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Japanese Typing Tutorial (for PC):
22— X THAGE

1. How to Start
1) Launch Word inthe  “program”  folder.

2) Find the ‘Language Input Bar’ , which is usually below the text screen but could sometimes
be right above the text screen. It might be set as ‘EN English (United States)’as the default
setting.  Click ‘EN’ once then select ‘Japanese’.  On its right side you will find a button
indicating [ A JJ-&— K] (again, the default setting mightbe A ). Click [AJ)E— K],
you will find several different modes: [O& 23 7e], [ H & 7], [AEH], AL
Z 7], PEAEE]or [E#AA]L

3) Choose [N 23721, then [AJJE— K] button becomes [&] .

4) Font information

We recommend the following fonts in Microsoft Word:
e UD Digi Kyokasho NP-R: &% \* 9 A & (closest to the written style and easier to read)
e MS Mincho: 9 28
e MS Gothic: HWL\3 A2 H

2. How to Type O\ 2372

2.1 Romaji Typing System

When you type Japanese, you have to use Romanization because HIRAGANA or KATAKANA
is not listed on your keyboard. But the Romanization you are supposed to use for the word
processor is not quite the same as the one you learned in class. You have to interpret
Romanization as a mere substitution for the written syllables, HIRAGANA. You first have to
consider how the word you want to type is written in HIRAGANA and then transcribe each
HIRAGANA character into corresponding romaji.

After typing in the Romanization, hit ‘Enter’ key (do not hit ‘Space’ key before hitting ‘Enter’
key, that will convert HIRAGNA into Kanji). Hit space key after each word if you want to have
a space.

EXERCISE 1: Type the following words:
H b LTz Te_ET WEET DI E T 7o 72

2.2 Long Vowels

As mentioned above, you need to use Romanization as a mere substitution for the HIRAGANA
that you want to type. This is very important especially when you type words with long vowels.
For instance, \» % 9 & has to be typed as IMOUTO, rather than IMOOTO.

EXERCISE 2:
Sko7mb BEw k& b SIA PSP A<HEW TAEn



JPN Typing Tutorial FL22.doc

2.3Small - and Other Small Letters

There are three methods to type small . One is to repeat the consonant of the character right
after small -, following the standard Romanization. For example, you enter GAKKOU for 73
- Z 9. You can also type small - by entering XTU or LTU. If you follow the standard
Romanization, you can type other small letters like <, «,and X.Again, you can also hit X or
L before typing the romaji for the letter you want to make small. For example, you enter XYO or
LYO for small .

EXERCISE3: 73> Z 9 Wo Lok xoT A=Y=

24 A

You need to pay special attention when you type /Av. Basically, you have only to hit the N key
once. Though the letter N will not be converted to the letter A at first, the computer will
automatically convert it when you type the following HIRAGANA. However, you need to hit
the N key twice, if A, comes at the end of a sentence or if you need to type one of the following
characters after A 72, |2, ¥a, 73, @; <2, ¥, K andthe vowels, i.e., &, \», 9, %, B.

EXERCISE 4:
T A HAHEWN ShEN B A IZIZ A Z VS B
IZIZAIT AR LA LAXY ITIZADIZA

2.5 Particles: 1. &, -~
IZ isto be typed as HA, % as WO and ~ as HE.

3. How to Type U % 7

3.1 Switch [AJ3E&— F] to the KATAKANA Mode

Go back to [ A 77— K] button and switch the mode to (&£ 5 % #7F]. [AJ)E— K]
button becomes % | . The word will be converted in to KATAKANA automatically. The
lengthening mark can be entered by hitting the hyphen key.

Alternatively, even if [AJJE— F] is [OH2372], ‘F7° key will change U5 72372 to 1 4
77, (E.g., hitaisu, then hit ‘F7° key BEFORE ‘Enter’ key. Then &\ 7 becomes 7 A
=)

EXERCISE5: T Lt AT LI T AU Yokt 4 t—H—

3.2 Typing Small Letters in & & 417

If you follow the Romanization you learned for words in KATAKANA that contain small
characters, you will not have any problem getting small characters, except for 7 «, 7 =, 7
= and 7 4. In these cases you need to use the method you used for small - above. That is,
enter X or L before the romaji for the characters you want to make small. For example, 7
can be typed as TE and XI or LI.

EXERCISE6: HVU 74L=F  S—F 1—  Tx—F  Fxvh
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4. Typing alphabets
Go back to [ A /77— ] button and switch the mode to [[E#AH]. [ASTE— ]
button becomes [A] .

Alternatively, you can hit ‘F10° key after entering the Romanization. The word will be
converted in to alphabets automatically.

EXERCISE7: USC UCLA LA CA

5. Typing Sentences--Punctuation in Japanese, etc.

In Japanese, no space is inserted between words. ", (period)" is placed at the end of the
sentence, and ", (comma)" is used to indicate a break within the sentence. " - " is entered by
hitting «“?” key if [A 16— K] is [OH 2372 ].

EXERCISE 8:

Va S A, UCLA OB EWTT D, W2 USC DAL HWNTT,
DlUX, b LASAZEIALET, ZLT, ELINPAT, AT LET,
RELIAIE, EZIZTTATWVET DN, e JEBIZTATHET,

6. Typing Kanji

Type aword in N5 7372, then press the space bar. If the given kanji is not the one you are
typing, then keep pressing the space bar until you get the right kanji.  Once it shows the kanji

you want, press enter. (the dotted line under the word will disappear and the kanji is selected.
Example: 72\ 725 < press [space] > K5 press [enter] (not selected yet) > K= (selected)

EXERCISE 9:
Va v lE. UCLA OFEATT N, Wiz, USC oA TT,

AT, mHRFBICEET,

Reading of Kanji FE=NHEWN
Fh=7- L
HH=FWIbH
RE=T2003




