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Making Windows XP and Office 2000/XP/2003 Multilingual Martin Heijdra, March 2004 I What are scripts in the computer world? 1. Usual division:
 • Four groups: 1. Simple (alphabets: English, Russian: здравствуйте! 2. Double byte (East Asian; many characters; Input Method Editors needed) 日本人的な感
 覚として 3. Bi-directional (from Right to Left: Arabic [also connecting] and Hebrew ) العربي 4. Complex (with linguistic rearrangement): Hindi, other Indian and Southeast Asian
 languages
 2. Simple Scripts before Unicode: • Have different font encodings (called “code pages” on Windows). 256 characters, 128 “lower
 ASCII” characters common to most code pages, and 128 “higher ASCII” characters that usually differ between platforms and code pages
 • Problems: same encoding would display differently in different code pages: what in code page 1252 (Western European) would be ð, is in CP 1250 (Central European) đ, in CP 1251 (Cyrillic) р, in 1253 (Greek) π, in 1255 (Hebrew) נ, and in 1257 (Baltic) š; etc.
 • Also problems between different Operating Systems and/or programs (é between Mac and Windows e.g.)
 • One cannot easily exchange data between different code pages for the same language, or use two different code pages at the same time. No Russian AND Baltic.
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• Solution: Unicode: one code point for each (abstract) character in a multi-byte system 3. Double byte scripts before Unicode:
 • Much larger fonts needed; creates problems for printers and Western printer drivers. (Laser printers often cannot handle these)
 • Special Input Method Editors (IMEs) needed • Often cannot mix different East Asian languages in same document • Cannot mix East Asian languages with simple languages using diacritics • Solution: Unicode encodings
 4. Bi-directional scripts before Unicode:
 • “Bi-directional”, because Western quotes or Arabic/ Hebrew dates go from left to right in an otherwise right to left text
 • More difficult to do than East Asian (and less economic pressure) • Proper program would also change layout, alignment, etc. • Solution: Unicode, but also new type of fonts and layout engines, rewritten programs and
 additions to operating system 5. Complex scripts before Unicode:
 • Ways in which scripts are “complex” (each in its own way) o Additional processing between input and display needed o Differences in baseline and direction (Arabic, Hindi, Japanese) o Contextual selection of glyphs (Greek, Arabic) o Glyph positioning (Thai, Vietnamese) o Reordering of glyphs (Hindi) o Split graphs versus ligatures (Tamil, Hindi)
 (five times “n” in nasta΄liq, a contextual script) • These were rarely available in standard solutions; usually third-party hacker programs were
 added to Windows, resulting in instability • Solution: Unicode, but also new type of fonts and layout engines, rewritten programs and
 additions to operating system • Such fonts have many more glyphs than encoded characters; Unicode by itself it’s not
 enough! • Microsoft now has developed Uniscribe layout engine, which in conjunction with smart
 OpenType fonts can handle complex scripts • Most difficult languages: Khmer, Mongolian
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6. What you also should now
 • Differences between o dead keys on keyboard (may lead to precomposed character or glyph): input is
 separate from character decomposition o pre-composed characters, versus the basic Unicode “Base character plus combining
 character” model: “combining” characters: expandable, just as IPA; font may or may not have special glyphs for a particular combination
 o Unicode standard: in encoding, no matter how inputted, combining character follows base character (different from library standards hitherto)
 o many precomposed characters available because of legacy systems (download Gentium at http://scripts.sil.org/cms/scripts/page.php?site_id=nrsi&item_id=Gentium
 o often-used transliteration symbols are available in Unicode precomposed, but not all! o Thus, great differences between code points (semantic content) and glyphs (visual
 presentation): see in Hindi e.g. “rki”, or in Tamil “ko” • Differences in implementation of Unicode encoding: UTF-8 (Web), UTF-16 (little endian in
 Microsoft programs) and UTF-32; and in web pages, decimal or hexadecimal number entities (&#xxxx;)
 • Useful application: Uconvert.exe in the Microsoft Win32 Software Development Kit (SDK) 3.5. converts easily between all kind of code pages and Unicode, even if wrongly assigned by program
 7 What is needed in general for supporting scripts
 • A scripting/layout engine, intelligent fonts, and an input method editor (IME)/keyboard layout • Operating System support (languages are added by administrator in large groupings) • Rewritten Programs: Office 2000 can only handle first 3 groups, not complex scripts; Office
 XP can handle some complex scripts • In the background needed Unicode support (one single encoding for all scripts); a layout
 engine (called Uniscribe on Windows) and intelligent Open Type fonts • Actually, there are differences between keyboards with 101, 102 and 106 keys. Differences
 makes e.g. <> unavailable to French keyboard on an US system (other typically unavailable characters are | and \). AltGr key is often Right-Alt. Right and Left Control keys may make a difference
 • Uniscribe: usp10.dll (Unicode Script Processor), takes care of caret placement, justification, complex scripts, East Asian text, etc.; but many versions; has also different work-breaking per language etc. A more advanced protocol is RichEdit 4, which uses Uniscribe, Text Services Framework, and adds AutoCorrect, hyphenation, ClearType support etc.
