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What's New?

Last Updated: February 2011

New Topics

The overall Style Guide content was fully reworked in February 2011 as part of a major Style Guide update
project performed for all languages. As a result, most of the content from the old Style Guide has been
translated into English and moved to this new format.

Updated Topics

The following topics were updated with minor changes in comparison with the old rules:
¢ Recommended Reference Material — added a hew major normative online resource
e Addresses — removed notes on hanging indent, as per the latest information from Jazykova poradna

e Abbreviations — added “IT specialista” to the list of instances where an acronym may precede a noun



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This Style Guide went through major revision in February 2011 in order to remove outdated and unnecessary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 Czech 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 Czech 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. On a few occasions, we use the (+-) sign
to indicate a translation that is acceptable, but not recommended.

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. They are not a source
of approved terminology.


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

Sample Text

Zabezpeceni stolnich pocitaci: Ochrana v neustale se ménicim prostfedi informacnich technologii

V poslednich 15 letech se svét velmi zménil, pfevazné k lepsimu. Vypocéetni systémy se neustale vylepSuji
a vysledné zvySovani produktivity ma pozitivni vliv na podnikani. Vzhledem k obrovskému rozsahu vyuZziti
vypocetni techniky jsou samoziejmé velké také potencialni ztraty, a proto je dulezité disledné chranit jak
stolni poéitade, tak i servery a celou sit. Udinné ochrana firmy poZaduje dobré chapani rizik, kdy a kde miize
nejpravdépodobnéji dojit k naruseni zabezpeceni. Firemni stolni poéitace se systémem Microsoft Windows
XP Professional a sadou Office XP Professional spolu s firemnimi daty, zaméstnanci a systémy pro
elektronické obchodovani pfedstavuji rozhodujici soucast digitalni obrany.

Ve zpravé pro rok 2002, kterou spolecné vydala FBI a organizace Computer Security Institute, pfiznalo 90 %
dotazanych americkych organizaci — pfedev$im vyznamnych spolec¢nosti a viadnich ufadi — Ze v poslednich
12 mésicich doSlo v jejich sitich k naruSeni zabezpeceni, a 80 % z nich pak mélo za vysledek vyznamné
finanéni ztraty.

ProtozZe prestavuji hlavni vstupni branu do vasi firmy, jsou stolni pocitae nejvice ohroZené narusenim
zabezpeceni. Viry, trojské koné ¢i Cervi, neumysiné zpristupnéni nebo ztrata cennych a pfipadné tajnych
informaci, vypadky systému ¢i funkci, omezeni sluzeb zakaznikiim a ¢asové ztraty zaméstnancu na cestach
plynouci z nepristupnosti firemni sité patfi jen k nejbézZnéjsim potizim, které mohou postihnout firmu.
Nezavislé testy prokazaly, Ze spoleéné pouZiti systému Windows XP Professional a sady Office XP
Professional pfedstavuje zaklad pro spravu stolnich pocéitact s ohledem na zvy$ené zabezpeceni a
spolehlivost, omezuje rizika financnich ztrat plynoucich z vypadkt a zaroven zvysuje produktivitu.

Systém Windows XP Professional a sada Office XP Professional poskytuje vyrazné lepSi zabezpeceni
dulezitych firemnich dat diky Sifrovacim technologiim, které nejsou v systému Windows 98 SE a sadé
Office 97 vubec k dispozici.

Primyslové testy ukazaly, Ze osobnim pocitaédim se systémem Windows XP Professional a sadou Office XP
Professional hrozi mnohem nizZ§i riziko nakaZeni virem nez pocitaciim se systémem Windows 98 SE a sadou
Office 97.

Dalsi informace vam poskytne Petr Vasa na telefonnim Cisle 222 333 444, od pondéli do patku v dobé od
9:30 do 17:00 hodin.
Muzete také psat na adresu:

Petr Vasa
Konzult, a.s.
Dlouha 53

110 00 PRAHA 1

Zdroj: http://www.microsoft.com/cze
Viytvorfeno 31. ledna 2011 v 17:20.



Recommended Reference Material

Use the Czech 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. This Style Guide and any applicable lists of approved terminology

2. Pravidla eského pravopisu. 2. vydani s dodatkem MSMT nebo novéjsi, Praha : Academia, 2005.
ISBN 80-200-1327-X

3. Slovnik spisovné cestiny pro Skolu a vergjnost. 3. opravené vydani nebo novéjsi, Praha : Academia.
2003. ISBN 80-200-1080-7

Priruéni mluvnice Cestiny. Praha : Nakladatelstvi Lidové noviny, 2000. ISBN 80-7106-134-4
Internetova jazykové pfirucka. Praha : UJC AV CR, v. v. i., 2008. http://prirucka.ujc.cas.cz

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

1. Hais, K., Hodek, B. Velky anglicko-¢esky slovnik. 2. vydani nebo novéjsi, Praha : Academia, 1993.
ISBN 80-200-0064-X; nebo Praha : Leda + Academia, 1997. ISBN 80-85927-37-3.

An English-Czech bilingual electronic dictionary of an adequate size
Jazykova poradna UJC AV CR: http://www.ujc.cas.cz/oddeleni/index.php?page=poradna

OneLook Dictionary Search: http://www.onelook.com



http://prirucka.ujc.cas.cz/
http://www.ujc.cas.cz/oddeleni/index.php?page=poradna
http://www.onelook.com/

Language Specific Conventions

This part of the Style Guide contains information about standards specific to Czech.

Country/Region Standards

Characters

Country/region

Czech Republic

Lower-case characters

a,a,b,c g ddeééfghchiijklmnnfo06paqrfs,
§,ttu0,0v,wXxYyY22Z

Upper-case characters

AABC,CDD,EEEFG,HChIIiJKLMNNO,O,P,QR,
R,S,ST,T,U,UUVWXY,Y,ZZ

Characters in caseless scripts

N/A

Extended Latin characters

Aa,C¢ Dd,Eé E8 Cheh,ii,Nn, 06, RF,S§Tt,Uu U0, Yy, 22

Note on alphabetical order

Alphabetical order is not necessarily indicative of sorting order.

Total number of characters

42

Unicode codes

A193 4225
C 268 ¢&269
D270 d271
E 201 é233
E 282 &283
i205 237
N 327 1328
0211 6243
R 344 345
§352 §353
T356 t357
U218 1250
U366 367
Y221 y253
7381 2382

Notes

e Please note that ch/Ch is a separate letter (digraph) in Czech, which
follows h/H and precedes i/l. It is unacceptable to write uppercase Ch as
*CH or sort Ch under C. There is no separate Unicode code for ch/Ch.

e The following characters don’t occur in Czech, only Slovak: A, L, 2, 0, R.




Date

Country/region

Czech Republic

Calendar/Era Gregorian
First Day of the Week Monday
First Week of the Year Week of January 1

Separator period + non-breaking space
Default Short Date d M

Format - M- YWY

Example 17.3.2011

Default Long Date Format

d. MMMM yyyy (MMMM genitive)

Example

17. bfezna 2011

Additional Short Date
Format 1

d. R. yyyy (please see below for notes on the use of Roman numerals)

Example

17.11. 2011

Additional Short Date
Format 2

N/A

Additional Long Date
Format 1

d. MMMM yyyy (MMMM nominative; see notes for details)

Example 17. bfezen 2011
Additi

itional Long Date N/A
Format 2
Leading Zero in Day Field No
for Short Date Format
Leading Zero in Month
Field for Short Date No
Format
No. of digits for year for 4
Short Date Format
Leading Zero in Day Field No
for Long Date Format
Leading Zero in Month No

Field for Long Date




Country/region

Czech Republic

Format

Number of digits for year
for Long Date Format

Date Format for
Correspondence

Long: d. MMMM yyyy (MMMM genitive)

Example

17. bfezna 2011

Notes

e In Czech, dates are written in the day-month-year format. The month name is in
genitive if functioning as an adverbial (i.e., answering the question "when?", "on
which day?" - default long format). When the date performs the nominal function
(name of a day, answering the question "which day?"), nominative is used, as
indicated under Additional Long Format 1. Such use is however very rare and
normally never applies to software.

e The period after a number is always followed by a non-breaking space.
(Required, not optional.) The year always consists of four digits. No leading
zeros are used.

¢ Day and month names do not take an initial capital in Czech.

e If a date format includes a day name (or abbreviation thereof), there is a comma
between the day name and the number: &tvrtek, 17. bfezna 2011

e The use of Roman numerals to indicate months is obsolete and considered
archaic but acceptable in Czech. It should be used ONLY as a third alternative
to the Long and Short formats, where the US software would offer abbreviated
month names (such as Jan, Oct, etc.), and ONLY if there is no other possibility
to use one of the other two formats. Abbreviating month names in Czech is not
acceptable.

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)

R is for month expressed as uppercase Roman numeral (for example X = October)

y is for year, number of y's gives number of digits (yy = two digits, yyyy = four digits)

Time

Country/region Czech Republic
24 hour format Yes

Standard time format H:mm[:ss]
Standard time format 7:15

example 15:30

10




Country/region

Czech Republic

23:43:12
Time separator colon (%)
Time separator examples 3:24:12
Hours leading zero No
Hours leading zero example | 3:24:12
String for AM designator N/A
String for PM designator N/A

Notes

e Seconds usually omitted from time notations

Days

Country/region: Czech Republic

Day Normal Form Abbreviation
Monday pondéli po

Tuesday utery ut
Wednesday stfeda st

Thursday Ctvrtek ¢t

Friday patek pa

Saturday sobota o)

Sunday nedéle ne

First Day of Week: Monday
Is first letter capitalized?: No

Notes: Day abbreviations are not followed by a period.

Months

Country/region: Czech Republic

Month Full Form

Abbreviated Form

Long Date Form

January leden

N/A

ledna

11




Month Full Form Abbreviated Form Long Date Form
February unor N/A Unora
March bfezen N/A bfezna
April duben N/A dubna
May kvéten N/A kvétna
June cerven N/A Cervna
July Cervenec N/A Cervence
August srpen N/A srpna
September zafi N/A zari
October fijen N/A fijna
November listopad N/A listopadu
December prosinec N/A prosince

Is first letter capitalized?: No
Notes: Do not use abbreviations of month names. If space constraints prevent the month name from being

spelled out, Roman numerals may be used (1, II, Ill, 1V, V, VI, VII, VIII, IX, X, XI, XlI). Please note that numerals

are followed by a period and a non-breaking space.

