mscorp/default.mspx (text)

http://www.microsoft.com/japan/presspass/cp/outline.aspx (address and telephone number)

12


http://www.microsoft.com/japan/mscorp/articles/business.mspx
http://www.microsoft.com/japan/mscorp/default.mspx
http://www.microsoft.com/japan/presspass/cp/outline.aspx

Recommended Reference Material

Use the Japanese language and terminology as described and used in the following publications.

Normative References

These normative sources must be adhered to. Any deviation from them automatically fails a string in most cases.
When more than one solution is allowed in these sources, look for the recommended one in other parts of the
Style Guide.

1. Fk 346 A 28 A NEETRE 2 BN REBORE

2. BBf6147 A 1H AEETRE 1 SIBHAKRAEL]

3. FR22% 11 A 308 NAERE 2 5EREFR]

4. BAFN48 % 6 A 18 H NEETRE 2 SIEYREZ DA
5 [#HLLWEGERSE/N\VEIVII(ZEE)

6. [FAFMAE FHREFRIGE—ZER)

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

1. “I490VITFDEEMDOERIZDULNT” (Use of Microsoft Copyrighted Content) available at
http://www.microsoft.com/japan/mscorp/legal/permission/default. mspx.

2. ‘A4 I7+DOEE" (Microsoft Trademarks) available at
http://www.microsoft.com/japan/mscorp/legal/trademarks/default. mspx.

3. Microsoft Corporation. Microsoft Manual of Style for Technical Publications. Third Edition. Microsoft
Press, 2004.


http://www.microsoft.com/japan/mscorp/legal/permission/default.mspx
http://www.microsoft.com/japan/mscorp/legal/trademarks/default.mspx

Language Specific Conventions

This part of the style guide contains information about standards specific to Japanese.

Country/Region Standards

Characters
Country/region Japan
Lower-case characters n/a
Upper-case characters n/a
Characters in caseless

. n/a
scripts
Extended Latin characters n/a

Note on alphabetical order

Alphabetical order is not necessarily indicative of sorting order.

Total number of characters n/a
Unicode codes n/a
Notes n/a
Hiragana

e Primary reference for Hiragana usage: B#1 61 £ 7 A 1 H NEETRE 1 SIBRALRAEL

e "B”and”D” are acceptable only when originated from Japanese 2-words compound words. Example: [£7%5

(RM), #MDF (ZHA)

Katakana

e Full-width characters should be used unless it is necessary to use half-width characters.
e Characters pronounced as “ka” or “ko” should be written in Hiragana or Kaniji.

+3MA

14




-37R,348,341R,318

+ 5 {&
-54,510

e Long vowel usage

Primary reference: *Ffk 3 % 6 A 28 B AEETRE 2 BSMstkBDORE

In principle, use a long vowel when a source English term has following suffixes: -er, -or, -ar

Example:

English 4 -

computer aVEa—4— avEa—4
operator FRL—5— ARL—%
scalar Ah5— ANS

In other cases, use a long vowel when a corresponding Katakana word has less than 4 characters. Note that the

long vowel should be counted while geminative consonant (Sokuon, small “tu”

“ya”, “yu”, “yo”, %, 2, 3) and small a, i, u (7, 4, *) should not.

, V), contracted sound (Yoon, small

Example:

English Character count + =

gueue 2 (F, ) Fa— Fa

menu 3(A =) A=a— AZa
memory 4 (A E,Y,—) AE) AE—
procedure 6(7,0,v — o, —) Jov—Sx TR —Sr—

When the English term consists of a prefix and a stem word, the words should be considered one by one.

Example:

English Count/Suffix 4 -

preview pre + view (2: E, —) JLEa— JLEx
subtree sub + tree (3: Y, 1), —) HIY)— HITVI)
interface inter (-er) + face AB—TIA(R ABITTAR

15




Exceptions: In accordance with customary practice, following terms should be handled differently.

English + English +

academy TAHAT I— mahogany v Ry =—
accelerator 77271 —X marquee v—F—
adventure 7 RRY F v— meter A=t
allergy 7L ¥— millimeter I Y A— Db
ASCII 7 AF— movie L—E—
balcony sy a2 =— mystery IATY—
barbecue IN—=NRF 12— nature A Fx—
barrier Ny T navy A—E—
bazaar N —)u outdoor VAZN v
bear N7 outlaw 77 ho—
beer E— paisley NA XY —
birthday N—RAT — pansy AP
blueberry 7= — passkey NAF—
calorie Aal— passthrough ISR AW —
carrier Fx U7 peccary Ny #HY—
centimeter X F AV peer €7
ceremony L E=— photography 7+ VT 574 —
cheetah F—K— policy ED I
chimpanzee FrNRT— polyester AV T RATIv
clear 707 prairie 7=y —
coffee a—k— premier 7L 37
company BN =— processor 7oty
competency avETYY— programmer A=l e
compiler b AT I propeller 7axz
connector S S publicity NTYV T4 —
conveyor = radiator ZYIT—R

16




cranberry 77N — raspberry FANY —
daily 74— rear U7

dolby N — register LY RAK
dollar Nov rendezvous AV A
door N7 rescue L AF 12—
drillthrough FYILRAJ— rotary og—X1Y—
easy f—v— scenery =+ Y-
economy T3/ 3I— scheduler ATy a—7
energy Ify— screw A7 2—
energy I A F— seesaw =y —
engineer >y =7 senior =7
exterior IIRATYT shampoo Vv 7 —
fancy Zrvy— slipper Ay s
fantasy A P spray A7 —
floor a7 stellar AT 7
floppy 7ay E— story A b—Y—
formatter 747y R strawberry A bapXRY—
frequency 7YV —rxzvy— summary = —
frontier 7arr47 synergy DA e
gallery Fyo)— tar R—)b

gear *7 taxi Ry =
harmony N—EZ— tenkey TvF—
healthy Ny — terminator R—3Ip—R
hero E—e— timely RA LY —
hotkey Ay bF— transistor N
how-to INT Y — treasure ML Y y—
humor 2—%7 trolley by —
indoor {7 trophy b 74—

17




interior 1>797 value N 2—
interview f Y RE 22— venture Ny Fx—
jewelry Yazxl— victory 7 ~Y—
junior Ya=7 volunteer Ry 747
kangaroo Ay HI— whiskey 74 AF—
linear V=7 workflow =770
luxury 72727 —

Kaniji

e Primary reference for Kanji usage: *Fpk 22 & 11 A 30 H NWEERE 2

H NEETRE 2 STEYRBOMITAI
e  Primary reference for usage guidelines for Kana and Kaniji with the same Japanese reading (D& EFDE
LY5 1), homonym (FIE £%:E), declensional kana ending (GEYMA): TRFRAE HiRciz)] (F—%H)

English letters

SIEREFTR, MM 485 6 A 18

e Half-width characters should be used unless it is necessary to use full-width characters.
o If necessary, words can be hyphenated at the end of a line. Make sure to check dictionary for syllables. Do

not hyphenate trademarks and names of product, company, file and path.

Spaces

Between characters, a space should be inserted as follows.

1. Between full-width and half-width characters

In principle, insert a half-width space.

Example:

English

+

When you use Word, ...

WordaZBEWT/R 5 & X%, ..

Word ZBHEWIC b & X1, ..

Chapter 3

HABAEE

Shift

Shift A% —

18




Exceptionally, do not insert a space in the following cases:

e  Between ideographic full stop (, )/ideographic comma (. ) and a half-width character
e  Between a numeral and unit of angle (°)

e On each side of text enclosed by parentheses/quotation marks/brackets

. On each side of slash

e Between a full-width character and question mark (?)/exclamation mark (!)/colon (:)/ellipses (...) that ends the

term

e Between a character and access key enclosed by parentheses in the user interface.

Example:

English + -

Click the button to close. ReVED)YILT FLET, REVEY)vILTa, ABALET A
- 45° 45A°

Column A (Title) 5 A (BARIL) 5 A (AZARILA)

Click New. [FRR] &0 ILFET, [A#TRA] &0y ILET
Enter “test”. MestiEANLETS, atestalEAALET,

- 3/14 3A/A14

Do you want to update? BEHLETH? BHLETHA?

Warning! L ELEA

Font: THh: THbaA:

More... ZDfh... ZDHA...

Save <User interface> REF(S) RFA(S)

Save <Others> REFA(S) R1F(S)

2. Between full-width characters

In principle, do not insert a space.

Example:

English + -

- Tt — Eant—

Exceptionally, insert a space in the following cases:

e Katakana words that represent English compounds

19




e Representing reference to other chapter in document

Example:
English ¥ -
page layout R—=UALALT Ik R—=IDLAT Ik

See Chapter 2 Control.

g 28AaMO—LIESRBLTGE
I AW

g 2EZaor0—)LIESBLTES
LY,

3. Between half-width characters

In principle, do not insert a space.

