WHPG Publications Word List and Style Guide

This word list and style guide reflects in-house (WHPG) styles only. 
If you don’t see an item listed here, then refer to Merriam Webster’s Collegiate Dictionary, 10th Edition; The Microsoft Manual of Style for Technical Publications; and/or The Chicago Manual of Style, 14th Edition. 
A

ACPI Name Space

add-in (adj) — AVOID
add-on [devices] (adj)

Application key

Architecture: capped when part of a proper name (such as Broadcast Architecture); lower cased when generic
asynchronous

B

back plane (n), back‑plane (adj)
baseline

bi: no hyphen unless double vowels or confusing
bit set

blt, blters, blted (prefix “bit-“ is optional)
bit-depth (adj)

bitness

boot time

built-in (adj), built in

burst data rates

busmastered (v)
bused, busing
C

cacheable

call mode (adj)

call type

calling-card (adj)


chip set (n) chip‑set (adj)
co: no hyphen unless confusing
codec

cold-boot (adj)

Configuration Manager

Configuration ROM

controllerless

cooldown (n)

cross-reference (n, v)

cross talk (n)

CryptoAPI

D





define (n)

deinterlace

demultiplex (v)


device driver (adj, n)

Device Manager




dial string (adj)

dial-up (adj)


disc (for CD and DVD only)
disk (all other references)
display device

docking station

dongles





DVD (don’t spell out)
dword


E
earpiece

eCenter

e-mail

endpoint

end-user (adj), 
end user (n)

F

failover (n), fail over (v), fail‑over (adj)

fan-out (n)

fast IR

Fast Wide SCSI

fax-back number 

file names

firmware



floppy disk (n, adj)
frustum

full-duplex (adj)

G

game pad

Gouraud shading

go word

H

half-duplex

handheld

handset

hard disk (n, adj)


hard-wired



hook-switch (adj)

hot docking

HSync (horizontal synchronization on first reference)
I


implementer

in-band (adj)

INF file (don’t spell out)
INI file (don’t spell out)
instantiate

interpolant

intranet (lower case)
isochronous
iterate

I2C (don’t spell out)
I2O (don’t spell out)
J, K

K (kilobyte; no space before)
kernel mode

keytop

Knowledge Base

L

latency

-like: no hyphen unless confusing
line-out (n, adj)

local bus

Logo key

log on

loopback

loop-current (adj)



M

Manageability Baseline

Mb/s

MB per second

Memory Technology Driver

minidriver

miniVDD

MIP map (n), 
MIP-mapped (adj)

misinsert


mobile PC

monaural

mono rasterization

mono rendering


multi: no hyphen unless confusing



multi-link

multiplex (v)

mutex

mux settings

N


Network PC (Net PC after first reference)
nibble mode

node number

non: no hyphen unless confusing




null tags

O

off-hook

offline (adj, adv)

offload

off-screen

online (adj, adv)
on-board

on-screen

operating system (adj; never hyphenate or abbreviate)

option ROM

overall

overcurrent

P

palettized

parallel port (adj)

passthrough (n)
PC Card

playback (n)

play back (v)
Plug and Play (n, adj)

pop-up

port (v)

power down (n), power‑down (v)

power state (n), 
power-state (adj)
power up (n), power‑up (v)
pre: no hyphen unless confusing

prefetch FIFO

protected-mode (adj)

proscan (progressive scan on first reference)
pulldown (n), pull‑down (adj)

push buttons

push-button(adj)

Q, R

quadlet

quadword

real-mode (adj)

real-time (adj)

registry

replicator

resource option list

ring (0,1,2…)


run-time (adj)

S

sans serif (adj)

scalability, scalable

schema, schemas

serial port (adj)

setup
Smart Battery

smart card

socket services driver

south bridge

speakerphone

specular

spin down (n); spin‑down (v)
spin up (n); spin‑up (v)
stack-based (adj)

stand-alone

standby

start-up (n, adj)
start up (v)
Subsystem ID

Subsystem Vendor ID
synchronous

T

telephony

Text Telephone
3-D (all references)
timecode

time-out (n)

time stamp (n)

time-stamp (v, adj)



tri: no hyphen unless confusing
tuple

2-D (all references)
U

Unicast

Unicode

unidriver

Unimodem

user-friendliness
user mode 
V

vertex, vertices

Virtual Desktop

virtual key code level

voice data path

VSync (vertical synchronization on first reference)
W

wake-up (adj) 
wake up (v, n)

wave driver (adj)

waveform

wave-in (n, adj)
wave-out (n, adj)

wave table

web (but, World Wide Web)
white paper

Winlogon

workgroup

workspace

workstation

world-class (adj.)

writable (and rewritable)

X, Y, Z

Zero Administration Kit (do not use acronym; “the kit” after first reference)
Zero Administration initiative for Windows (do not use acronym; “Zero Administration initiative” after first reference)
zero extend

zero out

Third-party names

Compaq

CompuServe

Intel

I2C

Micro Channel

NetWare

Norton Disk Doctor

OpenGL 

Personal System/2 (PS/2 after first reference)
Sound Blaster
Refer to trademark and product name lists for other third-party product names.

Microsoft names

DirectAnimation™ (formerly ActiveX™ Animation)

Direct3D™

DirectDraw®

DirectInput™

DirectShow™ (formerly ActiveMovie™)

DirectSound®

DirectX™ foundation

OnNow/ACPI (in this order whenever referred to in this way)

Win32®

Windows® 95 etc.

Windows NT®

Refer to trademark and product name lists for other MS product names.

Do not use

ActiveVRML (now Active Animation)

ActiveMovie (now DirectShow)

Broadcast Services (now Broadcast Architecture)

“Certification” or “certify” in relation to the logo program. See “Logo Program Referrals in Text.doc” at \\beech\whpg\pubtools\
editorial_references\
DirectMIDI

DirectMPEG

GDK. Obsolete; should only appear as “Direct DDK (formerly GDK)” or similar.
i.e., etc., or e.g. Use “that is,” “and so on,” or “for example,” respectively.
motherboard or planar. Use system board.
ZAK. Spell out on first reference, use “the kit” thereafter.

ZAW. Spell out on first reference, use “Zero Administration initiative” thereafter.

Style

Acronyms: It is unnecessary to define the following acronyms: PC, CD, CPU, RAM, ROM, COM, LPT. All others should be defined from the acronym and abbreviation list. 

Hyphens: Use as sparingly as possible. Use in modification of a noun to clarify relationship. 

Possessives: No possessive apostrophe on product names. For example, do not say “Microsoft’s favorite color is …” Instead, say “The Microsoft favorite color is …”

Punctuation: Punctuation should match the preceding style face (bold, italics). The exception is when the preceding word is a command, option, keyword, placeholder, or e-mail or web address; then it would be roman so the reader will not think the punctuation is part of the operation. 

States: Use postal codes when following a city name (CA, WA, etc.)

Non-breaking spaces and hyphens. Use a non-breaking (hard)-space to connect terms that you don’t want to break at the end of a line—for example, Windows NT, IEEE 1394, MS‑DOS, and so on). Non-breaking space: CTRL + SHIFT + SPACEBAR. Non-breaking hyphen: CTL + SHIFT + HYPHEN.
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