Numbers

Arabic numerals are used. The following sections provide information on digit grouping and separators.

Please note that it is customary in Czech to spell out small numerals (usu. 1-10) when they appear inside text,
as opposed to tables, lists, or numeric values (incl. percentages, dates, etc.). Please also spell out multiples, if
they are simple.

Examples: (+) Existuji tfi zptsoby, kterymi Ize tohoto vysledku dosahnout:
(+) Uzivatelé volaji na linku podpory az Ctyrikrat vice nez drive.

Compare: (+) Hospodarsky rist nedosahl v tomto roce ani 2 %.

12




Phone Numbers

Country/ | International | Area Codes | Number of Separator Number of Digit Groupings —
region Dialing Used? Digits — Digits — Domestic
Code Area Codes Domestic
Czech +420 No N/A non-breaking | 9 i tHHE HiH
Republic space
Country/ | Number of Digit Number of Digit Number of Digit Groupings —
region Digits — Groupings — | Digits - Groupings — | Digits — International
Local Local Mobile Mobile International
Czech 9 B R 9 HiH # | 12 +420 #iHE HiH# #HH
Republic
Notes:

e If anumber is followed by an extension, the latter is separated by a slash surrounded by non-breaking

spaces. (Alternatively, the abbreviation “l.” for extension may be used;
Examples: 123 456 789 / 333; 123 456 789, I. 333

e Czech landline and mobile phone numbers use identical formats.
e Always use non-breaking spaces for digit grouping and as international code separator.

Addresses

Country/region: Czech Republic

nl ”

stands for “ext.”):

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

Address Format:
1. [Title/Honorific] FirstName [SecondName] LastName

2. [CompanyName]

3. Address1
4. [Address2]

5. [CountryCode-]PostalCode CITY

6. [Country]
Example Address:
Ing. Petr Vasa
Konzult, a. s.
Dlouha 53

110 00 PRAHA 1

CESKA REPUBLIKA
Local Postal Code Format: ### ##

13




Notes:

¢ Inthe Address Format scheme above, items in square brackets are optional or rarely used.

e Address is always left-aligned except for the postcode. Do not use hanging indent for the postal code.

e Postcode consists of (exactly) five digits, separated by a non-breaking space following the first 3 digits.

e Postcode is always separated from the city name by a double non-breaking space.

e Itis recommended to use ALL CAPS for the city name.

e If mail is sent to the Czech Republic from abroad, the postcode may be prefixed by a country code with a

non-breaking hyphen (CZ-).

e The "State/Province" field is not used in Czech addresses.
e For more details, please refer to http://www.ujc.cas.cz/poradna/odpo.htmli#adres (in Czech only)

Currency

Country/region

Czech Republic

Currency Name

koruna ceska

Currency Symbol
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

K&
after the numeral, separated by a non-breakable space
123,45 K&

the ordinary hyphen (-) on the keyboard, i.e. not the en dash (-), is placed
before the value as a minus sign

-123,45 K¢
, (comma)
2

non-breaking space
3

23 999,50 K¢
-1813,25 K&
CzZK

haler

h

0,50 K¢

14
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Digit Groups

Country/region: Czech Republic

Decimal Separator: ,

Decimal Separator Description: comma

Decimal Separator Example: 123,456

Thousand Separator:

Thousand Separator Description: non-breaking space

Thousand Separator Example: 1234 567 890
3,141 592 653 5

Notes: Do not use the thousand separator in a year number (e.g. 1997, 2002). Special separator rules apply to

telephone numbers and postcodes.

Measurement Units

Country: Czech Republic

Metric System Commonly Used?: Yes

Temperature: Celsius

Category English Translation Abbreviation
Linear Measure Kilometer kilometr km
Meter metr m
Decimeter decimetr dm
Centimeter centimetr cm
Millimeter milimetr mm
Capacity Hectoliter hektolitr hi
Liter litr |
Deciliter decilitr dl
Centiliter centilitr cl
Milliliter mililitr ml
Mass Ton tuna t
Kilogram kilogram kg
Pound libra Ib
Decagram dekagram dkg

15




Category English Translation Abbreviation
Gram gram g
Decigram decigram (not used)
Centigram centigram (not used)
Milligram miligram mg

English Units of Inch palec (not used)

Measurement Feet stopa (not used)
Mile mile (not used)
Gallon galon (not used)

Notes:

e If the unit symbol is preceded by a number, there should be a non-breaking space between the number
and the unit of measurement.

e Decagram (dkg) is a weight unit widely used in gastronomy contexts in Czech. It equals 10 grams, or
0.01 kg.

e Pound is not used in the Czech Republic as a unit of weight although it is recognized.

e The ton referred to above is the metric tonne, equal to 1,000 kgs.
o Unlike the SI units above, the following are ordinary abbreviations and therefore require a period:

(+) F- (Fadek — line, row)
(+) sl. (sloupec — column)

(+) b. (bod — point)

Percentages

When the percentage value is used as a noun, always use a non-breaking space between the number and the
percentage sign. No separator is used when the value acts as an adjective.

Examples: (+) Hospodarsky rist nedosahl v tomto roce ani 2 %.

(+) Diky 10% zvy3eni obratu jsme mohli vytvofit desitky novych pracovnich mist.

16




Sorting

Sorting rules

1. Capital letters and lowercase letters are equal. No distinction is made between them, unless
the words are entirely identical, in which case, the lowercase letter is sorted first.

2. The extended characters C &, R ¥, § §, Z z are treated as separate letters of the alphabet.
3. Other accented characters are equal with non-accented characters unless the words are
completely identical, in which case the characters in parenthesis are sorted in the below order.
4. The digraph Ch ch is considered a separate letter, following H h and preceding I i.

5. Non-alphabetical characters (i.e. symbols like @ ! #) sort before the letters of the alphabet.
6. Digits sort after the non-alphabetical characters and before the letters of the alphabet.

Character
sorting order

Characters in parentheses do not affect primary sorting order and sort as though unaccented
(as per rule 3 above). The numbers below represent the Unicode DEC codes for each of the
characters.

a (4, &) 97 (225, 228)

b 98
c 99
¢ 269

d(d) 100 (271)
e (&, &) 101 (233, 283)

f 102
g 103
h 104
ch N/A
i (7) 105 (237)
i 106
k 107
I 108
m 109

n(i) 110 (328)
0(6) 111 (243)

p 112
q 113
r 114
f 345
s 115
8 353

t@) 116 (357)
u (4, ) 117 (250, 367)

v 118
w 119
X 120
y(y) 121(253)
Z 122

17




z 382

Examples of
sorted words

@
1

Aaron
andere
andere
cote
coté
cote
cété
Czech
Cucet
hisa
chaque
chemin
irdisch
laska
lavi
lavor
lie

lire
Lowen
I16ug
6za
llama
Libeck
luck
lu¢

lye
Manner
masta
mir
mochten
myndig
pifia
pint
pylon
samtlich
savoir
Sietla
Slub
subtle
symbol

18




Saran
Serbira
vaga
Vanek
Vanék
vanek
verkehrt
VOX
waffle
wood
yen
ydan
yucca
Z00
ZUrich
Zviedrija
zysk
zzlj
zzlz
zznj
zznz
zal
zena
Zeneva

Geopolitical Concerns

Part of the cultural adaptation of the US-product to a specific market is the resolving of geopolitical issues. While
the US-product should have been designed and developed with neutrality and a global audience in mind, the
localized product should respond to the particular situation that applies within the target country/region.

Sensitive issues or issues that might potentially be offensive to the users in the target country/region may occur
in any of the following:

e Maps

e Flags

e Country/region, city and language names
e Art and graphics

e Cultural content, such as encyclopedia content and other text where historical or political references may
occur

Some of these issues are relatively easy to verify and resolve: the objective should be for the localizer to always
have the most current information available. Maps and other graphic representations of countries/regions and
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regions should be checked for accuracy and existing political restrictions. Country/region, city and language
names change on a regular basis and need to be checked, even if previously approved.

A thorough understanding of the culture of the target market is required for checking the appropriateness of
cultural content, clip art and other visual representations of religious symbols, body and hand gestures.

Grammar, Syntax & Orthographic Conventions

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

Adjectives

In Czech, adjectives should be handled in the following manner.
¢ Please ensure that all adjective forms appear in their correct inflections, matching the governing noun.

¢ Non-inflected loanwords or acronyms do not act as adjectives (may not precede the governing noun)
Exceptions: (+) IP adresa, (+) proxy server, not (-) IP protokol

e Normally, nominal forms (such as (-) mlad, (-) zdravi) should be avoided in subject complement but use
shorter forms of participles in compound verbal forms (e.g. (+) je definovan, (+) je zaskrtnuto).
Exception: Modal phrases such as (+) je mozZno, (+) je nutno

Possessive adjectives

The frequent use of possessives is a feature of English language. However in Czech, possessive adjectives are
usually only associated with actual animate subjects and would not normally be used in typical localization
contexts. Most often, they are replaced by a corresponding generic adjective or by a prepositional phrase.

Example: (-) pocitacuv software vs. (+) pocitacovy software, (+) software v pocitaci
On the other hand, (+) uzivatelovo heslo is perfectly acceptable, as long as it is not being overused.

Articles
General considerations

Please pay special attention to articles in the source sentence as they can sometimes convey a subtle shift in
meaning that may need to be reflected in the translation by using a suitable demonstrative or quantifier.

Example: Select the check box to Enable fast saving. = (+) Chcete-li povolit rychlé ukladani, zaskrtnéte
pFislusné policko.
Unlocalized Feature Names

Microsoft product names and non-translated feature names are used without definite or indefinite articles in the
English language. In Czech, they are always quoted without any articles.

Example: The 2007 Office System = (+) systém Office 2007
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Localized Feature Names

Translated feature names are always quoted without articles
Example: Windows Security Center = (+) Centrum zabezpeceni systému Windows

Articles for English Borrowed Terms

No applicable rules in this section for Czech.

Capitalization

General rules of capitalization are covered in the recommended reference books and orthography manuals.
Since the English language tends to overuse capitals, please note that only such phrases that clearly constitute
a translated feature name (even there, a few exceptions exist: PivotTable = (+) kontingencni tabulka) or that are
explicitly capitalized in an approved terminology list, should use capitalization in Czech. Only the first word of a
multi-word name is capitalized, unless component words are standalone proper names.