Example:
English + -
50 50 5A0

Exceptionally, insert a space in the following cases:

e  Between English words

e Between a humeral and a measurement unit, except for % and mm (in the context of photograph/projection)
e Between a half-width parenthesis and half-width character outside, except for parentheses enclosing access
keys in the user interface or trademark symbols

¢  On each side of plus sign, except for shortcut keys in the user interface

e  Between question mark/exclamation mark that ends the term and a half-width character that starts the next

term

e Representing reference to section in document

Example:

English

+

All rights reserved.

AllarightsAreserved.

Allrightsreserved.

3Aakg

3kg

50%

50A%

10/13 (pages)

10/13A(R—2)

10/13(R—%)

OK <User interface>

OK(O)

OKA(O)

OK <Others>

OKa(O)

OK(O)

Microsoft(R)

Microsoft(R)

MicrosoftA(R)

Ctrl+Alt <User interface>

Ctrl+Alt

Ctrla+aAlt

20




Ctrl+Alt <Others> Ctrla+aAlt Ctri+Alt

Do you want to save it? If you edit it | fRZTELET M?2aExcel ZFERALTHR | RELE I H ?Excel ZFALTHRE

using Excel... £95E:5F... THEEIE...

See 2.1 Active Directory. [2.1AActive Directory 125 HBLTL | [2.1Active Directory |1Z S B LT
=&y, =AW

Date

Country/region

Japan

Calendar/Era

The date format uses the Christian Era or the Japanese Era (called Nengoh in
Japanese).

First Day of the Week

Monday or Sunday depending on the situation

First Week of the Year

Week containing January 1st

Separator

Slash (/), hyphen (-)

Default Short Date
Format

yyyy/MM/dd or gg y/M/d

Example

2011/03/17 or FR¢ 23/3/17

Default Long Date Format

ywyEMAdIdBorggyEMAdH

Example

2011 £ 38 17 B orFEFH23E3 817 H

Additional Short Date
Format 1

yy/MM/dd, yyyy/M/d, yy/M/d, yIM/d

Example 11/03/17, 2011/3/17, 11/3/17, 23/3/17
Additional Short Date
-MM-dd

Format 2 wyy
Example 2011-03-17
Additional Long Date

n/a
Format 1
Example n/a
Additional Long Date

n/a
Format 2
Example n/a
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Country/region Japan
Leading Zero in Day Field .

I
for Short Date Format Optiona
Leading Zero in Month
Field for Short Date Optional
Format
No. of digits for year for 4
Short Day Format
Leading Zero in Day Field o
for Long Date Format
Leading Zero in Month
Field for Long Date no
Format
Number of digits for year 4

for Long Day Format

Date Format for

ywyyHEMHAdIdBorggy &M A dH

Correspondence
Example 20113 A 17Bor T 23FE3 A 17 B
Notes n/a

Abbreviations in Format
Codes

d is for day, number of d's indicates the format (d = digits without leading zero, dd =
digits with leading zero, ddd = the abbreviated day name, dddd = full day name)

M is for month, number of M's gives number of digits. (M = digits without leading
zero, MM = digits with leading zero, MMM = the abbreviated name, MMMM = full
name)

y is for year, number of y's gives number of digits (yy = two digits, yyyy = four digits,
y = disits without leading zero)

gg is for Nengoh (Example: B3F1 (Showa; 12/25/1926 ~ 1/7/1989) , ik (Heisei;
1/8/1989 ~))

Time

Country/region

Japan

24 hour format

Occasionally yes, when applying 12 hour format with AM/PM or &il/41%
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Country/region Japan

designators may be confusing.

Standard time format H:mm:ss, H B mm 4 ss #

i f
Standard time format 3:24:12: 3 B 24 4 12 7

example

Time separator Colon (3)

Time separator examples 3:24:12

Hours leading zero Occasionally yes

Hours leading zero example | 03:24:12

String for AM designator 4-i1, AM
String for PM designator 1%, PM

Strings for AM/PM designators present in front of time. For example [4-8if 3 B%

Notes
24 7 12 # )

Days

Country/region: Japan

Day Normal Form Abbreviation
Monday AEH A R
Tuesday XNEER NEE; K
Wednesday KEEH JKEE; K
Thursday KEEH REE; K
Friday G = ®E €
Saturday *THER ol o
Sunday HEER HEE; B

First Day of Week: Monday or Sunday depending on the situation.
Is first letter capitalized?: No

Notes: Japan uses the Gregorian Calendar.
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Months

Country/region: Japan

Month Full Form Abbreviated Form Long Date Form
January 1A n/a n/a
February 2 A n/a n/a
March 3A n/a n/a
April 4 A n/a n/a
May 5AH n/a n/a
June 6 A n/a n/a
July 7 H n/a n/a
August 8 A n/a n/a
September 9H n/a n/a
October 10 A n/a n/a
November 11 A n/a n/a
December 12 A n/a n/a

Is first letter capitalized?: No

Notes: The following months of the lunar year are used in some cases: BEH (Mutsuki; January), 301 B (Kisaragi;

February), ¥4 (Yayoi; March), 51 A (Uzuki; April), £ B (Satsuki; May), /K% R (Minazuki; June), 3X A (Fumizuki;

July), R (Hazuki; August), & A (Nagatsuki; September), #%& B (Kannazuki; October), 7 B (Shimotsuki;

November), BfizE (Shiwasu; December).

Numbers

Numbers can be written with Arabic and Chinese numerals. Arabic numerals should be half-width unless it is

necessary to use full-width numerals.

Use Arabic numerals when the numeral can be replaced by other numerals.

+

12

WéED
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+

1[E —[=

1 Em —IEmE
(%) 1 88 — &

1A —HA

2% —F

3R =Rt

4 ¥ Pl R TR

20 17 —+17

80 #fT J\+H7

150 & BRE+E

1 R 15 & —KE+HE S
2 i .- 5>

256 & —ERETAE

User Chinese numerals when the numeral cannot be replaced by other numerals, or when they are conventionally

used.

" .

P5—FE £31%E
(EmEmD) —& 188
“EAH 21BN
wm/INTFE =/ 2 FEiE
B 100 7%k
ERES 100 433
=k 3 A
mEE A 435 A
— BRI 1 BRI
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Phone Numbers

Country/ | International | Area Number of Separator Number of Digit Groupings —
region Dialing Code | Codes Digits — Digits — Domestic
Used? Area Codes Domestic
Japan 81 yes 2,3,4,50r6 | Space (), 10 (H#) HHHE-HHEE,
hyphen (-), (HHH) HitR-HiHHE,
parentheses (()) (HHHHE) -t
Country/ | Number of Digit Number of Digit Number of Digit Groupings —
region Digits — Groupings | Digits — Groupings — Digits — International
Local — Local Mobile Mobile International
Japan 6,7o0r8 Hit-HHHHE, 11 (HHH) HHHHE- 11 +81-H#-HHHHH-HHH
-, HiHHH +81-#t-HiHH-HHHHE
HHHE-HtH +81-HHH-HH-HHHE
Notes: n/a
Addresses

Country/region: Japan

Disclaimer: Please note that the information in this entry should under no circumstances be used in examples as

fictitious information.

Address Format:

1. Postal Code

2. Prefecture + City + Address

3. [Building Name] if applicable

4. [Name of Organization] if applicable
5. [Name of Section] if applicable
6.[Title] if applicable

7. Last Name + First Name + Honorific

Example Address:
108-0075

RR#EX AR 2-16-3
BINTSUREU S ILE T —
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BRIV IMER ST
ETEED

&

I &R F

Local Postal Code Format: XxXxX-XXxx

Notes: Postal code symbol “T” can be added depending on the situation. Example: T 123-4567

Currency
Country/region Japan
Currency Name M (Yen)

Currency Symbol

¥ (half-width),

Currency Symbol Position

Positive Currency Format
Negative Sign Symbol
Negative Currency Format

Decimal Symbol

Number of Digits after Decimal

Digit Grouping Symbol

Number of Digits in Digit
Grouping

Positive Currency Example

Negative Currency Example

ISO Currency Code
Currency Subunit Name
Currency Subunit Symbol

Currency Subunit Example

A space should be inserted between ¥ and amounts, but not between
amounts and M.

¥123,123 H

¥ - (half-width), -XXX M
¥-123,-123 H

Period (.)

2

Comma (,)
3

¥1,234,567,890.00, 1,234,567,890.00 M
¥-1,234,567,890.00, -1,234,567,890.00 M
JPY

n/a

¥12.34,12.34 M, 12 [ 34 £
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Digit Groups

Country/region: Japan

Decimal Separator: .

Decimal Separator Description: Period

Decimal Separator Example: 3.5 1> F

Thousand Separator: ,

Thousand Separator Description: Comma

Thousand Separator Example: 51,200 KB

Notes:

e No space should be inserted on either side of the separator.

e Do not use the thousand separator with numbers representing years (ex. 2011), postal codes, addresses,

laws, lotteries and the like.