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II Scripts support in Windows NT/2000/XP and Office2000/XP/2003 • Windows:
 o NT can do simple and double-byte scripts; o 2000 also bi-directional and some complex scripts; o XP adds some more complex scripts (some Indic, Syriac), and has grouped together
 bi-directional and complex scripts. Terminology has become clearer; IME help in English. Installed for a language group are codepage support, keyboards, fonts, and scripting engine
 • Office: o 2000 (US version) can handle simple, double-byte and bi-directional scripts; o Office XP adds some Indic and Southeast Asian scripts; o Office2003 adds translation and East Asian handwriting services, and makes Outlook
 2003 fully Unicode (not backwardly compatible). o Later versions may have better grammar tools etc., such as Arabic in 2003 o Somewhat hidden and unadvertised: Proofing tools 2003 has OCR for some
 languages available from Document Imaging in Office Tools (CJK; Arabic seems installed but not available)
 • IMEs and keyboards may also be added to system tools by Office and Proofing tools • 2000 has added “Text Services” for Japanese, greatly extended for other languages in XP and
 2003: this a new Input interface, which allows for handwritten and drawing input (also in English), and also makes CJK reconversion much better. With TSF, input is never final
 • Later versions of Office also run largely in Unicode on earlier versions of Windows, but supported languages remain decided by OS
 • Other companies may not make their programs into one code: Adobe has special ME and CE versions of all its programs
 mheijdra Page 4 7/7/2005

Page 5
						
						

III System Layer
 1. What is meant with ‘locale’?
 • Overused term, currently replaced by the term “NLS” (National Language Support). Can be thought of as “X language as used in Y”. Mostly cultural conventions (date, numbers, currencies). Sub-groupings are usually unimportant, and may differ only in their MS-DOS code pages…
 Tip Unless you need different automatic NLS settings (for currencies etc.), there is usually no need to install different versions of the same language in the US (e.g., all the different versions of Arabic, English or Spanish.)
 2. Three options for system locale Applies to all users and all programs; change requires rebooting
 • Option 1: Keep the system language as English; add additional language support to any Operating System in large groupings by administrator
 o In this way any Unicode program, such as Office 2000, can use any added language on the fly. Non-Unicode programs use the Western European code page (default for English)
 • Option 2: Add additional language support to any Operating System in large groupings by administrator; then, change the default system language to another language with a different script.
 o The default system language is called “system locale” (2000) or “language used for non-Unicode programs” (XP)
 o This way you can use, in addition to Unicode programs, programs that use a code page other than Western European. Useful to use e.g. legacy CJK CD ROMs encoded in Shift-JIS, Big-5 etc. Does not change the interface language. A few features of Office may depend on this setting
 • Option 3: Install the Multi-user Interface package (MUI), or, for some languages, smaller Language Interface Packs (LIPs) in addition to the English system. Only available to large organizations with license.
 o In addition to changing the default system language, this would enable the interface language and help to be set in a different language and encoding (one at a time). Needs English as basis. Does not add localized specific printer drivers etc. Localized content is 90-95% in Windows 2000 Pro, 97% in XP Pro.
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o Uses 120-200MB per language o If installed, option for “language used in menus and dialogs” becomes available; can
 be set as a group policy, or changed by user (requires logging out and back). o Office MUI can set menus and help UI language separately
 • Also available: a new utility called AppLocale (http://www.microsoft.com/globaldev/tools/apploc.mspx) that can set some individual programs to a certain non-Unicode code page without rebooting.
 3. How to add languages to the system:
 • Use the Regional Options control panel. Terminology and categories used are slightly different for Windows 2000 and XPYou need administrative privileges and to restart the system. You may need access to original disks.