When in doubt whether a particular feature name is localized, and it is impossible to determine how, you may
use context-appropriate generalization that will allow you to describe the feature in lowercase.

Example: (+) Na dalsi strance pravodce zadejte cilové umisténi instalace.

Compounds

Note that US English sometimes spells compound nouns as two (or more) words, even though the phrase is
very fixed (for example, cross reference). Learn to recognize them and try the hyphenated or contracted (without
space) spellings when searching for the translation of the term.

As Czech tends not to form many compounds, there are no special rules in this section.

Gender

o Please consult an approved terminology list to confirm the use of a new loan word and its proper
grammatical categories.
Example: emoticon = (-) emotikon, masculine, vs. (+) emotikona, feminine

e When addressing the user, ensure gender neutrality by means of the 2nd person plural, rather than the
standard polite vous-form.
Examples:
(-) Presvédcte se, zda jste zavrel vSechny soubory. (+) PresvédCte se, zda jste zavreli vSechny soubory.
(-) Byl jste odpojen. (+) Byli jste odpojeni. Or better yet: (++) Prfipojeni bylo ukonéeno.

¢ In dynamic strings, such as the greeting in a mail merge document, it is recommended to omit the user
name placeholder entirely, or use both genders (or both, as appropriate) to ensure gender neutrality:
(-) Vazeny/a %s, (+) Vazena pani, vazeny pane, (note that the feminine form precedes the masculine)
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Inflecting Product and Feature Names

English object names often contain the name Microsoft. As this prevents the translator from creating a precise
and language rule compliant translation, the name Microsoft is often omitted, with the exception of full product
names, especially trademarks.

Examples: (+) Adresarvs. (-) Adresar spolec¢nosti Microsoft

Inflecting unlocalized product names is not permitted. Hence, declinable descriptors must be used which
precede the product name in all cases except the nominative and the prepositionless accusative. The
recommended descriptors are listed below:

systém — Windows Server, Office, Visual Studio, Exchange Server, SQL Server

aplikace — Access, Excel, Outlook, Outlook Express, Outlook Web Access, PowerPoint, Word, Internet
Explorer, Visual Basic, Visual C++, Visual InterDev, Visual SourceSafe, Visual FoxPro, FrontPage,
FrontPage Express, Publisher, Project, Exchange (client), Photo Editor, PhotoDraw, Team Manager, Binder,
InfoPath, OneLook, Groove

program — Chat, NetMeeting, WordPad, Map, Equation Editor, MSInfo, Wallet, Konverzace, Tabule,
ScanDisk, Dr. Watson, NetShow, Fax, Mail, Query, Schedule+, Rychlé hledani, Pfehrava¢ zaznama,
Windows Media Player, Prizkumnik, Poznamkovy blok, Telefon, Messenger, Movie Maker, Fotogalerie, and
any other smaller program with limited functionality

nastroj — DriveSpace, Kompresni agent, and anything referred to as tool, utility in English

pomiucka — do not use

sada — Office Basic, Office Standard, Office Professional, Office Developer, Office Home and Student,
Office Small Business, BackOffice, Windows Plus!, Works, ValuPack, Option Pack, Internet Explorer
Administration Kit, and anything that includes Kit or Suite in the English name

sluzba — Hotmail, Internetova informaéni sluzba, Rizeni front zprav, DHCP, Indexing Service, DNS,
Terminalova sluzba, DirectX Media, and anything that includes Service, Services in the English name

Note: The names of operating system services (as well as services provided by other localized products, if
possible) will be localized going forward. E.g. Internet Information Services = Internetova informacni sluzba,
Message Queuing Services = sluzba Rizeni front zprav, Indexing Service = Sluzba indexovani, etc. Does
not apply to service names (and components thereof) that are trademarked or refer to other unlocalized
product names, such as sluzba Windows Media, Sluzba médii DirectX.

aktualizace — Service Pack

server — BizTalk Server, and anything that includes Server in the English name, except for Exchange
Server and SQL Server (systémy).

rozsSifeni — FrontPage Server Extensions, Office Server Extensions, and anything that includes Extensions
in the English name
rozhrani — DirectX, API, TAPI, ISAPI, MAPI, WinSock, NetBIOS, ADO, RDO, .NET Framework

technologie — Windows Media, .NET (do not use (-) platforma .NET), .NET software, .NET software
ingredient = softwarova soucast .NET

prohlize¢ — PowerPoint Viewer, Internet Explorer (the preferred descriptor for the latter is aplikace)
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Please note:

¢ You may omit the descriptor in the singular nominative and the prepositionless accusative (i.e. the two
cases that do not imply inflecting the product name).
Example: (+) Stahnéte a nainstalujte si Windows Live Messenger.

e The descriptor may also be omitted when using the name Windows (as well as Windows Vista,
Windows XP, and Windows 7). These product names may still not be inflected, but prepositions may
be used with them.

Examples:

(+) dokument aplikace Word

(+) Doporucujeme prohlizet v aplikaci Microsoft Internet Explorer.

(+) Importovat z Windows

(+) Vyhody systému Windows Server but not (-) Vyhody Windows Serveru
(+) Ve Windows 7 jiZ tato funkce neni podporovana.

(+) Nenechte si ujit Windows Vista. But not (-) Nenechte si ujit Vistu.

e Starting with the 2003 release, the Microsoft Office family of products is referred to as systém. Sada is
only used for the specific package of applications supplied as a standalone SKU.

e The version designation 2007 is often placed before the words Microsoft Office. This is not acceptable
in Czech and the official product name is systém Microsoft Office 2007.

Similarly, the name Microsoft must not be inflected, and the declinable descriptor spoleénost is used in all
cases except the nominative and prepositionless accusative.

Modifiers

No specific rules for Czech in this section.

Nouns
General considerations

Please try to avoid chains of three and more concatenated prepositionless genitives. Such sentences are difficult
to read and decode.

Example: (-) Po otevreni souboru klict certifikatt pocitact zahajte import. (+) Jakmile bude soubor s klici
k certifikatim pocitaci otevien, mizZete zahajit import.

Inflection

Ensure that all nouns are in the correct form. Keep in mind that when you make edits to a previously translated
or recycled sentence (such as changing/adding a preposition or using a verb which might have a different
valency), these edits often require additional changes in that sentence or even in surrounding sentences. Please
make sure that such editing relicts are eliminated before finalizing your translation.

23



Plural Formation

There are a few nouns to which specific number rules apply in Czech localization:

Settings = nastaveni — always use in singular, unless an unambiguously plural quantifier is required in the
context (such as all settings = veSkera nastaveni)

Policy = zasady — always use in plural, unless a single specific policy is referred to (System time change policy
= zasada Zména systémového ¢asu)

Permission = opravnéni — always use in plural

Credentials = povéreni — always use in plural

Prepositions and Conjunctions

Pay attention to the correct use of the preposition in translations. Influenced by the English language, many
translators omit them or apply incorrect ones. Ensure that each single-letter preposition is followed by
a non-breaking space.

US Expression Czech Expression Comment

log in to a network pfihlasit se k siti not (-) prihlasit se do sité

connect to a server pfipojit se k serveru

a device on the network zafizeni v siti

on the status bar na stavovém radku not (- -) ve stavové radce

on the command line na prikazovéem fadku e.g. (+) Na prikazovém radku
zadejte:

permission to read opravnéni ke cteni opravnéni in plural only

make sure that presvédcte se, zda not (-) presvédcte se, Ze

Pronouns

Possessives

English tends to use too many possessive pronouns in comparison with Czech. Since possessives can function
as determiners in English, they are often used interchangeably with the definite article, i.e. in a rather generic
sense, with their attribution aspect rather weakened. In such cases, it is often possible to omit the pronoun from
the translation entirely.

Example: (-) Na vasi ploSe se otevie nové okno. (+) Na ploSe se otevie nové okno.

When you decide to include the possessive, keep in mind that the reflexive form sviij is used when the
governing noun is being attributed to the subject of the sentence. This is a common source of errors, esp. when
the subject is not explicitly named in the sentence, but implied.
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Example: (-) Nechcete-li se souborem pracovat na serveru, mizete jej stahnout do vaseho pocitace.
(+) Nechcete-li se souborem pracovat na serveru, miZete jej stahnout do svého pocitace.

Many features in the operating system and on various websites often use the pronoun my (My Documents, My
Computer) to associate themselves with the user. This is not appropriate voice in Czech and the possessive
should be omitted whenever possible. Neutral and impersonal expressions should be used in such contexts.

Examples: My Music = (+) Hudba
(-) V pocitaci uz mém nainstalovano pfipojeni k Internetu. (+) V pocitali uz je nainstalovano pfipojeni k
Internetu.

Please pay special attention to the inflection of possessives, esp. in the feminine. Note that vasi/nasi is only
used in the accusative case, whereas the genitive, dative, locative and instrumental cases all require vasi/nasi.

Example: (+) Komunikace s vasi klavesnici byla prerusena. (+) TéSime se na vasi navstévu.

Capitalization

As arule, 2nd person pronouns (vy, vas) are not capitalized. In a few specific types of texts, e.g. customer
satisfaction surveys or personally addressed letters, this rule may be waived and these pronouns capitalized.

Punctuation

General punctuation rules for Czech are available in the recommended reference material. A few language
specific notes are added below. For more detail, please refer to the Spelling section of the 1JP.

Comma

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

Colon

Use colons to introduce lists. It is also typically used in forms or dialog windows to punctuate labels of controls
used for data input by the user. Often used to separate an inline heading introducing the paragraph in which it is
integrated.

Examples: (+) Chyba: Zadana data nejsou platna.
(+) Cérka: Cérkou se oddéluji véty v souvéti, slozky nékolikanasobnych vétnych &lenti a vyrazy volné pfipojené
nebo vioZené do vét.

Dashes and Hyphens

Two different dash characters are used in Czech. They each have a distinct graphic appearance and
function/usage rules, and must not be used interchangeably.
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Hyphen

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

Example: (+) Guinea-Bissau, (+) vstupné-vystupni zafizeni
En Dash

The en-dash can be used to emphasize an isolated element or introduce an element that is not essential to the
meaning conveyed by the sentence. Separate the dash from the text by a non-breaking space on each side.
Important: Do not use the em dash (the long dash that often appears in the English text) for this purpose.

Example: (+) Nasleduje posledni krok — nastaveni prostredi.