Measurement Units

Metric System Commonly Used?: Yes

Temperature: Celsius

Category English Abbreviation Translation (+) | Translation (-) | Example
Linear Measure Kilometer km km FOA—kL

Meter m m A—kL

Decimeter dm dm TIUA—RIL

Centimeter cm cm tUFA—kIL

Millimeter mm mm SYA—=KIL, 2 | 6AamMm
Capacity Hectoliter hL hL ANJRJYRIL

Liter L L Jykb

Deciliter dL dL TIYkIL

Centiliter cL cL wF)ukL

Milliliter mL mL SUD I
Mass Ton t t k>

Kilogram kg kg *Oy35.4
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Category English Abbreviation Translation (+) | Translation (-) | Example
Pound lb Rk Ib
Gram g g N
Decigram dg dg TS5
Centigram cg cg TUOFTIL
Milligram mg mg A NN
English Units of Inch in AF in 354F
Measurement Feet ft Ji—k ft
Mile mi E& P12 mi
Gallon gal Aoy gal
Frequently used Terabyte TB B e A
units Gigabyte GB GB FHINAE
Megabyte MB MB Py WA AN
Kilobyte KB KB FO/NA+
Byte B N1k B
Bit b Ewk b
Bits per second | bps bps ek
Gigahertz GHz GHz XHAIILY
Megahertz MHz MHz AAANILY
Kirohertz kHz kHz FaAiLy
Hertz Hz Hz ANV
Dot Rk dot
Dots per inch dpi dpi FybAF
Pixel EvtL pixel
Point pt RAVk pt
Second sec ) sec
Millisecond ms )R ms
Twip twip
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Category

Units without a
space

English Abbreviation Translation (+) | Translation (-) | Example
Angle ° B 45°
Percentages % N—t2+ 50%
Millimeter (In mm mm SYA—RJL, T | 3Bmm RSAF
the context of

photograph/proj

ection)

Notes:

e “”should be full-width.
e “%” should be half-width.
e Insert a space between the number and the unit except for ones listed under the category “Units without a

space”.

e  When the abbreviated unit is not familiar to target users, spell it out within () at first mention. Example: 1 TB

(T3/341)

e If limited by font size or space, the units can be translated otherwise. Example: Using “E” instead of “”.
Using “pt” instead of “7RA K.

Percentages

See Measurement Units.

Sorting

Sorting rules

The sorting rules vary depending on the programs. The data below is the example based on
Windows 7 explorer.

Character
. n/a
sorting order
@
1
Aaron
Examples of
andere
sorted words
andere
chaque
chemin
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cote
coté
céte
coté
Cucet
Czech
hisa
irdisch
lavi

lie

lire
llama
I16ug
Léwen
lbza
Libeck
lu¢

luck

lye
Manner
masta
mir
mdchten
myndig
pifia
pint
pylon
samtlich
Saran
savoir
Serbira
Sietla
Slub
subtle
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symbol
vaga
verkehrt
VOX
waffle
wood
yen
yuan
yucca
zal
Zena
Zenéva
Z00
Zurich
Zviedrija
zysk
zzlj

zzlz
zznj
zznz
77—k
neE
HAS
[55)

U0 TN
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Grammar, Syntax & Orthographic Conventions

This section includes information on how to apply the general rules of the Japanese language to Microsoft
products and documentation.

Adjectives

Possessive adjectives

The frequent use of possessives is a feature of English language. However in Japanese, possessive adjectives
can be omitted when the meaning is apparent.

Articles
Unlocalized Feature Names

Microsoft product names and non-translated feature names are used without definite or indefinite articles in the
English language. We treat them in the same way in Japanese.

Localized Feature Names

This section does not apply to Japanese.

Articles for English Borrowed Terms

This section does not apply to Japanese.

Capitalization

Capitalization of unlocalized terms should be the same as in the source text unless otherwise instructed. See
Keys for capitalization of key names in Japanese.

Compounds

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

In Japanese, when using Katakana words to represent English compounds, use following spacing rules.

e When there is a space between English words, insert a half-width space accordingly.

Example:
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English

+

dialog box

FA7ATARYIR

FA7ATHRYIR
FATRT -RuHR

menu command

AZa—AaTR

A=a—avoR
AZa—-avR

e  When there is a hyphen between English words, do not insert a space or other symbols.

Example:

English + =

multi-byte TILFINA+ TILFAINAK
TILFA-A8A K
TILF Ak

double-click TITND)vY FITIAaD)vY
BTI-0)vY

e  When English term is ***bar, insert a space preceding “7/\—" even if the English term is not a compound.

Example:

English + -

menu bar AZa—A/N— A= —N—
taskbar BRI AIN— BZHIN—
toolbar Y—JLAIN— Y—JLIN—

e  When English term include an adverb such as “in” and “on”, do not insert a space or other symbols.

Example:

English + -

log on AJA4> Ay A%y
check in FvoA> FIviaA>
back up Nyg7v7 NVOATT
shut down Sy E Y DA ] VN iy bV
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Gender

This section does not apply to Japanese.

Genitive

This section does not apply to Japanese.

Modifiers

In Japanese localized text, modifiers should be handled in the following manner:

e Clear and precise in meaning

Example:

English

+

Note

Select an appropriate
option.

BYGAToavERRLE
d—o

BELGA T E&IRLE
TO

Avoid using words that
may cause
misunderstanding. This
example can be
misinterpreted as “Select
any option”.

This is the perfect
solution.

NEFE#HHDY)1—3
TY,

hILEEGY ) 1—ay
TY,

Avoid using words that
means “perfect’,
“superlative”, “permanent”
or “superior” in assertive
manner unless it is based
on fact. Other examples
include: T2, &=, KA,
&R — No. 1, H1E#, etc.

These controls are very

hsOarko—)Likay

hsnavko—)Likay

Avoid subjective or

useful when you edit the TFUOVEIRETHEEZITE TFoVEIRET HEEIZIE emotional statement.

content. FT9, BIZERTY,

Rename each file. BI7TANDEEELEEL | BI7AIWNEIZLRIEZE | Avoid redundant
%9, BLET, expression.

T7AILEIZRRIEEEL
E I

e  Appropriate in style

Example:
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English + - Note

The value can be EIXEETEET, EIFEBELTHALXT Avoid using spoken
modified. 9, language.

When you are not familiar | CO#EEZHTEENZ | COEEDEEAEELVES | Avoid using impolite style.
with this feature, ... w5HEEE.. ...

You can update the BREIEVWDOTEEHTEE | REFXWAEBEFTEEH | Avoid using literary style.
setting at any time. C TEFEY,.

It is easy to use for
beginners as well.

MOEBEOAIZHLEEIZHE
WMV=FEIFET .

MOETLHEICERE
EE

Avoid using discriminatory
description in terms of
occupation, gender, class,
ethnicity, expertise and so
on.

Nouns

General considerations

This section does not apply to Japanese.

Inflection

This section does not apply to Japanese.

Plural Formation

This section does not apply to Japanese.

Prepositions

Pay attention to the correct use of the preposition in translations. Influenced by the English language, many
translators omit them or change the word order.

Pronouns

This section does not apply to Japanese.

Punctuation

In general, use ideographic full stop (, ) and ideographic comma (. ) in Japanese sentences. Other punctuation
should be used as follows.

Note: In software, some punctuation may not be allowed due to programming restriction.
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Comma

In Japanese, use half-width commas as:

e  Thousand separators
e Replacement of ideographic comma (. ) separating list items, due to lack of space
e A part of English quotation, trademark, company name, etc., as used in the source text

Example:

English Japanese
2,000 pages 2,000 R—2
Colon

In Japanese, use half-width colons as

e Time separators
. Punctuation as used in the source text unless otherwise instructed.

Example:

English Japanese

- 12:27

Media Type: AT4T DIELE:
Address: TFLR(R):

Dashes and Hyphens

Three different dash characters are used in English:

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.

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

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.
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Em Dash

The em dash should only be used to emphasize an isolated element or introduce an element that is not essential
to the meaning conveyed by the sentence.

In Japanese, use half-width hyphen as:

e Date/Phone number separators
e A part of English quotation, trademark, company name, etc., as used in the source text
e Dividing English words between syllables

Example:

English Japanese

- (0120) 123-4567
Wave dash

It is known that full-width wave dash (~) often causes build errors in software localization. The symbol may be

used when referring to numeric range except for copyright notice, but it must be replaced with a word “/A™\5” or
half-width hyphen in this case.

Example:
English Japanese
The value should be between 0 and 99 mm. fElX 0 ~ 99 mm DEFETHITNIEBEYEE A,

© 2008-2011 Microsoft Corporation. All rights reserved. © 2008-2011 Microsoft Corporation. All rights
reserved.

Do not use other dashes unless necessary.

Ellipses (Suspension Points)

In Japanese, use three half-width periods as used in the source text.