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

Example: (+) str. 3—7, (+) trasa Tabor—-Bechyné, but (+) v dobé 1. 3. — 15. 5.

Ellipses (Suspension Points)

Ellipsis is commonly used both in English and Czech Ul to denote a control (such as a push button or a menu
item) that invokes a dialog window where the user enters additional input (such as Browse... = (+) Prochazet...).
Please that due to compatibility concerns, the ellipsis character (ALT+0133) should not be used in these cases.
Use three dots instead.

When quoting such Ul items in text (software controls as well as documentation), the three dots are omitted
entirely.

Example: (-) Kliknéte na tlacitko Prochazet... (+) Kliknéte na tlagitko Prochazet.

Note that any standard punctuation (except period) that is required by the syntax of the sentence, should still be
added after the ellipsis.

In Czech localized texts, it is recommended to avoid using the ellipsis entirely.

Period

Use the period to punctuate complete sentences within a text, unless another punctuation type (such as the
guestion mark or exclamation mark) is required due to the meaning of the sentence. It may be used as an
alternative to colon when a heading is integrated into the paragraph text and not separated visually. (Note that
the same punctuation must consistently be used for this purpose throughout the entire text.)

Period terminates abbreviations (such as p., str., a. s. or atd.), but not acronyms (CD, USB, CR). It also indicates
ordinal numerals.

The period is normally omitted in titles/headings/subheadings, image labels, official names of organizations and
institutions, address lines, after date/time values or names, on business cards, etc.

Examples: (-) Obr. 2. Priivodce vas vyzve k zadani kédu. (+) Obr. 2. Privodce vas vyzve k zadani kodu
(+) Uspornéjsi provoz. S technologii Windows Server Hyper-V dosahnete vyznamnych provoznich tspor.
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Quotation Marks

It is recommended to avoid using quotation marks in Czech localization. They may occasionally be needed to
distinguish quotes and testimonials, or to indicate that the speaker is distancing him/herself from the text in
quotes. In such cases, make sure to use “smart” (round) quotes: , “ (ALT+0132 and ALT+0147, respectively), as
opposed to straight quotes.

When the text in quotes constitutes an entire sentence or more, any terminating punctuation is placed before the
closing quotation mark.

In US source strings, you may find software references surrounded by English quotation marks. Such use of
guotation marks is not allowed in Czech localized texts.

Example: (-) Chcete ulozZit zmény v souboru ,File.doc*? (+) Chcete ulozZit zmény v souboru File.doc?
Parentheses

Except in code samples or snippets, use only round parentheses in Czech localized products. There is ho space
between the parentheses and the text inside them. If the parenthetical expression comprises one or more
complete sentences, it should start with a capital letter and include a period to the left of (i.e., inside) the closing

parenthesis. Conversely, if the text in parenthesis does not form a full sentence, it starts with a lowercase letter
and any terminating punctuation is placed outside the closing parenthesis.

Example: (+) Pouzivejte vyhradné kulaté zavorky (ALT+040 a ALT+041).

Singular & Plural

For a list of nouns with special requirements on grammatical number, please see above under Nouns.

Split Infinitive

Thanks to the looser word order in Czech, split infinitives can be translated so that the adverbial is placed
appropriately in terms of syntax as well as the Functional Sentence Perspective.

Example: In order to correctly close the file, click here. = (+) Chcete-li soubor spravné zavrit, kliknéte sem.

Subjunctive

Translate the subjunctive into Czech using the conditional or infinitive.

Example: We recommend that you upgrade immediately. = (+) Doporu¢ujeme vam okam?Zité provést upgrade.

Symbols & Non-Breaking Spaces

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

27



foreign currencies in the localized texts are either converted to Czech currency (if translation specifications
indicate so), or, represented by the three-letter code. We do not normally use the original currency symbol, even
if it may be familiar and understandable to Czech readers.

Symbols (unlike abbreviations) are not punctuated with a period.

Where the numeric value + symbol is intended to be interpreted as an adjective (typical for some percentage
values), the space between the number and symbol is omitted. With symbols other than percentage, it is
recommended to spell out such adjectives in words.

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

Examples: (+) 18,50 K¢ (+) 1 999 EUR (+) 2 mil. USD

(+) 2 hod (symbol) cf. (+-) Pfisla o 2 hod. pozdéji. (in the text, abbreviation) (+) Prisla o dvé hodiny pozdéji.
(-) zvy8eni 0 30% (+) zvyseni o 30 % cf. (+) 30% zvySeni

(+) 32 b (read: 32 bitdl) cf. (+-) 32b (read: 32bitovy) cf. (-) 32-bitovy (+) 32bitovy (+ +) dvaatficetibitovy

In order to ensure that two elements appear on the same line, non-breaking spaces must be used under the
following circumstances:

1. Between a numeric value and the unit symbol (incl. the currency symbol)
2. Between a number within a text outline and the corresponding heading or label (chapter, page,
appendix, etc.)
3. As adigit group separator for thousands/millions etc., in phone numbers and postal codes, days and
months within a date, on both sides of a dash, and so on
4. After single-letter prepositions and conjunctions
5. Tolink any two text elements that need to appear on the same line
Examples: (+) 1,44 MB (+) 18,50 K¢&
(+) 3. Kritéria jazykové kvality
(+) 1234 567,890 098
(+) v dialogovém okné O aplikaci
Note: In some cases, the source text contains double non-breaking spaces between after each sentence-ending

period. Only single post-punctuation spaces are allowed in Czech, so the double spaces may need to be
replaced before translation commences.

Syntax

Syntax and register differ between Czech and English in the following ways:

1. Special attention must be paid to ensure that syntactic context for any variables/placeholders in the text
can accept any possible values relevant in Czech. Typically, this includes numbers 0, 1, 2—4, 5+ for
numeric values, or both genders for names of users, as well as their applicable inflections. In order to
ensure this, major changes to the composition of the sentence may sometimes be necessary.
Examples: %d file(s) remaining. = (-) Zbyva %d soubori. (+) Pocet zbyvajicich souboru: %d
Dear %s, = (- -) VdZeny %s, (-) VaZeny/vaZena %s, (+) VaZzené pani, vaZeny pane, (placeholder
completely eliminated from the localized string)
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2. While there is a limited amount of leeway in terms of word order in English, it is mostly governed by
rather rigid syntactic patterns. The situation is reversed in Czech: Word order is a major text construction
tool used to emphasise elements of meaning in each sentence. Indeed, the repetition of the same basic
“subject-verb-object” pattern would sound tiresome and disengaging to Czech readers. Please be
mindful of this: analyse each sentence in terms of theme (topic) and rheme (focus or core) of the
utterance, and vary the word order accordingly.

Example: We will share the results of the survey with you from May onwards. = (+) Vysledky prizkumu
vam budeme prezentovat od kvétna.

3. Double check punctuation the in each sentence. Punctuation of English relative clauses, particularly
shorter ones, depends on the semantic relevance of the clause. That is not the case in Czech where
each subordinate clause requires delimiting punctuation both at the beginning and the end. Missing
commas may make Czech sentences more difficult to decode, and Czech users are rather sensitive to
such errors. The same applies to any commas inadvertently preserved from the English sentence (such
as the comma separating a longer adverbial at the beginning of a sentence).

Example: (-) V takovémto a vSech podobnych pripadech, volejte prosim na linku technické podpory.

4. English makes extensive use of infinitive and gerundial clauses to compress sentences and eliminate
subordinate clauses. However, this is usually not possible to replicate in Czech, so please be ready that
such structures may need to be expanded and/or rephrased in your translation to ensure that all relevant
meaning is conveyed. In doing this, avoid beginning a sentence with a subordinate clause if possible.
Example: To specify the date, open the calendar control. = (-) Abyste zadali datum, otevrete ovladaci
prvek kalendare. (+) Otevriete oviadaci prvek kalendare a zadejte datum.

Verbs

Czech tends to utilize more verbs than English, where verbo-nominal (incl. infinitive and gerundial) structures
abound. In fact, the subject of Czech sentences is often omitted or implied, so verb phrases naturally carry more
semantic weight. Keep this in mind: When your translated sentence contains multiple nouns (and possibly a
verbo-nominal predicate), consider whether it could work better if a full verb (or a subordinate clause) is inserted.
Example: (-) Data popisujici vyuziti vaSich IT jsou zakladem pro vypocet potencialnich Gspor z virtualizace.

(+) Z dat o vyuziti vaSich IT Ize vypocitat, kolik muzete diky virtualizaci usetrit.

For notes on infinitives and gerunds, please see above under Syntax.

Passive

Both reflexive and compound passives are acceptable. Reflexive passive constructions are common when
describing the machine (i.e. software) side of interactions with the user (otevre se okno, zobrazi se vysledky,
sestava se vytiskne). The use of reflexive passive is encouraged to provide some stylistic variation to the
prevalent compound passive. In the latter, please make sure to use the shorter, “nominal” version of the
participle.

Example: (-) Mate-li jiZz soubory aktualizované, ... (+) Jestlize jiz soubory byly aktualizovany, ...
Progressive Action

Statements of progressive actions expressed with the English present participle followed by an ellipsis, are
translated in two ways:
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1. Probiha + action: This is applicable when the action described is not expressed by a verbal noun. Not
used in the title bar of dialogs or the status bar.

2. Verbal noun in the imperfective mode: In this case, probiha is redundant, so it should be omitted.

Examples: Printing... = (+) Probiha tisk...  Updating files... = (+) Probiha aktualizace soubori...
Saving... = (-) Probiha ukladani... (+) Ukladani...
Waiting... = (-) Probiha ¢ekani... (+) Systém Ceka... or (+) Aplikace Ceka...

Word Order

Take advantage of the looser word order rules in Czech to point out the focus (new, added, important
information that is being communicated) of each sentence at the end — even the subject, if relevant. Always
ensure the word order is not disruptive to the reader in that the sentence is fluent and does not sound contrived
or “un-Czech”.

Example: These devices have been installed: = (+) Byla nainstalovana tato zafizeni:

But: Use the Report Builder to obtain suggestions and estimated sales. = (-) Navrhy a odhady prodeje vam
umozni zjistit Tviarce sestav. (+) Tvirce sestav nabizi navrhy a usnadriuje odhad prodeje.

Note that it is now acceptable to use a few loanwords as pre-modifiers even though they are not inflected. Such
usage has established itself in the language and should also be reflected in localization. This applies to these
specific items: online, offline, proxy, and beta, as well as the acronyms IP in IP adresa and IT in IT specialista.

Examples: (+) online sluzby

(+) proxy server

(+) beta verze as well as (+) betaverze
(+) IT specialista and (+) IP adresa

Style and Tone Considerations

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

Audience

The text must reflect the fact that the reader may be of either gender. This is most significantly manifested by
using 2nd person plural when addressing the user. (Please see below under Voice.)

Example: (-) VéZeny %s, (+) VéZena pani, vaZzeny pane,
In some instances, such as web properties, specifications may require a lighter, friendlier, more playful tone as

the product is targeted to children, teens or young adults. Adapt your language and decrease the level of
formality accordingly. However, never make such assumptions without appropriate confirmation.

Conversely, in other situations additional emphasis may need to be put on expressions of respect towards the
reader, which may be reflected by capitalizing the personal and possessive pronouns when addressing the user.
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Style

The style is technical, factual, and concise; strictly impersonal in terms of reflecting the speaker. Occasionally,
for the sake of variety, 1st person plural may be used (such as (+) doporucujeme in addition to (+) je
doporuceno, (+) je vhodné), but only in formalized phrases. A distinctive feature of this writing style is its
conscious tendency to use local-language terms (such as pas karet) as opposed to loanwords.

Tone

¢ Formal and factual tone. Demonstrates respect towards the user by using polite forms to address the
user.
Example: (+) Vita vas prohlidka systému Windows XP.

o Personification of (i.e., the attribution of human qualities and actions to) the computer system or software
running on it is not appropriate. Under rare circumstances this cannot be avoided but must be kept to a
minimum.

Example: (-) bézici programy (+) spusténé programy

e The user is addressed by the text, but only to the extent necessary to give instructions. Never use
imperative beyond actual instructions, or for recommendations that are optional. In the latter case, modal
verbs should always indicate a choice on the part of the user.

Examples: (-) Mate otevieny néjaké soubory. (+) Je otevieno nékolik soubord.
Find out about our privacy policy. = (+) Zasady ochrany osobnich tudaji

Learn more = (-) Prectéte si vice... (+) Dalsi informace

(-) Budete muset vytvofit nové skripty. (+) Bude tfeba vytvofit nové skripty.

e Avoid overusing prosim.
Acceptable exception: Please wait... = (+) PocCkejte prosim...

Voice

e Youlyour is translated with lowercase vy or vas, respectively. In direct end-user-facing e-mails/letters
and surveys, the applicable translation instructions may require capitalization of these pronouns.

¢ Important: Unlike the standard Czech polite vous-form, localization uses 2nd person plural with animate
masculine plural participles. Never use the double gender endings -I(a) or -n(a) in participles.

31



Examples:

English

Translation

Welcome to the Internet Connection Wizard.

Vita vas Privodce pfipojenim k Internetu.

You have successfully completed the Internet
Connection Wizard.

Uspésné jste dokondili Privodce pfipojenim k Internetu.

You are now connected to the Internet.

Nyni jste pfipojeni k Internetu.
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Localization Guidelines

This section contains guidelines for localization into Czech.

General Considerations

The most important priority for localizers is clarity of expression and ease of understanding. The goal is to make
it as easy as possible for the user to understand the functionality of the product and follow the instructions for
correct use.

Abbreviations

You might need to abbreviate some words in the Ul (mainly buttons or options hames) due to lack of space.
Abbreviations are usually formed from the first few letters of the abbreviated word or from the first letters of the
individual words in a multi-word expression. The last letter in an abbreviation must be a consonant and is
followed by a period.

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

Common Abbreviations
Except in the Ul, where severe length restriction often apply, it is recommended not to use ad hoc abbreviations
in Czech localized text. That does not apply to a set of well established common abbreviation, listed below.

These are familiar to Czech readers and are used often throughout all types of texts. However, please avoid
overusing them due to accessibility concerns.

List of common abbreviations:

Expression Acceptable Abbreviation

a tak dale atd.

a podobné apod.

a jiné aj.

akciova spolecnost a.s. (Note the non-breaking space in the middle.)

Cislo C.

hodina, hodin hod. (As an abbreviation, as opposed to a unit symbol.)
kapitola kap.

milién mil.
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Expression

Acceptable Abbreviation

minuta, minut

min. (As an abbreviation, as opposed to a unit symbol.)

nebo n.
napfiklad napr.
obrézek obr.
odstavec odst.
pan p.
poznamka pozn.
respektive resp.
rok, roku r.

sekunda, sekund

s. (As an abbreviation, as opposed to a unit symbol.)

strana str.

tisic tis.

to je, to jest tj.

to znamena tzn.

tak zvany tzv.

firma fa (Exception — no period)

pani pi (Exception — no period)

miliarda mld. (Exception — not just the first few letters of the word)

Don’t abbreviate words that could result in ambiguity or confusion for the user.

Accessibility

In order to make the translated text more accessible to people with sight impairments...

e Pay special attention to the rules for assigning access keys (hotkeys) and try to avoid using those that
are difficult to see (such as “slim” letters or letters with a downstroke) where possible.

e Ensure that correct Czech access keys are reflected in the UA (as opposed to English access keys

preserved from the source text).

e As abbreviations may be difficult to handle for text-to-speech programs such as screen readers, avoid

unnecessary abbreviations.

Examples: (+) Stisknutim kombinace klaves ALT+S otevrete nabidku Soubor.
(-) Pokracujte na str. 3, odst. 2. (+) Pokracujte druhym odstavcem na strané 3.
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Acronyms

Acronyms (initialisms) 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). Acronyms do not include periods in Czech. As acronyms are not inflected, they
need to be preceded by a declinable descriptor word in much the same way unlocalized product names are.
They should never be placed before the governing noun in the pre-modifier position (exception: (+) IP adresa).

In longer texts, it is advisable to spell out the acronym in parenthesis on its first appearance in the text. For
subsequent occurrences, only the initialism is used.

Localized Acronyms

In localization contexts, very few acronyms are translated. They only include well established and familiar
expressions that occur commonly outside technical contexts. While there were some IT-related localized
acronyms in use in the past (e.g. SRBD — systém Fizeni béze dat for DataBase Management System), such
usage is no longer current and is not allowed in Czech localized products.

Note that by virtue of their integration into the syntactic and morphologic structure of the sentence, localized
acronyms do not require a declinable descriptor.

Examples: (+) Porodnost v CR v poslednich dvaceti letech soustavné klesa.
(+) Takovato operace se neobejde bez konzultaci v ramci OSN a OBSE.

Unlocalized Acronyms

These are not integrated into the syntactic structure of the sentence and do require a descriptor word.

Examples: (-) Funkce je ovlivhéna chybou BIOSu. (+) Funkce je ovlivhéna chybou systému BIOS.

(-) FTP poskytuje snadny zptisob pfenosu soubort. K pouzivani FTP je nutné znat adresu FTP serveru a
prihlasovaci povéreni. (+) Protokol FTP (File Transfer Protocol) poskytuje snadny zplsob pfenosu soubord.
K pouzivani protokolu FTP je nutné znat adresu serveru FTP a pfihlaSovaci povéreni.

But: (-) Zadejte adresu IP. (Now obsolete.) (+) Zadejte IP adresu.

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.
This information needs to be obtained from the applicable specifications.

For treatment of unlocalized product names and the recommended use of declinable descriptor words, please
refer to the Inflecting Product and Feature Names section earlier in this document.

The following feature and product names are traditionally localized and should be normally inflected and
integrated into the syntax of the sentence:
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English

Czech

Windows Explorer

Prizkumnik (Windows) The second word is usu. omitted.

Explorer Prizkumnik
Notepad Poznamkovy blok
Windows Address Book Adresar

Windows Live Photo Gallery

Windows Live Fotogalerie

Family Safety

Zabezpeceni rodiny

Bing Bar

Panel nastroju Bing

Frequent Errors

English Phrasing and/or Word Order

Incorrect translation

Correct translation

Kliknéte na tlacitko Prochazet, které se nachazi
nahofe v okné.

V horni ¢asti okna kliknéte na tlaéitko Prochazet.

Pristupova prava se nastavuji v tomto dialogovém
okné.

V tomto dialogovém okné muzZete nastavit pfistupova prava.

Abyste pravodce ukoncili, kliknéte na tlagitko
Dokonéit.

Kliknutim na tlaéitko Dokoncit privodce ukoncite.

Pred pokracovanim ulozte svou praci.

Pred pokracovanim ulozZte soubory.

Mnozstvi novych nastroju pfichazi se systémem
Windows.

Systém Windows obsahuje mnoZstvi novych nastroja.

PouzZivejte pomicku k oddéleni volné pfipojené Casti
véty.

Pomicka slouzi/se pouziva k oddéleni volné pfipojené c¢asti
véty.

Anglicisms

Incorrect translation

Correct translation

Pro otevreni souboru, dvakrat kliknéte na ikonu.

Chcete-li otevrit soubor, dvakrét kliknéte na jeho ikonu.

%d strana(y)

Strany: %d

Srdecéné Vas,

S pozdravem

Dalsi informace viz napovéda.

Dalsi informace naleznete v napovédeé.
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Failure to Maintain Gender Neutrality

Incorrect translation

Correct translation

Presvédcte se, zda jste zavrel vSechny soubory.

Presvédcte se, zda jsou zavieny vsechny soubory.
Presvédcte se, zda jste zavreli vSechny soubory.

Vazeny %d,

Vazena pani, vaZzeny pane,

Byl jste odpojen.

Byli jste odpojeni.
Pripojeni bylo ukonéeno

Too Many Subordinate Clauses

Incorrect translation

Correct translation

Muzete jej ovliadat dvéma zptisoby podle toho, jak
pracujete.

Lze jej oviadat dvéma zpusoby podle stylu prace uZivatele.

Prejdéte do mista, které obsahuje soubor, ktery
hodlate pouZzit.

Prejdéte do sloZky obsahujici poZadovany soubor.

Wordiness

Incorrect translation

Correct translation

Po oddéleni poddokumentu od hlavniho dokumentu
zlstava tento poddokument stale uloZen ve stejné
sloZce jako pfed oddélenim.

Po oddéleni poddokumentu od hlavniho dokumentu zlstane
poddokument uloZen v plvodni slozZce.

Spelling

When the spelling reference books list two spelling options for a form, please use the one that is designated as
unmarked, basic style. Please refer to the Spelling section of the |JP for more details.