Example:
English Japanese
Change... TH..
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Period

In Japanese, use periods as:
e Adecimal separator
e Ellipses

e A part of bullets, numbers, file name, English quotation, trademark, company name, etc., as used in the

source text

Example:

English Japanese
1.5inch 1542 F
Add... Bm...
readme.txt readme.txt

Quotation Marks

In US source strings, you may find software references surrounded by English quotation marks.

In Japanese, half-width quotation marks (*’) are used when referring to:

e  Texts or symbols displayed on the screen, except for Ul labels
e  Characters or texts to be emphasized
o Names of field, property, action, argument, etc., in Japanese

Example:

English Japanese

Letter M is displayed on the screen. BEEIC ‘M ELDIXFNRTENET .
This is called a ribbon. hzE YRy EBUFET,

- “SRBR” J4—ILR

Parentheses

In English, there is no space between the parentheses and the text inside them.
In Japanese, half-width parentheses are used when referring to:

e  Access keys
e  Trademark symbols
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e  Phone number (separators)

e  Supplementary explanation (ex. Reference to unlocalized Ul terms)

Example:

English Japanese

Size(S) H1X(S)

- Microsoft(R)

- (090) 1234-5678

Click View. [View] (&) &02)vILET,
Brackets

In Japanese, half-width brackets ([]) are used when referring to user interface.

Example:

English

Japanese

Click OK to close the dialog box.

[OK] &2 vILTHAT70T RyVREHCET,

Left/right corner brackets

In Japanese, full-width left/right corner brackets (I 1) are used when referring to:

e  Help topics

e  Topics or information on web site

o  Title of chapter/section/subsection/appendix in documents

. Texts to enter
° Texts in a file

Example:

English

Japanese

For details, see Security.

HEMIZOVWTIE. TEX 1 T11E2SBLTEEL,

See 3.1 Formatting in this document.

ZOR=Z2T7ILDI3.1 EXEBREIZSELTZE0N,

Enter “setup” in the textbox.

TERARRYYRIZ setuplEAALET .

Find a string “App Search” in the file.

T74ILTIApp Search ] ELVSXFHERELET .

Note: The brackets should not be used when these texts and topics are listed.
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Example:

English

Japanese

To view all the services, enter following text:

all

Y—EREZTRTRRTDIZIE, ROTFANEAHALET :
all

Left/right white corner brackets

In Japanese, full-width left/right white corner brackets ([']) are used when referring to (reference) documents and

books.

Example:

English

Japanese

You can download SQL Server 2008 guide white
paper.

[SQL Server 2008 AAK] KT Ak R—/\—%FHO—KT
CEX

Semicolon

In Japanese, use semicolon (;) as a part of English quotation, trademark, company nhame, etc., as used in the

source text.

Ampersand

In Japanese, use ampersand (&) as a part of English quotation, trademark, company name, etc., as used in the

source text.

Question mark

In Japanese, use half-width question mark (?) as a part of English quotation, (hnumerical) expression, interactive

messages, etc., as used in the source text.

Example:
English Japanese
Do you want to save changes? EEZRELETH?
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Exclamation mark

In Japanese, use half-width exclamation mark (!) as a
interactive messages, etc., as used in the source text.

part of English quotation, (numerical) expression,

Example:

English Japanese
Warning! o=l
Slash

In Japanese, use half-width slash (/) as:

e Date separators
e Representing a pair of opposite terms

e A part of English quotation, (numerical) expression, trademark, company name, etc., as used in the source

text.
Example:
English Japanese
- 2011/1/13
On/Off FoIF2

Katakana middle dot

In Japanese, use Katakana middle dot (*) as a part of foreign person name, trademark, company name,

country/region name, language name, etc.

Example:
English Japanese
Trinidad and Tobago R)=&F—K kT

Abraham Lincoln

IATINLYoh—Y

Singular & Plural

This section does not apply to Japanese.
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Split Infinitive

This section does not apply to Japanese.

Subjunctive

This section does not apply to Japanese.

Symbols & Non-Breaking Spaces

Unless otherwise instructed, Japanese symbols and punctuations should be full-width while others used

worldwide are half-width.

Note: In software, some symbols may not be allowed due to programming restriction.

Plus sign

In Japanese, use half-width plus sign (+) as:

e  Shortcut key separator

e A part of English quotation, (numerical) expression, trademark, company name, etc., as used in the source

text.
Example:
English Japanese
Ctrl+Tab Ctrl+Tab
Syntax

This section does not apply to Japanese.

Verbs

Causative form

Avoid using “~ &+ %" unless it is necessary.

Example:

English

+

Move the dialog box when the cell
is not visible.

TILARZGBNEEF . F47RT R
VIREBELET,

TILARZGBNEERF . F47RT R
VIREBBSEET,
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Verbal noun

In general, use “~LZE9" instead of “noun + ZZE4TLET (1TLVET)” unless it becomes wordy.

Example:

English

+

Install the application.

TV r—2avELA v AR—)LLE
EE

TV r—2ar DAV AN—ILEELT
LET.

Add, move, or delete the row.

TmEM., B, FFHIBREITLE
TO

TEEMLEZY. BEILIZY., HIBRL:
YLES,

Double negative

Avoid using two negative words in a sentence unless it is necessary.

Example:

English

+

The computer is not safe unless it is
protected by anti-virus program and
software updates.

DAIINARMETOTSLPYITRIT
BHIOTSLTRESNATLENE
&. 3V 1— 45— FERIZELEIhE
ERS

DAINARETAT S LPY T ITT
BHIATSLTRESNTIVELNS
&.0VE1—4—([FRETIEHYE
A,

Jargons

Avoid using jargons.

Example:
English + -
Start Windows. Windows ##2EILET Windows #3156 EITET .

Continuous operations

Usually expressed in English with a gerund. Should be translated into Japanese as “~LTLVE Y™ in general.

Example:
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English Japanese

Copying the file... T7AINEIE—LTWNET ...

Translation of “must”, “should” and “may”

. Must

“Must” is often used to describe a user action or setting that is required. In such cases, it should be translated as
‘~F % (THD) BENHYFET.

Example:

English Japanese

Forward linkID must be an even number. Forward linkID [EBBTHAILENHYFET,
You must specify the user name. A—H—LEEEITIVLELNHYFET,

e  Should

“Should” is often used to describe a user action or setting that is recommended but optional. In such cases, it
should be translated as “~Z&HE1HLET .

Example:

English Japanese

You should back up the data. T—ADNVITITEEBOLET,

The file should be saved in a different location. ADIGFRICI7AINERTET D EEHEOLET,
e May

“May” is often used to express possibility. In such cases, it should be translated as “~3 % (TH5) HELHYE
9.

Example:

English Japanese

You may need to change the setting. HEZEBRLLEINIEGSHEMEELHYET,
The installation may take several minutes. AVAR=ILIZIEE A DD BIEELHYET .
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Word Order

This section does not apply to Japanese.

Style and Tone Considerations

This section focuses on higher-level considerations for audience, style, tone, and voice.

Audience

Make sure to confirm user group to be targeted for your project beforehand. Depending on the target users, some
of the Style Guide rules may not be applicable.

Style
Use Desu-masu (T3 £ 9 &, polite style), Dearu (T# 4, plain style) and noun phrase (A& LL&) appropriately.

When to use Desu-masu:

In general, sentences should be translated in Desu-masu unless otherwise instructed. When the sentence
prompts users to take an action, use “...L TLZEN, .

Example: Explanatory texts in windows, dialog boxes, message boxes and status bar (in software); Explanatory
text except for headings (in document)

When to use Dearu:

When sentences should be briefly and simply translated, use Dearu. Noun phrase can be used depending on the
situation (lack of space, etc.). Make sure to keep consistency on levels.

Example: Check box, Option button (in software); Explanatory texts used as headings (in document)

When to use noun phrase:

When sentences should be briefly and simply translated, use noun phrase. Dearu and appropriate postpositional
particles can be used depending on the situation. Make sure to keep consistency on levels.

Example: Titles of menus and boxes, menu commands, labels in dialog boxes, command buttons, tabs, list items
in list boxes or combo boxes (in software); Titles of web pages, headings, call-outs, captions (in documents)

When using noun phrase, make sure to keep the expression simple and clear.

Example:
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English + - Note

Show changes EEFEDERTR EEEMZRT Basic expression “~ @ ~"

Select object types AT OMDIEFELEIR | AT OMDIEFEDER | Avoid “~D~D~".

Open an item T AT LZERK TATLOBRRE Use Dearu instead for
clarity.

Next A R Add an appropriate
postpositional particle for
clarity.

Tone

e Honorific expression (B##:&) and humble expression (5%:%:%)

In general, do not use honorific expression and humble expression.

Example:

+ T—R IFANETTI)r—2av ICBEMITHE, ~
- TF—R IFAINETIT)r—avIZBEE M T TN EEET L ~

In materials in which “supplier-customer” relationship should be considered, use those expressions.

Example:
English + =
we (referring Microsoft) Bt L4, Ew

Please buy ...

~ZHBELRDHIZELY,

~ZEBALTZS,

When you use ...

~ZEHBFEOLIECEEITE,

~ZEFESEEICF,

Please contact ...

~[ZBEBNEHELIZELY,

~[ZEWELE TS,

e Polite expression (T E3g)

Do not use excessively polite expression unless necessary.
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Example:

English

+

Please be careful...

FBLTEELY,

ZEELIEELY, (Acceptable in
special warnings/requests to users)

Please check...

HEFRBL TS,

CHEFRLIZELY, (Acceptable in
special warnings/requests to users)

Please buy ... when you use ...

~EFERATHEEICE, ~EHBELVK
LS,

~EBFEDWEEEITF ~Z2EB
BLvRoEE0Y,

Please make sure not to use ...

~EFERALLGOELS TEECESL,

~EFERLGELRNEITERESLE
LY,
~ECHERBIZELRNRITERES
LY,

Voice

e  Translation of “You”

In general, do not translate “You” when the subject is apparent. If it is necessary to specify the subject, use
general noun such as “1—#—" (user) and “®rvrkT—-EEE" (network administrator).

Example:

English

Translation

You are now connected to the Internet.

REAR—RyMIERELTLET,
A—H—[FBRAEAF—RVMERLTULET,

e Inanimate subject

In general, do not literally translate inanimate subject (such as product, program and device) as the agent of

action unless it is necessary. Use passive voice and omit the subject instead.

Example:
English Translation
The component detects the device. TINAZADEEENFET,
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e  Active/passive voice

In general, use active voice when the agent of action is person (user). Use passive voice when the action is
automatically performed by computer from user‘s point of view.

Example:
English Translation
Open the file. T7AIVERRZEET,

A dialog box is displayed.

FAT7OT RyHOANKRRINET,

The program will restart the computer after the
installation.

AV A= )LIZIZaAVE 12— 38— BEHINET,
AVRAb—ILE, TR S LIZEYIVE1—2—HEE SN
ij—o
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Localization Guidelines

The target audience is those who have Japanese literacy. The goal of a localization project is to adapt the
contents of the source linguistically, technically and culturally into the target locale.

General Considerations

From the outset of the project, localizers need to understand the source contents fully and then reproduce the
same contents accurately in the native language of the target market. The target contents should be informative,
reflecting all source contents, and should be clearly structured, consistently described and easily understandable.

Abbreviations

Common Abbreviations

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

e Keynames

References to key names, usually followed by “¥—" or "/kwk F—" (Example: Shift ¥—, EEHvb F—), can be
abbreviated omitting the word “F—* or “7kwk #F—" (Example: Shift, E£).

e  Spaces

A space between characters can be omitted. In this case, make sure that the characters are clearly displayed and
the style is consistent on the screen.

. Menu

References to menu on Ul, usually followed by “A=21—" (Example: [&7R] A=2—), can be abbreviated omitting
the word “A=a2—" (Example: [&7R]).

List of common abbreviations:

Expression Acceptable Abbreviation
Enter F— Enter
A—H—ALVA—TIARX A—H—(28—T1M(X
IDAZRIR ID &R~

[P7AN] A=a— [P74I]
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Don’t abbreviate product names and trademarks.

Note: See Abbreviations in Documents for document localization.

Accessibility

Terminology used in accessibility-related context may be updated.

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), OLE (Object Linking and Embedding), or RAM (Random
Access Memory). In Japanese, the acronyms should not be localized in general.

Applications, Products, and Features

Application/product names are often trademarked or may be trademarked in the future and are therefore rarely
translated. Occasionally, feature names are trademarked, too (e.g. IntelliSense™). Before translating any
application, product, or feature name, please verify that it is in fact translatable and not protected in any way.

For details and usage guidelines of Microsoft trademarks, see “< /R 7rDEIZE” (Microsoft Trademarks)
available at http://www.microsoft.com/japan/mscorp/legal/trademarks/default. mspx.

e  Trademark symbols

(R) or (TM) may be used when trademark symbols ® and ™ cannot be used.

e Distinguishing between English and Japanese versions

1" =

If necessary, product names can be followed by “HZARZEhR” (Japanese version) or "% E&R” (English version) to
distinguish between the versions.

Example:
Microsoft Windows 7 B AEERR
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Frequent Errors

. FE

Avoid using the term “4S1E” unless it pertains to something prohibited by law.

Example:
English + -
invalid URL |2h7T URL FIE7%E URL

Bad XML format.

XML M ELLHYEE A,

FIEL XML BXTT,

The value is illegal. ENEMTT, EARETY,
The file is incorrect. T7AILHRELLBYEEFA. T7AILIMNRIETT,

lllegal access is prohibited.

RETIERGFEILESNTOEYS,

BNET I ERIELESNTVET,

Fictitious Information

Fictitious content is legally sensitive material and as such cannot be handled as a pure terminology or localization

issue.

Recurring Patterns

Representation of reference information

. Standard translations

In general, use following translations:

English

Japanese

For ..., see ...

~[2DWW T, ~ZSBLTIZEL,

For more information, see ...

For details, see...

FHHICDOWTIE, ~ZSRL TS,

For more information about ..., see ...

~DFEMZDOLTIE, ~ZSHBELTIESLY,
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Unless otherwise instructed, use the Japanese title and link information if there is a corresponding Japanese
content (document, topic, information) on web site. If not, use the English title with Japanese translation enclosed
by parentheses.

e  Usage of brackets
Choose appropriate brackets according to the type of referred content, unless otherwise instructed.

Type of content Brackets Example
Printed manuals and books, Left/right white corner brackets, ['] M= DUV TIZ, TOutlook 2010:
documents on web site XML Schema Reference]l (Outlook

2010: XML RF¥x—< JT7LUR) &
SHBELTES0,

Help topics Left/right corner brackets, I | SOl TEHTOFS LD
AV AM—IL 1S RL TS,

Topics/Information on web site Left/right corner brackets, I | Sz DL T, TVisual Studio T
@ .NET Framework 7A4'5324']
ZSRLTIZE,

Standardized Translations

There are a number of standardized translations mentioned in all sections of this Style Guide. In order to find
them more easily, the most relevant topics and sections are compiled here for you reference.

. Measurement Units
. Representation of reference information

° Arrow Keys

Unlocalized Items

e  Trademarked names and the name Microsoft Corporation shouldn’t be localized. A list of Microsoft
trademarks is available for your reference at the following location: http://www.microsoft.com/trademarksit-
mark/names.htm.

o Placeholders ({1}, %s, etc.) should not be localized unless otherwise instructed.

e Escape characters (\n, \r, etc. Can be displayed as “¥ n”) should not be localized unless otherwise instructed.
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Example:

English + -

You have cancelled the BEZIMYELEL . \Wn#RITLET | BEEZIRYELEL . HITLETH?
operation.\r\nAre you sure you wish | m?
to continue?

e Registry keys should not be localized. They should be kept locked in general.
Using the Word Microsoft

In English, it is prohibited to use MS as an abbreviation for Microsoft.

In Japanese, use "Microsoft" when it refers to the US headquarters. Use "< 44~ B8V 7k~" when it refers to the
Japan offices. Example:

+ XM7Y IMNIEREIZEWTESFEEORMYMEAZRIELTLET,
+ Microsoft At REE TITH-=7U5r—rMABEDHEREZHRRLELT-,

Software Considerations

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

Refer to http://msdn.microsoft.com/library/aa511258.aspx for a detailed explanation of the Windows user interface
guidelines (English).

In Japanese, “Windows 1—H— IHXRIIU R HARS54/2" is available at http://msdn.microsoft.com/ja-
jp/library/aa511258.aspx as a reference. This is an example that shows how Windows products have
implemented the Microsoft standard Ul reference rules.

User Interface

In Japanese, when referring a Ul item which has a label text (name), enclose the text with half-width brackets ([ ])
in principle. Do not use the brackets when referring to a Ul item which does not have a label text. Do not use the

brackets either when referring to products, program, component, utility, tool, snap-in or wizard, unless their icons
on the interface are referred to.
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User interface items: Overview

ltem

Example

Note

Check box

[COBETERTT D] Fvy Hhvs
A

Enclose the label with brackets, and
add “Fxy¥ Ry R” following the
brackets.

Command button

[OK]

Enclose the label with brackets. Do
not add “ZR4Z>” following the
brackets, unless it is necessary to
clarify what it is.

Command link

[$9 <A E—vrESRLET]

Enclose the label with brackets. Do
not add a word such as “a<> kK 1)

%" following the brackets, unless
it is necessary to clarify what it is.

Dialog box

[AER] A 4705 RyHR

Enclose the label with brackets, and
add “F 4785 Ry R following
the brackets.

Drop-down list and combo box

(B4 LY —2DFEIR) Ruo R

Enclose the label with brackets, and
add “7/Ryo R” following the
brackets.