Incorrect translation

Correct translation

diskuze, diskuzni

diskuse, diskusni

Jakykoliv Jakykoli
Carou (singular instrumental) carou
Ctverhranny Ctyfhranny
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Incorrect Prepositions, Conjunctions and Adverbs

Incorrect translation

Correct translation

pouZit na ucely zalohovani

pouZit pro ucely zalohovani
pouzit k zalohovani

Ne, nevyjimat nebo nekopirovat text.

Nevyjimat ani nekopirovat text

V poli zadejte své heslo.

Do pole zadejte své heslo.

Digitalni ID nebo certifikaty umoZzriuji ovéfit, zda
koéd pochazi od vydavatele softwaru.
(Misunderstood use of “or” as neboli)

Digitalni ID (certifikaty) umoZzniuji ovérit, zda kéd pochazi od
vydavatele softwaru.

Nebo mizZete zménit nastaveni.

Dal$i moznosti je zména nastaveni.

Kliknéte zde.

Kliknéte sem.

Punctuation, Especially Commas

Incorrect translation

Correct translation

Popiste co vidite.

Popiste, co vidite.

Kontakty, které jsou blokovany nemohou zobrazit
informace o stavu.

Kontakty, které jsou blokovany, nemohou zobrazit informace
0 stavu.

Povolit rychlé ukladani. (check box)

Povolit rychlé ukladani

Nastaveni se zmeénilo a tak je tfeba restartovat.

Nastaveni se zménilo, a proto je tfeba restartovat system.

Use of Restricted Translations

Incorrect translation

Correct translation

dalkovy vzdéleny
emotikon emotikona
exportovani export

firma Microsoft

spole¢nost Microsoft

Hotfix

hotfix (lowercase h only)

implementovat, implementace (for deploy,
deployment)

nasadit, nasazeni, instalovat, instalace

importovani

import

inicializovani

inicializace
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Incorrect translation

Correct translation

instalator instalacni program
instalovani instalace
konfigurovani konfigurace

konverze, konvertovat, konvertor

pfevod, prevadét, modul pro pfevod

obnova obnoveni
odinstalovani odinstalace
optimalizovani optimalizace
pasek paska
pfeinstalovani pfeinstalace

ipfenést, preneseni (for migrate, migration)

migrovat, migrace

registrovani

registrace

restart

restartovani

restaurace, restaurovani, restaurovat

obnoveni, obnovit

radka Fadek
start spusténi
stisk stisknuti
stornovat zrusit
upgradovani upgrade
vtefina sekunda
Glossaries

Consistent use of Microsoft approved terminology in all localized products is one of the major factors in
achieving the required quality of the localized product. Please adhere to any official terminology lists or
glossaries you have available. Use the same translation for each term consistently throughout your texts.

Fictitious Information

Fictitious content is legally sensitive material and as such cannot be handled as a pure terminology or
localization issue. Below is some basic information and contact points when dealing with fictitious content:
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Vendors and Localizers are not allowed to create their own fictitious names.

Please consult your translation specifications for further information on how to deal with fictitious companies,
names, addresses, email addresses, phone numbers, etc. in your product.

The only specific fictitious contact information available in this Style Guide is as follows:
Fictitious e-mail address

One fictitious e-mail address has been in use for Czech: (+) adresa@example.com
Fictitious URL

The sample web address (+) http://xyz.example.com that is used in some wizards and documentation must not
be changed. (The "xyz” part of the URL may change in in the source text. Please always reuse the exact same
fictitious URL from the source text.)

Recurring Patterns

failed = (-) selhalo (+) nezdafilo se

error occurred = (-) nastala chyba (+) do$lo k chybé

bad, wrong = (-) Spatny (+) chybny

corrupted, damaged = (-) poni¢eny (- -) naruseny (+) poskozeny

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 your reference:

Frequent Errors
Inflecting Product and Feature Names

The importance of standardization
Standard Phrases in Error Messages
Titles

Unlocalized Items

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/trademarks/t-mark/names.htm.

In addition to the phrases below, the following classes of English words and expressions are left untranslated in
Czech products:

e User and group role names: Administrator, Users, All Users, etc.
e All font names

« Key names, except for Space (Mezermik), Up Arrow (Sipka nahoru), Left Arrow (Sipka vievo), Down
Arrow (Sipka dold), and Right Arrow (Sipka vpravo)
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e All strings marked as “Version”, with the exception of Version strings containing a product name which is
translated in Czech, e.g. Prizkumnik (Windows Explorer)

Word

Comment

agent

alias

bit

cloud

diagram

disk

expert

export

import

index

Database-related index only; the list of compiled references to terms is rejstfik

Internet

maximum

minimum

monitor

offline

OK

online

Plug-and-Play

port

program

proxy

as in proxy server

role

server

Smart Card

test

text

41



Word Comment

tip

web written in lowercase in Czech

a spelled identically to an English word, but has a different meaning: and

list spelled identically to an English word, but has a different meaning: leaf, sheet
host spelled identically to an English word, but has a different meaning: guest
audience spelled identically to an English word, but has a different meaning: hearing

Using the Word Microsoft

It is prohibited to use MS as an abbreviation for Microsoft. The name Microsoft must not be inflected, and the
declinable descriptor spoleénost is used in all cases except the nominative and prepositionless accusative

Please refer to the Inflecting Product and Feature Names section for an explanation of declinable descriptors.

Example: (+) Ochrana osobnich tdaju patfi mezi priority spolecnosti Microsoft.

42



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).

User Interface

Czech Ul localization has evolved into a set of firmly-established and logically consistent guidelines, which are
outlined in the below sections.

Menus and Menu ltems

Menu names and items start with a capital letter and typically match the titles of the dialog boxes they invoke.
They take the form of an infinitive verb or a noun in the nominative. They have no terminating punctuation unless
the item opens a dialog, in which case the menu command will inlcude an ellipsis. Abbreviations must not be
used in menu commands.

If the English item comprises two commands connected with a slash, the slash should be replaced by a or &i in
the translation.

English Correct translation
Record new macro Zaznam nového makra
Run macro Spustit makro
Header/Footer Zahlavi a zapati

Apply Filter/Sort Pouzit filtr ¢i fazeni dat
OLE/DDE Link Propojeni OLE/DDE
Go To... Prejit na...

Open With... Otevrit v programu...
Link From... Propajit...

Save As... UloZit jako...
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Example:

Microsoft Excel - Sesit1

] soubor Upravy Zobrazit | Vio#it | Formt Nistroje Data Ok
0 650 (3 i | e |
: Radek
e Tt s 7 T 1 adek !
Al - A Sloupec -
2 B | List i
1
2 1 [l | Graf ..
i Symboal...
— Konec strank
_6 |
7 Jie || Bunkece...
g MNazev »
10 | Komentar
11
12 Chrazek »
13- E:E | Diagram
13 Objekt...
16
17 &Il Hypertextovy odkaz... Cirl+k
12

Dialog Boxes

Dialog names start with a capital letter and typically match the menu item or command button that invoked them
(the ellipsis is omitted). The dialog hame may include a subtitle, which is separated from the main title by a dash
and has a lowercase initial letter.

Never use Probiha in the title bar of a dialog. This word is always omitted in the title.

Any text inside a dialog (typically, in a wizard) is not considered a dialog name, even though it may be displayed
in larger font and/or bolded. Such text is treated as standard text label and includes a terminating period if it
forms a complete sentence.

Examples:

English Correct translation
Insert Image ViozZit obrazek
Display properties Zobrazeni — vlastnosti

Iménit nastaveni zabezpeceni 1% Zobrazeni - vlastnosti

| Motivy | Plocha | Spofié obrazovky | Vzhled | Nastaveni 44




Command Buttons

Command button names start with a capital letter and have no terminating punctuation unless they invoke a
dialog box, in which case they include a terminating ellipsis. They take the form of an infinitive verb or a noun in
the nominative.

If the English button ends with a short preposition (such as To, From or With), the translator is advised to omit
the preposition or use a translation that does not require it at all.

Vlastnost

Majit tiskarnu. ..

Tooltips

Tooltips start with a capital letter and have no terminating punctuation. Given that toolbar buttons normally
correspond to an item in the menu, a tooltip should closely match the corresponding menu item. If a tooltip is
required that does not correspond to any existing menu item, a new tooltip should be formed based on a verb in
the infinitive.

Microsoft Excel - Segit1

E_)l Soubor Upravy Zobrazit VioZit Formdt Nastroj
NN RERETFE NN Y

E 5, =2 : |
R Wt s 7 M T N N < zdroje informac || £
Al - i

A B | ¢ | Db [

1

Radio Buttons

Radio button labels start with a capital letter and have no terminating punctuation. If the label includes another
control, such as a text box or spinner, the label may be punctuated with a colon or not punctuated.

Telefonické pfipojeni

..'/" Zde je moiné nastavit zplsob pfipojeni aplikace Qutlook
Gy k telefonickym GEtdm,

(") Upozornit pied zapnutim existujicho telefonického pipojeni
(%) Vidy poufivat existujic telefonické plipojeni

[ automaticky vytacet pfi odeslani nebo piijimani na pozadi

[lPo dokenfeni ruénihe odeslani nebe piijimani zavésit
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Check Box

Check box labels start with a capital letter and have no terminating punctuation. This also applies to lists of
application components within installers.

English Incorrect translation Correct translation
Select the check box to... Viybérem zasSkrtavaciho poliCka... | ZaSkrtnutim poli¢ka...
Clear the check box... Vymazte zaSkrtnuti policka... ZruSte zaSkrinuti poli¢ka...

Telefonické pripojeni

..r/'/ Zde je moZné nastavit zplsob pfipojeni aplikace Outlook
@ k telefonickym Gctim.

(") Upozornit pfed zapnutim existujicho telefonického pripajeni
(#) vidy pousivat existujid telefonické pfipojeni

[ automaticky vytacet pi odesl&ni nebo piijimani na pozadi

[IPo dokonéeni ruénihe odesiléni nebo pfijimani zavésit

Text Box

Text box labels usually start with a capital letter and are terminated by a colon. Exceptions apply when the text

box appears inside a string, in which case the string starts with a capital letter and has no terminating

punctuation. The second part of the label that continues after the text box, starts with a lowercase letter and is

terminated with a period or not terminated at all (if the string appears inside another control).