Drop-down list and combo box - List

[BALT—2DFR) RVIAD—E
@ [(UTC+01:00) SR, RaE
I.ILIxT HILT]

The list displayed in the box should
be referred to as “[the label of the
box] Ry XAM—E". Each item in
the list should be enclosed with the
brackets.

Gadget

CHEDESIE

Do not enclose the name with
brackets. Add “i¥ vk following
the name.

Group box

(YT

Enclose the label with brackets. Do
not add “% JL—J" following the
brackets, unless it is necessary to
clarify what it is.

Icon — Application/Shortcut

[CHFE] TAAVEI)VIT B,

When referring to an application or
shortcut icon, enclose the label with
the brackets, and add “7/2a>”
following the brackets. Do not use
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the brackets when referring to the
application itself.

Icon — File/Folder

[ZILINL]) TAINEDTAAEET
WOy ILES,

When referring to a file (or folder)
icon, enclose the label with the
brackets, and add “Z7/ILDT A3
V7 (or “DHILEDTAaV”)
following the brackets. Do not use
the brackets when referring to the
file or folder itself.

Link [A2ZA40TEAL V=D EMIESR | Enclose the label with brackets. Do
S not add a word such as “1)>%”
following the brackets, unless it is
necessary to clarify what it is.

List box [hRATAX] RyH R Enclose the label with brackets, and
add “7/Ry- R” following the
brackets.

List box - List [MRETA X RO RAD—ED EE | The list displayed in the box should

DEIR] be referred to as “[the label of the
box] Ry XM—E". Each item in
the list should be enclosed with the
brackets.

Menu [7AI] *=a— Enclose the label with brackets, and
add “A=a1—" following the
brackets. When space is limited, “*
Za—"can be omitted if it is
apparent.

Menu - Button [#mEE] When referring to a button on the

menu bar, enclose the label of the
button with the brackets. Do not add
“7R4>” following the brackets,
unless it is necessary to clarify what
it is.

Menu — Help button

[?] AR2> or the image

Help button (Displayed as “?”)
should be referred to as “[?] RHZ>”
if the image is not available.

Menu - Command

[#7#5]

When referring to a command on
the menu, enclose the command
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name with the brackets. Do not add
“a< R following the brackets,
unless it is necessary to clarify what
it is.

Radio button (Option button)

[COBERZERTLEN]

Enclose the label with brackets. Do
not add “4A 73> R22” following
the brackets, unless it is necessary
to clarify what it is.

Ribbon

See Tabs for reference to the tab.
When referring to a group on the
tab, enclose the group name with
the brackets, and add “4' JL—7”
following the brackets. When
referring a command in the group,
enclose the command name with
the brackets.

Spin control (Spin box)

[RAEFE=-TOTSLORTE] Ry
IR

Enclose the label with brackets, and
add “7/Ryo R” following the

brackets.

Tab CEMDEEET] 27 Enclose the label with brackets, and
add “#7" following the brackets.

Taskbar - Start [RE—H] n/a

Taskbar - Start - Menu [TRTOTRYS L] When referring to an item on the
menu displayed by clicking Start,
enclose the label with the brackets.
Do not add a word such as “a<>
K7, unless it is necessary to clarify
what it is.

Taskbar — Program button RE3! When referring to a program button,

enclose the label with brackets. Do
not add “ZRA2>" following the
brackets, unless it is necessary to
clarify what it is.

Taskbar — Icon/Indicator in
notification area

Toar v —FAay

When referring to an icon or an
indicator in naotification area on the
right side of the taskbar, do not
enclose the name with brackets.
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Add “FZAar" or ‘Ao lr—452—"
following the name.

Text box [RRBD AN RYIR Enclose the label with brackets, and
add “7Rw%- R” following the
brackets.

Toolbar [PRLR]Y—IL 13— Enclose the label with brackets, and

add “Y—JL 7/X—" following the
brackets.

Toolbar - Button

[(E 3]

When referring to a button on the
toolbar, enclose the button name
with the brackets, and add “7/R%>”
following the brackets. If it is
apparent, “ZR2>" can be omitted.

Window

[RFR] V1R

Enclose the label with brackets, and
add “74> k2" following the
brackets.

Window frame - Button

&/MEREY

When referring to buttons on title
bar, do not enclose the name with
the brackets. Add “7/R%>" following
the name.

Window frame - Icon

AEWRDEAARIL IN— F ALY

When referring to an icon on the
title bar, do not enclose the name
with the brackets. Add “D%AkJL 7\
— 743> following the name.

User interface items: Samples

. Check box

V]iCDisstEFoRY B(H)

Enclose the label with brackets, and add “Fzv% 7Kv% X" following the brackets.
Example: [COBEERRT D] Fovd RvI R
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. Command button

oKk || Fepn || #EAQW

Enclose the label with brackets. Do not add “7R4>” following the brackets, unless it is necessary to clarify what it
is.

Example: [OK]

. Command link

B STLAH—Ry MESRLET() |

S MLLVBEETY PPy LET(S)

Enclose the label with brackets. Do not add a word such as “a< >k 1)>4” following the brackets, unless it is
necessary to clarify what it is.

Example: [§ <AV A—RybESRLET]

e Dialog box

Fremp.xt ~AOETAEEEFLETH?

7338 || sELew || Feowl

Enclose the label with brackets, and add “# 4 7H8% Rw%- X" following the brackets.
Example: [AEIR] #A47R0T RyIR
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e  Drop-down list and combo box

S I =R (E):
(UTC+01:00) 51k, AaET, L3+ 0). YO0 A

Enclose the label with brackets, and add “7Rv% X" following the brackets.
Example: [24 LY —2D&ER] Ryo R

The list displayed in the box should be referred to as “[the label of the box] Ry XM —&”. Each item in the list
should be enclosed with the brackets.

Example: [#4 LY —2 D& R] Ry ZAD—ED [(UTC+01:00) H5IR, RAEL, TILi v, H5 LT

Do not enclose the name with brackets. Add “/7¥ k" following the name.
Example: st Aoz vk

e  Group box

-

AaBbYy/z
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Enclose the label with brackets. Do not add “%"JL—7” following the brackets, unless it is necessary to clarify what
it is.
Example: [¥>FIL]

When referring to a static text field in a group box, enclose the group box label with brackets and add “7/Ry4o R”
following the brackets.

Example: [ FIL] RuH R

) Icon

When referring to an application or shortcut icon, enclose the label with the brackets, and add “7 42>
the brackets. Do not use the brackets when referring to the application itself.

Example: [C#&F8] TAAVEI)VIT B,

following

When referring to a file (or folder) icon, enclose the label with the brackets, and add “Z7/ILDF7A32” (or “T#+ )L
F DT A" following the brackets. Do not use the brackets when referring to the file or folder itself.

Example: [FILINL] THILE DT AAVEZL TILI)vILET,

. Link

A SA 2 TEA L= OFHERTEE
Bt &9 - DEFERE

Enclose the label with brackets. Do not add a word such as “1J>»%” following the brackets, unless it is necessary
to clarify what it is.
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Example: [ 5142 TRA L J—2 D MIEHREIF

) List box

ANTDER v E
SoDBSIRT R 9
FHIE O
E IR -+
Sk ERIR [ iF

Enclose the label with brackets, and add “/Rv4 X" following the brackets.
Example: [IRZT A X] RyHIR

The list displayed in the box should be referred to as “[the label of the box] Ry XM —&”. Each item in the list
should be enclosed with the brackets.

Example: [ARZIAX] RyIVRD—ED [BEDER]

° Menu

e

AN Ctrl+N |
FA<{0)... Ctri+0
FBEHEES) Ctri+5
ERETTREA)..

M—SEE(U)..

FIRI(F)... Cirl+P
ATIROEET(X)

Enclose the label with brackets, and add “*=a1—" following the brackets. When space is limited, “*=21—" can be
omitted if it is apparent.

Example: [774)L] A=a2—
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When referring to a button on the menu bar, enclose the label of the button with the brackets. Do not add “/R2>
following the brackets, unless it is necessary to clarify what it is.

Example: [#RE]
Help button (Displayed as “?”) should be referred to as “[?] 7RZ>” if the image is not available.

When referring to a command on the menu, enclose the command name with the brackets. Do not add “a<>R”
following the brackets, unless it is necessary to clarify what it is.

Example: [#7#8]

e Radio button (Option button)

O coEBERTLIN
O #Z1-tLTETTS
Q@ UUBLTETTS

Enclose the label with brackets. Do not add “4 73> 7R42>” following the brackets, unless it is necessary to
clarify what it is.

Example: [COEB &R RLEL]

e Ribbon
TR
Ovrze 7 A
BEDAT LT | R -\ B - § A Q
L A e ._4 e w1l

In general, in procedures, a reference to the ribbon is avoided in the source text. Instead, specific tabs, groups,
and commands on the ribbon are referred.