Mastaveni

Ukladat informace pro automatické obnoveni kaZdych |5 % | minut

Misto uloZeni informad automatického obnoveni: |C:‘~,Snubnr3-'

List Box and Dropdown Box

List names start with a capital letter and are terminated with a colon. Items in the list usually start with a capital.

Pozadi:

[ Mydiavé bubliny
.ﬂ Mézic nad pousti
] MésiEni kvitin
.ﬂ Ma wbach

.ﬂ Machowa kvétina

TN T ey o

Fred: |D px

Radkovani:

LIRS

Za: |D px

Prichytit k miiZce pri definovani miizky

Jednoduché |';

Jednoduché
1,5 Fadku

Dvog’ité

Presné
Masobky
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Group Box

Group box labels start with a capital letter and have no terminating punctuation. If a group box contains no
controls but text (such as description of the functionality of other controls), the text is treated as a status bar

message.

Telefonické pripejeni

'\.-:--"\ Zde je mo#né nastavit zplsoh pFipojeni aplikace Outlook
= k telefonickym aétdm.

() Upozornit pied zapnutim existujicho telefonického pripojeni

(%) Vidy pousivat existujicl telefonicke pfipojeni
[ Automaticky vytadet pfi odesilani nebo pfijimani na pozadi

[JPo dokenéeni rutnihe edeslEni nebo piijimani zavesit

Spinner

Spinner labels usually start with a capital letter and are terminated by a colon. Exceptions apply when the
spinner appears inside a string, in which case the string starts with a capital letter and has no terminating
punctuation. The second part of the label that continues after the spinner, starts with a lowercase letter and is
terminated with a period or not terminated at all. If the spinner may have decimal values, the mandatory decimal
separator is the colon.

Mastaveni
Ukladat informace pro automatické obnoveni kazdych |5 2 | minut
Misto ulozeni informad automatického obnowveni: C:\Soubory

References to Unlocalized Controls

Sometimes the text refers to controls from software components or products that have not been localized into
Czech yet and are not included in the current translation project. Unless it is clear that the component is about to
be localized soon, the localizer must search all available reference resources to determine a suitable translation
based on existing strings and rules provided in this Style Guide.

Once a new translation has been created in accordance with the above guidelines, it is added to the localized
string in parenthesis following the original English Ul reference. It is absolutely unacceptable to provide only the
new translation without the English control name in the translated string. If the control name uses distinctive
graphical appearance in the text (such as bold font), this does not apply to the translation in parenthesis. Any
other standard rules for Ul references remain in effect.
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Example:

English Czech translation Comment
V aplikaci Localization Studio While the parenthetical
kliknéte v nabidce File (Soubor) translations for File and New are
In Localization Studio, click na prikaz New (Novy) a poté na easy to deduce owing to
File > New > Glossary ikonu Glossary Database standardization, the translation for
Database. (Glosarova databaze). Glossary Database should be
entered in the TS query systém as
it is based on new terminology.

Messages

Messages should be impersonal and describe the situation (error) that has occurred in the system. Therefore
please refrain from addressing the user or using the possessive vas/vase. In order to prevent the user from
feeling manipulated, avoid the verb muset.

Examples: (+) Pri... doSlo k chybé.

If problem persists... = (+) Pokud potiZze potrvaji...

Close the application... = (+) Ukoncete aplikaci...

Try again..., ... and try again. = (+) Opakujte akci..., ... a akci opakujte.
The allocation table is corrupted. = (+) Alokacni tabulka je poSkozena.
Backup has failed. = (+) Zalohovani se nezdafilo.

Could not read file %1. = (+) Soubor %1 nelze Cist.

Error %d reading file %s. = (+) Chyba %d: Soubor %s nelze Cist.

Could not find file %1. = (+) Soubor %1 nebyl nalezen.

Error: The data you entered is not valid. = (+) Chyba: Zadana data jsou neplatna.
Sorry, the system is busy. = (+) Systém je zaneprazdnén.

Access denied. = (+) Pristup byl odepren.

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).

48



Download Full kems

Download Head

+  Download Head

ers and then Full lkems

Ers

On Slow Cennections Only Download Headers

Work Offline

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

Czech Style in Status bar Messages

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

i§ Bez nazvu - Malovani

sentences with an implied subject (i.e., the menu
singular verb, and are punctuated with a period.

&P g Tnvertovat barvy Col+H
Atributy. .. Ctrl+E
j q Vymazat obrazek Ctrl+5hift+M
5',? é v Kreslit neprihledné
e A
N ¢
O /4
o O
s
£ X
AN (5 [ [ O
[Tl ER T e
Roztahne nebo zkosi obrazek nebo vybranou cast.
Name Czech Name | Category | English Status Bar message Czech Status Bar message
Edit Upravy menu Contains editing commands Obsahuje prikazy pro upravy.
Copy to Kopirovat do menu Copies the selected items to a Zkopiruje vybrané poloZky do
Folder... sloZky... new location nového umisténi.
New Novy command | Creates a new document Vytvofi novy dokument.

Make object visible?

Chcete objekt zviditelnit?

Word is converting the
document. Press Esc to stop.

Word pfevadi dokument.
Provadénou akci zruSite

49



Name

Czech Name

Category

English Status Bar message

Czech Status Bar message

stisknutim klavesy Esc.

Datasheet View

Zobrazeni datového listu

Done

Hotovo

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 Czech 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 %1?

Error Messages

What Is An Error Message?

Here is an example:

Correct Czech translation

Napoveédu zobrazite stisknutim klavesy F1.

Nedostatek paméti

Chcete ulozit zmény v souboru %1?

File and Folder Rename

S50

k.

.;@:. Can't rename "Pictures” because a file or

folder with that name already exists

Specify a different name.

Close

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.

50



Czech 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. Please utilize the standard translations provided in this Style Guide
whenever possible.

As error messages are the most frequent type of messages, the guidelines above apply to them fully.

Example: This may take a while. = (+) Tato operace mize chvili trvat.

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 ...

Nelze... Soubor nelze vytisknout.
Could not ...

Failed to ...
Failure of ...

Nezdarilo se... Tisk souboru se nezdafril.

Cannotfind ...
Could not find ...
Unable to find ...
Unable to locate ...

Nebylo nalezeno... Soubor %s nebyl nalezen.

Not enough memory
Insufficient memory

‘o Nedostatek paméti na
There is not enough memory | Nedostatek paméti P

serveru.

There is not enough memory

available

... Is not available o Prtipojeni k siti neni
] ) ...heni k dispozici. : -

... Is unavailable k dispozici.

Opravdu chcete ukoncit

2 ?
Are you sure you want to...: Opravdu chcete...? aplikaci?
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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.

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

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 Czech, however, key names are written in ALL CAPS in help, documentation and web content,
while in Ul, the normal script with just the first letter capitalized is used.

While most key names in Czech are identical to the English source (except for the capitalization rule above), the
following keys names are translated or have multiple possible spellings:

Help and Documentation User Interface Comment

LEVY SHIFT Levy Shift

LEVY ALT Levy Alt

ESC Esc do not use: (-) ESCAPE, Escape
TABULATOR Tabulator or: TAB, Tab

MEZERNIK Mezernik

ENTER Enter do not use: (-) RETURN, Return
INSERT Insert or: INS, Ins

DELETE Delete or: DEL, Del
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Help and Documentation

User Interface

Comment

SIPKA VPRAVO

Sipka vpravo

SIPKA VLEVO

Sipka vievo

SIPKA NAHORU

Sipka nahoru

SIPKA DOLU

Sipka dol(i

CTRL+ALT+DELETE

Ctrl+Alt+Delete

or: CTRL+ALT+DEL, Ctrl+Alt+Del

Access Keys/Hot keys

| New Text Document - Notepad E@ﬁ

Mew

Access keys Open...
Save

Save As...

Page Setup...
Print...

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 | Yes Not preferred due to accessibility concerns.
can be used as hot key

Characters with downstrokes, such Yes Not preferred due to accessibility concerns.
asg,j, Y, pandq can be used as

hotkeys

Extended characters can be used as | Yes Only after all other possible hotkey

hotkeys assignments have been exhausted.
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Hot Key Special Options Usage: Is It Allowed? | Notes

An additional letter, appearing No Never
between brackets after item name,
can be used as hotkeys

A number, appearing between No Never
brackets after item name, can be
used as hotkey

A punctuation sign, appearing No Never
between brackets after item name,
can be used as hotkey

Duplicate hotkeys are allowed when | No In extremely rare cases this is admissible. Each
no other character is available occurrence must be individually approved.
No hotkey is assigned when no more | No Never

characters are available (minor
options only)

Additional notes: N/A

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.

Please see the Keys section above for the arrow key names in Czech.

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.
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Standard Shortcut Keys

us US English Czech Czech

Command Shortcut Key | Command Shortcut key
General Windows Shortcut keys

Help window F1 Napovéda F1

Context-sensitive Help Shift+F1 Kontextova napovéda Shift+F1

Display pop-up menu Shift+F10 Zobrazit mistni nabidku Shift+F10

Cancel Esc Storno Esc

Activate\Deactivate menu bar F10 Aktivovat/deaktivovat panel Nabidek F10

mode

Switch to the next primary Alt+Tab Prepnout do dal$i spusténé aplikace Alt+Tabulator

application

Display next window Alt+Esc Zobrazit dal§i okno Alt+Esc

Display pop-up menu for the Alt+Spacebar | Zobrazit mistni nabidku pro aktualni Alt+Mezernik

window okno

Display pop-up menu for the Alt+- Zobrazit mistni nabidku pro aktivni Alt+-

active child window podrizené okno

Display property sheet for Alt+Enter Zobrazit stranku vlastnosti vybraného | Alt+Enter

current selection objektu

Close active application window | Alt+F4 Zavrit okno aktivni aplikace Alt+F4

Switch to next window within Alt+F6 Pfepnout do dal§iho okna v ramci Alt+F6

(modeless-compliant)
application

(nemodalni) aplikace

Capture active window image to
the Clipboard

Alt+Prnt Scrn

Ulozit snimek aktivniho okna do
schranky

Alt+Print Screen

Capture desktop image to the Prnt Scrn UloZit snimek plochy do schrénky Print Screen

Clipboard

Access Start button in taskbar Ctrl+Esc Aktivovat tlacitko Start na hlavnim Ctrl+Esc
panelu