See Tabs for reference to the tab. When referring to a group on the tab, enclose the group name with the
brackets, and add “4'JL—7" following the brackets. When referring a command in the group, enclose the
command name with the brackets.

Examples:
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[R—L] 2T D [ A=) T L—T 25 [ER =0V ILET,
e  Spin control (Spin box)

T B0l JOO LD Fomdul M): 10

Enclose the label with brackets, and add “7R% X" following the brackets.
Example: [RiEFE>-TO5 S LDRTEH] Ry R

e Tab

ENDIFET | 128 b B3]

Enclose the label with brackets, and add “27” following the brackets.
Example: (EMDEFET] 27

e  Taskbar

P FRTOIOISA

Start should be referred to as [R2—H].

When referring to an item on the menu displayed by clicking Start, enclose the label with the brackets. Do not add
a word such as “a< k", unless it is necessary to clarify what it is.

Example: [T RXTOTOY S 4]

64



When referring to a program button, enclose the label with brackets. Do not add “7R%>
unless it is necessary to clarify what it is.

Example: [{1££]

following the brackets,

When referring to an icon or an indicator in notification area on the right side of the taskbar, do not enclose the
name with brackets. Add “7A43a>" or “4 > ¥4 —~42—" following the name.

Example: 7923y €242 — 74y
e  Text box

FRBODAN(T):
PST

Enclose the label with brackets, and add “7R% X" following the brackets.
Example: [RTREDA A RvI X

. Toolbar

SR S-S UICEN ~ ekl Bl SZAD

Enclose the label with brackets, and add “*Y—)JL 7\—" following the brackets.
Example: [FFLR] Y—IL /13—

When referring to a button on the toolbar, enclose the button name with the brackets, and add “7/R%>" following
the brackets. If it is apparent, “/R2>" can be omitted.

Example: [ZH]

1 e E I

T A
KxFohrFERRTae) MY @TAD




Enclose the label with brackets, and add “~Jr> k" following the brackets.
Example: [#&&] 71k

e  Window frame

S7IUE) REE)

When referring to buttons on title bar, do not enclose the name with the brackets. Add “/R42>" following the name.
Example: f&x/MERZ>

When referring to an icon on the title bar, do not enclose the name with the brackets. Add “O%2AkJL /A— FA2aL”
following the name.

Example: AEERDAARIL /13— T A2

Other items

In principle, do not use brackets to refer to names of the items below, unless they have a Japanese name.

Item Example Note

File AUTOEXEC.BAT 771 )L Enclose the name with quotation
“EEET X TFAIL marks when it is Japanese.

Field text 74—JLK Enclose the name with quotation
“FEZR T4—)LR marks when it is Japanese.

Function SUM Bi %k n/a

Property Visible 70/37« Enclose the name with quotation
“ER TONTH marks when it is Japanese.

Action FindRecord 793> Enclose the name with quotation
“La—KigER 7Hiay marks when it is Japanese. When
“FindRecord/La—Ki& %> 743> referring both names, insert a slash
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between the names and enclose it
with quotation marks.

Procedure Sub 7B —T ¥ n/a
Argument number 5141 Enclose the name with quotation
“Hr{E” Bk marks when it is Japanese. When
“umber/${E" 2%k referring both names, insert a sla§h
between the names and enclose it
with quotation marks.
Method AppendChunk Ak n/a
Statement AppActivate AT—krA2 K n/a
Operator And JBEHEF n/a
Object QueryDef A7z ok n/a
Collection Properties aLv< 3> n/a
Event Activate 1Rk n/a
Constant E# acOLELinked n/a
Help Microsoft Window 7 ~NJL n/a
Table Customers 7—7 )L Enclose the name with quotation
marks when it is Japanese.
Form COrders 7#4—L Enclose the name with quotation

marks when it is Japanese.

Variable information

In principle, follow the style of the source text when you distinguish variable information such as file name, path
and variables. When the information becomes too indistinguishable (due to font type, etc.) in a sentence, angle
brackets (<>) should be used to enclose it in order to differentiate it from invariable information. When the
information should be more emphasized in a sentence, you may also use quotation marks (“").

Space between sentences and phrases
In principle, follow the space of the source text. Make sure to check whether the space looks appropriate in

runtime environment.
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Messages

Status Messages

What is a Status Bar Message?

A status bar message is an informational message about the active document or a selected command as well as
about any active or selected interface item. Messages are shown in the status bar at the bottom of the window
when the user has chosen a menu, a command or any other item, or has started a function. The status bar
messages refer to actions being performed or already complete (for example in Outlook below).

398 Items |

Download Full tems

Download Headers and then Full lkems

Download Headers

On Slow Connections Only Download Headers

Work Offline

Updating Inbox (257 KB). | Connected to Microsoft Exchange ~

Japanese Style in Status bar Messages

In English, the status bar messages have different forms dependent on the information they must convey. In

Japanese, menu and commands status bar messages should follow the format below.

English Status Bar

Japanese Status Bar

Name Japanese Name Category
message message
Edit n/a menu Contains editing commands | n/a
Copy to THILE—2aE—.. menu Copies the selected items to | n/a
Folder... a new location
n/a HLORF AV REERL
New command Creates a new document 4
. - FITO O ERTTHNE
Make object visible? -
) SHERELES .
Word is converting the n/a
document. Press Esc to
stop.
Datasheet View T—AY—kEa—
Done 5T

68




The importance of standardization

In the US product you can often find messages that are phrased differently even though they have the same
meaning. Try to avoid this in the localized Japanese version. Use one standard translation as in the examples

below:

English term

Press F1 to get Help

If you want Help press F1
To get Help press F1

Not enough memory
Insufficient memory

There is not enough memory
Save changes to %17

Do you want to save changes to %17?

Error Messages

What Is An Error Message?

Here is an example:

-
File and Folder Rename ['é:_hJ

.;@:. Can’t rename "Pictures” because a file or
= folder with that name already exists

Specify a different name.

Close

Correct Japanese translation

ANIVTEREFETBIZIE FL F—FRL TSN

AEYSNTBLTWET

%1 ~NDEBRANBTEREFELEFTH?

Error messages are messages sent by the system or a program, informing the user that there is an error that

must be corrected in order for the program to keep running. For example, the messages can prompt the user to

take an action or inform the user of an error that requires rebooting the computer.
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Japanese Style in Error Messages

It is important to use consistent terminology and language style in the localized error messages, and not just
translate as they appear in the US product.

In Japanese, use Desu-masu (T9 £ 9 &, polite style) when translating message body. When the message
prompts users to take an action, use “...L TLfZ&L\, ”. Use noun phrase ({AE 1£&) when translating a title of the

box and command buttons.

Standard Phrases in Error Messages

When translating standard phrases, standardize. Note that sometimes the US uses different forms to express the

same thing.
Examples:
English Translation Example Comment
Cannot ... ... copy file.
~TEFEHEA ) n/a
Could not ... T74IWVEIE—TEFEEA
Failed to edit the query
DTVZwRETEFEATL | "Failure of noun” should
Failed to . = tie trapslated as“.. DT
. . ~TEFHATLE: Failure to update the S—MEAELELE, or
Failure of/to/in ... . “ = »
settings. ... TZ>—" where noun
LEAEHTEEEATL phrase is appropriate.
T=
Cannot find ...
Could not find ... . ... resource.
_ ~NEONMYFEA X n/a
Unable to find ... JY—ANREONYER A,
Unable to locate ...
Not enough memory
Insufficient memory ...to start %1. U " "
. . se noun phrase when
There is not enough memory | *EUAFELTWET AEUNFELTLST= appropriatz
0. %1 EZHBETEER A, '

There is not enough memory
available

... IS not available

~[IERATEEEA

This function ...

n/a
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English Translation Example Comment

... is unavailable COBEMIIERATEEE
A/Q

Error Messages Containing Placeholders

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

%d, %ld, %u, and %lu means <number>
%c means <letter>

%s means <string>

Examples of error messages containing placeholders:
"Checking Web %1!d! of %2!d!" means "Checking Web <number> of <number>".
"INI file "%1!-.200s!" section" means "INI file "<string>" section".

In Japanese, you can change the order of the placeholders within a string if they can be distinguished each other.
When the placeholder is enclosed by brackets (single quotation marks, etc.) in the source text, leave them as they
are.

Example:

English 4 -

{1} in {2} is missing. {2} @ {1} BBYFEE A n/a

Database: ‘%s’ T—AR—X: ‘%s’ T—RR—X: %s
Keys

The keyboard is the primary input device used for text input in Microsoft Windows. For accessibility and efficiency,
most actions can be performed using the keyboard as well. While working with Microsoft software, you use keys,
key combinations and key sequences.