Display next child window Ctrl+F6 Zobrazit dal§i podfizené okno Ctrl+F6

Display next tabbed pane Ctrl+Tab Zobrazit dal$i kartu s podoknem Ctrl+Tab

Launch Task Manager and Ctrl+Shift+Esc | Spustit Spravce dloh a inicializaci Ctrl+Shift+Esc

system initialization

systému
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us US English Czech Czech
Command Shortcut Key | Command Shortcut key
File Menu
File New Ctrl+N Soubor — Novy Ctrl+N
File Open Ctrl+O Soubor — Otevrit Ctrl+O
File Close Ctrl+F4 Soubor — Zavfit Ctrl+F4
File Save Ctrl+S Soubor — Ulozit Ctrl+S
File Save as F12 Soubor — Ulozit jako F12
File Print Preview Ctrl+F2 Soubor — Nahled Ctrl+F2
File Print Ctrl+P Soubor — Tisk Ctrl+P
File Exit Alt+F4 Soubor — Konec Alt+F4
Edit Menu
Edit Undo Ctrl+Z Upravy — Zpét Ctrl+z
Edit Repeat Ctrl+Y Upravy — Znovu Ctrl+Y
Edit Cut Ctrl+X Upravy — Vyjmout Ctrl+X
Edit Copy Ctrl+C Upravy — Kopirovat Ctrl+C
Edit Paste Ctrl+V Upravy — Viozit Ctrl+V
Edit Delete Del Upravy — Odstranit Del
Edit Select Al Ctrl+A Upravy — Vybrat vse Ctrl+A
Edit Find Ctrl+F Upravy — Najit Ctrl+F
Edit Replace Ctrl+H Upravy — Nahradit Ctrl+H
Edit Go To Ctrl+G Upravy — Zpét Ctrl+G
Help Menu
Help F1 Napovéda F1
Font Format
Italic Ctrl+l Kurziva Ctrl+l
Bold Ctrl+B Tuéné Ctrl+B
Underlined\Word underline Ctrl+U Podtrhnout Ctrl+U
Large caps Ctrl+Shift+A VSechna velké Ctrl+Shift+A
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us US English Czech Czech
Command Shortcut Key | Command Shortcut key
Small caps Ctrl+Shift+K Kapitalky Ctrl+Shift+K
Paragraph Format

Centered Ctrl+E Zarovnat na stfed Ctrl+E

Left aligned Ctrl+L Zarovnat vlevo Ctrl+L

Right aligned Ctrl+R Zarovnat vpravo Ctrl+R
Justified Ctrl+J Zarovnat do bloku Ctrl+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.

Remember that key names and keyboard shortcuts appear in ALL CAPS in documentation. References to Ul
items are not enclosed in quotation marks, but written with a capital first letter and usually bolded. When the text
references a software feature, such as a wizard, manager, or tool, the first letter is capitalized as long as it is the
full name of the feature. (The bold font is normally not used in these cases.) It is possible to refer to the feature
later in the text with a lowercase general term, such as privodce or spravce.

For hyperlinks to unlocalized content, it is recommended to translate the text of the link, but include a note in
parenthesis indicating that the content of the link will not be translated.

Example: (+) Nova verze je doplnéna o pét novych privodct — mimo jiné o Priivodce pfevodem do formatu
HTML.

(+) Dalsi informace najdete v ¢lanku Instalace néastroje Microsoft XML Parser a sluzby Microsoft XML Core
Services (Clanek obsahuje nepfeloZzeny obsah v anglictiné).

Titles

In English the titles for chapters usually begin with "How to ..." or with phrases such as "Working with ..." or
"Using ...". In the Czech version of Microsoft documentation, “How to” is often omitted and these titles are
typically translated as (verbal) nouns indicating the action or procedure that will be covered by that section or
chapter. No terminating punctuation is used.

Many topic and manual hames use traditional standardized translations:
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Examples:

English

Czech

Getting started with Microsoft ...

Zaciname s aplikaci Microsoft ...

Getting results with Microsoft ...

Pracujeme s aplikaci Microsoft ...

Installation guide

Instalacni pfirucka

User’s guide

Prirucka uzivatele

Reference guide

Referencéni pfirucka

Programmer’s guide

Priru¢ka programatora

Building applications with Microsoft ...

Viytvareni aplikaci v aplikaci Microsoft ...

Start here — basics and installation

Zaciname s aplikaci Microsoft ... — zaklady a instalace.

Microsoft ... Companion

Prirucka uzivatele aplikace ...

Discovering Microsoft ...

Poznavame aplikaci Microsoft ...

Microsoft ... Quick Start

Predstaveni aplikace Microsoft ...

Copyright and Trademarks

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.

Copyright strings are usually translated with standardized strings/formulas:

Examples: (+) ©2011 Microsoft Corporation. VSechna prava vyhrazena.

Terms of Use = (+) Podminky pouZziti

Microsoft, the Office logo, the Windows logo and the Windows Start logo are either registered trademarks or
trademarks of Microsoft Corporation in the USA and/or other countries. = (+) Microsoft, logo Office, logo
Windows a logo Windows Start jsou registrované ochranné znamky nebo ochranné znamky spolecnosti
Microsoft Corporation ve Spojenych statech americkych a v dal§ich zemich.

Other product and/or company names herein may be the trademarks of their respective owners. = (+) Uvedené
nazvy dalSich produkti nebo spolec¢nosti mohou byt ochrannymi znamkami vlastnikd téchto znamek.
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Appendix 1. Colour Names

Standard colour names, along with swatches of each colour, are provided below.

Names of colour hues

English Czech
Dark ... Tmavé ...
Light ... Svétle ...
Bright ... Jasné ...
Pale ... Bledé ...
Medium ... Stredné ...

Names of standard colours

English Czech Colour Swatch
AliceBlue Modrava

AntiqgueWhite Krémové bila

Aqua Azurova (synonymni s Cyan)
Aquamarine Akvamarinova

Azure Bledé azurova

Beige Bledé béZova

Bisque Bledé oranzova

Black Cerné

BlanchedAlmond Mandlova

Blue Modra

BlueViolet Modrofialova

Brown Cervenohnédé

BurlyWood Krémova

CadetBlue Sedomodré
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Coral

Koralova ¢ervena

CornflowerBlue

Chrpové modra

Cornsilk Rezna

Crimson Karminova

Cyan Azurova
DarkBlue Tmavé modra
DarkCyan Tmavé azurovéa
DarkGoldenRod Tmavé bézZova
DarkGray Seds

DarkGreen Tmavé zelena
DarkKhaki Piskové hnéda
DarkMagenta Tmavé purpurova

DarkOliveGreen

Tmavé olivova

DarkOrange Tmavé oranzovéa
DarkOrchid Tmaveé orchidejovéa
DarkRed Tmavé Cervena
DarkSalmon Tmavé lososova
DarkSeaGreen Tmava mofska zelena
DarkSlateBlue Tmava bfidlicova modra
DarkSlateGray Tmava bridlicova seda

DarkTurquoise

Tmaveé tyrkysova

DarkViolet Tmavé fialova
DeepPink Syté rizova
DeepSkyBlue Syta nebeska modra
DimGray Koufové Seda
DodgerBlue Jasné modra
FireBrick Cihlova

FloralwWhite

Kvétinové bila




LavenderBlush

Levandulova rizova

LawnGreen

Jasné zelena

LemonChiffon

Svétle citrénova

ForestGreen Lesni zelena
Fuchsia Fuchsiova
Gainsboro Bledé Seda
GhostWhite Modravé bila
Gold Zlata
GoldenRod Bézova
Gray Tmavé Seda
Green Zelena
GreenYellow ZelenoZluta
HoneyDew Nazelenala
HotPink Jasné rizova _
Chartreuse Chartreuska
Chocolate Hnédobézova
IndianRed Indianska Cervena
Indigo Indigové modra
Ivory Slonovinova
Khaki Piskova
Lavender Levandulova
]

LightBlue Svétle modra
LightCoral Svétle korélovéa
LightCyan Svétle azurova

LightGoldenRodYellow

Svétle zluta

LightGreen Svétle zelena
LightGrey Svétle Seda
LightPink Svétle rizova
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LightSalmon

Svétle lososova

LightSeaGreen Svétla morska zelena
LightSkyBlue Svétld nebeské modra
LightSlateGray Svétla bridlicova Seda
LightSteelBlue Svétla ocelova modré
LightYellow Bledé Zluta

Lime Limetkova

LimeGreen Limetkové zelena
Linen Bledé SedobéZovéa
Magenta Purpurova

Maroon Kastanova

MediumAquaMarine

Stredni akvamarinova

MediumBlue Stredné modra
MediumOrchid Stredné orchidejova
MediumPurple Stredné nachova

MediumSeaGreen

Stredni morska zelena

MediumSlateBlue

Stredni bridlicova modra

MediumSpringGreen

Stredni jarni zelena

MediumTurquoise

Stredné tyrkysova

MediumVioletRed

Stredné fialovocervena

MidnightBlue Temné modra
MintCream Mentolova
MistyRose RdGzovobila
Moccasin Bledé krémova
NavajoWhite Svétle krémova
Navy Namornicka modréa
OldLace Svétle béZovéa
Olive Olivova
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OliveDrab Khaki

Orange OranzZova

OrangeRed OranZovocervena

Orchid Orchidejova

PaleGoldenRod Bledé piskova

PaleGreen Bledé zelena

PaleTurquoise Bledé tyrkysova

PaleVioletRed Bledé fialovocervena _
PapayaWhip Papajova

PeachPuff Broskvova

Peru Karamelova _
Pink Ruzova

Plum Svestkova _
PowderBlue Bledé modra

Purple Nachova

Red Cervené

RosyBrown RuzZovohnéda

RoyalBlue Kralovska modra

SaddleBrown Hnédéa

Salmon Lososova

SandyBrown OranZovohnéda

SeaGreen Morska zelena

SeaShell Lasturova

Sienna Siena

Silver Stfibrné

SkyBlue Nebeska modra

SlateBlue Bridlicova modréa

SlateGray Bridlicova seda
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Snow Snéhobila
SpringGreen Jarni zelena
SteelBlue Ocelovéa modra
Tan Sedobézova
Teal Sedozelena
Thistle Bodlakova
Tomato Tomatova
Turquoise Tyrkysova
Violet Fialové

Wheat Zlatohnéda
White Bila
WhiteSmoke Kourové bila
Yellow Zluté
YellowGreen Zlutozelena ;
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