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

In Japanese, when the key name consists of one English word, capitalize the first letter. When it consists of two or
more English word, capitalize the first letter of each word. A space should not be inserted between the words. You

71




can use a key name as appears on the keyboard if necessary. (Example: Esc, Tab, Ctrl, CapsLock, NumLock,
ScrollLock, Pause, Shift, Alt, Space, Enter, BackSpace, Ins, Del, Home, End, PageDown, PageUp, Break,
PrintScreen, F1, F2, F3, F10)

References to these key names are followed by a term “F—". When the key name is in English letters, insert a
space between the name and “*—". When the key name is in Japanese, do not insert the space. Do not use

brackets.

Example:

Key + -

Enter Entera¥— Enter +—
it Tt — Efax—
right arrow key —F— —AF—
Shift Shifta¥— [Shift]a¥—

References to hot keys (on keyboard, not equal to access keys) are followed by a term “Ryba¥—".
Example: EEHRybat—

References to alternate command keys are followed by a term “F—".
Example: JTTIZR 3 ¥—




Access Keys/Hot keys

E MNew Text Document - Notepad

(= [ B

Mew Ctrl+MN
Access keys Open... Ctrl+0

Save Ctrl+5

Save As..

Page Setup...

Print... Ctrl+P

Exit

gd'rt Format View Help

Shortcut keys

Sometimes, there are underlined or highlighted letters in menu options, commands or dialog boxes. These letters
refer to access keys (also known as hot keys) that allow you to run commands, perform tasks, etc. more quickly.

Hot Key Special Options

Usage: Is It Allowed?

Notes

"Slim characters”, such as I, I, t, r, f
can be used as hot key

no

n/a

Characters with downstrokes, such
asg,j, Y, pandqcan be used as
hotkeys

no

n/a

Extended characters can be used as
hotkeys

no

n/a

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

yes

n/a

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

yes

n/a

A punctuation sign, appearing
between brackets after item name,
can be used as hotkey

yes

n/a

Duplicate hotkeys are allowed when

no

n/a
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Hot Key Special Options Usage: Is It Allowed? Notes

no other character is available

No hotkey is assigned when no more | no n/a
characters are available (minor
options only)

Additional notes: In Japanese, access keys (771t X ¥—) are usually localized as “Term(Capitalized key
character)”. Do not insert a space between the term and the access key on the user interface. When the source
text ends with punctuation such as a question mark (?) or exclamation mark (!), the symbol should be inserted
between the term and the access key.

Example:

English + -

New HRAERL(N) n/a

Exit #¥T(X) n/a
Warning! ZH51W) ZE5WwW)!
Arrow Keys

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

In Japanese, references to the arrow keys appear as follows:

English Japanese Reading
Arrow keys nla AmEF—
right arrow key —¥— BAHRF—
left arrow key —F— EARF—
up arrow key 1% — EAEF—
down arrow key ¥ TARF—
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Numeric Keypad

It is recommended that you avoid distinguishing numeric keypad keys from the other keys, unless it is required by
a given application. In case which keys to be pressed is not obvious, provide necessary explanations.

Shortcut Keys

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

In Japanese, use half-width plus sign. Do not insert a space on either side of the plus sign on the user interface.

Standard Shortcut Keys

us US English Japanese Japanese

Command Shortcut Key Command Shortcut key
General Windows Shortcut keys

Help window F1 ANIVTERTT D F1

Context-sensitive Help | Shift+F1 KRIKRTFEDANILTERTT S Shift+F1

Display pop-up menu | Shift+F10 RyTF7YvT A=a—%KRFKTSH | Shift+F10

Cancel Esc BRIEEMYET Esc

Activate\Deactivate F10 AZa—N—DE—FETIT47 | F10

menu bar mode FIEETIT14TI12B

Switch to the next Alt+Tab RDT54<) 7T )r—3>I(2 | Alt+Tab

primary application yEzS

Display next window | Alt+Esc RDI4VRIERTT D Alt+Esc

Display pop-up menu | Alt+Spacebar EEFDI4RIDRYT 7Y | Alt+Space

for the window AZa1—ERTTD

Display pop-up menu | Alt+- n/a n/a

for the active child

window

Display property sheet | Alt+Enter BRLFEIEBOTO/AT0 —bk | Alt+Enter
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us US English Japanese Japanese
Command Shortcut Key Command Shortcut key
for current selection ERRTD

Close active Alt+F4 TOTATETT)r—3> Dy | Alt+F4
application window 1F%ERACS

Switch to next window | Alt+F6 FAT7AT Ry REFHWN-FFE | Alt+F6

within (modeless-
compliant) application

TV r—2avHORD 4K
DITYEZS

Capture active
window image to the
Clipboard

Alt+Prnt Scrn

TIOTATIEI4URIDA A=
=)y TR—RIZx v TF¥ T 5

Alt+PrintScreen

Capture desktop Prnt Scrn TRIMT DA A—2% 1)y TR | PrintScreen
image to the —FIZF Y TFY TS
Clipboard
Access Start button in | Ctrl+Esc BRADIN—DRAB—k A=1—%F | Ctrl+Esc
taskbar <
Display next child Ctrl+F6 RDIAVEIERTT S Ctrl+F6
window
Display next tabbed Ctrl+Tab RDIATERTT S Ctrl+Tab
pane
Launch Task Manager | Ctrl+Shift+Esc BRY XA —v—%EET D Ctrl+Shift+Esc
and system
initialization

File Menu
File New Ctrl+N T7AIEHRERT S Ctrl+N
File Open Ctrl+O T74 V&R Ctrl+O
File Close Ctrl+F4 I271ILEFLCS Ctrl+F4
File Save Ctri+S T7AIVERETD Ctrl+S
File Save as F12 T7AIVIZREIEM T TRET S | F12
File Print Preview Ctrl+F2 FRILE 2a—%2&R 75D Ctri+F2
File Print Ctrl+P T7AILEERIT % Ctrl+P
File Exit Alt+F4 TRTSLERTTS Alt+F4

76




us US English Japanese Japanese
Command Shortcut Key Command Shortcut key
Edit Menu
Edit Undo Ctri+Z WERNBTERICRY Ctri+Z
Edit Repeat Ctrl+Y WMENBTERYRY Ctrl+Y
Edit Cut Ctrl+X EREEZTIVERSD Ctrl+X
Edit Copy Ctrl+C BIR#EGFHEIE—T D Ctrl+C
Edit Paste Ctri+V BIREGEZEREY 1155 Ctri+V
Edit Delete Ctrl+Backspace EIZ 1 BEEHIBRT S Ctrl+Backspace
Edit Select Al Ctrl+A ITRTERT D Ctrl+A
Edit Find Ctrl+F BEDEAT7RYT RyIVRERT | Cul+F
EKO)
Edit Replace Ctrl+H BROAATRY RyYRERR | Ctri+H
EE)
Edit Go To Ctr+B SxTDFATAY RyYRE | Crl+G
RTTD
Help Menu
Help F1 ~NVTERIRT D F1
Font Format
Italic Ctrl+I FHRIZT B Ctrl+I
Bold Ctrl+G AFIZT D Ctrl+B
Underlined\Word Ctrl+U TH#R%E35I< Ctrl+U
underline
Large caps Ctrl+Shift+A BRFERXFITTS Ctrl+Shift+A
Small caps Ctrl+Shift+K RFFINBRREAXFIZT S Ctrl+Shift+K
Paragraph Format
Centered Ctrl+E PRBFIZIZTS Ctrl+E
Left aligned Ctrl+L ERizIZTS Ctrl+L
Right aligned Ctr+R BHiZIZTS Ctr+R
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us US English Japanese Japanese
Command Shortcut Key Command Shortcut key

Justified Ctrl+J miRRIZ 1235 Ctrl+J

Document Translation Considerations

Document localization may require some specific considerations that are different from software localization. This
section covers a few of these areas.

Titles

In Japanese version of Microsoft documentation, make sure to keep consistency among titles for document,
chapter, section, etc.

Copyright

Copyright protection is granted to any original work of authorship fixed in any tangible medium of expression from
which it can be perceived, reproduced, or communicated.

For usage guidelines and details, see “Y 470V I+DEEYDFERIZDULNT” (Use of Microsoft Copyrighted
Content) available at http://www.microsoft.com/japan/mscorp/legal/permission/default. mspx.

Abbreviations in Documents

When localizing documents, following items should be abbreviated.

e  Access keys/Shortcut keys

Do not put access keys/shortcut keys even if the corresponding Ul has them.
Example:

+ BRG] 20y ILET,

- [FRRER(N)] 209 ILET,

e  Symbols

Do not put symbols (such as :, ..., >, <) even if the corresponding Ul has them.
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http://www.microsoft.com/japan/mscorp/legal/permission/default.mspx

Example:
+[BRE] EV)vILET,
- [BRE..] EVIVILET,

Reference to Unlocalized Ul Terms

When referring to Ul terms left in English or not localized (ex. terms displayed from unlocalized components, etc.),
add Japanese translation in parentheses unless otherwise instructed.

Example:
+ [Add/Delete] GEN/AIBR) #A47RYT Ry AMKRRENFET,
- [Add/Delete] FA 70T Ry IVANKRRINET,
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