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IV User Layer Applies to all programs for a particular user (default settings can be set by the administrator) 1. User locale
 • Thus called in 2000; called “standards and formats” in XP. This setting sets cultural or country-specific data such as time, currency, sorting settings for a particular user for all programs which use these settings directly (such as Excel; settings apply to the whole document.) It is not really language, but cultural information. The user can make modifications to the default profiles. Other programs, such as Word, PowerPoint or Publisher, apply such cultural settings based upon their own internal language settings (and settings may change for individual parts of the document)
 • XP separates these “user locale” settings from a “location” setting: the latter applies to possible Web sites which may give weather reports or other services based upon physical location
 • The text (and help files) say: Some countries/regions, such as Germany, have laws that regulate automatic tracking of the time you spend working on a computer. If your location specified on your computer is a country/region that regulates automatic tracking of work, the Total editing time (File menu, Properties dialog box, Statistics tab) is turned off. In fact, this feature seems to depend on the Office default behavior setting, not the user locale.
 2. How to change the User Locale • Use the Regional control panel, “your locale” (location”, click “apply”). No restart necessary. • Some locations have different setting possibilities for sorting order (German, Chinese,
 Spanish) or calendars (Korean, Arabic etc.) • Currency setting applies to new data in Excel, not to previously entered ones
 3. Examples:
 • Set User Locale first for English, then for Swedish; check what happens when: o Checking the time on time bar o sorting A, O and Å in Excel (NB: Word sorts per language attribute of text; Excel
 per user locale; Access collation setting per database setting; Outlook per collation setting of the server [in SQL Server 2000 40 languages each with 17 subclasses])
 o entering time in Notepad o Search setting in Internet Explorer
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• With User Locale Setting English (United States): 1
 2
 3
 4
 • With User Locale setting Swedish:
 1
 2.
 3.
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4.
 4. Input locales User can change these on the fly within any program
 • Called “Input language” in XP: a combination of language plus method of input (keyboard etc.); is remembered per application
 • You can specify shortcuts to change between them (e.g., Left-Alt – Shift) • New keyboards can be created using the .NET framework using the Microsoft keyboard
 Layout Creator MSKLC; otherwise, set in Office shortcuts for particular letters using “Insert Symbol”; see http://www.microsoft.com/globaldev/tools/msklc.mspx
 • Adding input locales means adding keyboards to the task bar that enable easy entry of the languages and/or scripts specified. One can add many keyboards per user
 o Adding input locales is a two-step process: one first chooses the user locale, then the keyboard or IME.
 o Many languages have multiple input locales; these correspond to the “user locales” as specified above, and share the same keyboard layout. It is therefore usually not necessary to add more than one input locale per language. Only in a few cases are there actually different keyboards for a language (Turkish F and Turkish Q e.g.). However, since the taskbar actually shows the name of the user locale rather than the keyboard, it will be difficult to distinguish between them in practice
 o The current input locale is also used by some programs, such as Excel, to decide which AutoCorrect files to use
 5. How to add any Input Locales • Use the Regional Control Panel:
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• After IMEs are installed, you may select them to set particular preferences, such as the
 “incomplete input” allowance in the PRC IME, or the “pinyin input” in the Taiwan IME. Tip
 To see which letters are input by which key, use the On-Screen keyboard (from Accessories>Accessibility), or add the Visual Keyboard in Windows 2000 for Office 2000/XP (downloadable from http://www.microsoft.com/downloads/details.aspx?FamilyID=86a21cba-e9f6-41db-86eb-2adfe407e620&displaylang=en, and then available from Microsoft Office Tools).
 6. Other “locales” • not seen by user: “thread locale” (specific setting per application), and in the MUI pack the UI
 language locale versus system (install) language locale. • The Browser has a Browser interface language: user sets order of preferences of languages for
 multilingual sites 7. Examples:
 • Examine French and English AutoCorrect in Excel, based upon keyboard (input locale) chosen
 • Examine installing modern Greek and Polytonic Greek keyboards and choosing between them:
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V Application/Office Layer 1. Enabling languages After adding languages to the System, setting User Locale, and adding other Input Locales, you should enable languages in Office
 • This makes language-specific commands available to Office programs (especially Word, PowerPoint and Publisher), and enables AutoDetect for the enabled languages. AutoDetect for a particular language depends on whether the language is enabled, but may also work if the input locale (keyboard) for that language is present.
 o Some more language-specific features of Office, as well as default document settings, may become available when selecting another default language behavior setting. May not be available for change in some combinations of Windows and Office
 o There is a MUI version of Office; when installed, you can set the User Interface and Help languages separately to another language. See http://www.microsoft.com/office/editions/prodinfo/language/default.mspx
 o There are a very few features that are dependent on having the setting of the system language, or where a localized version of Office may be different (some templates, fonts etc.)
 o Enabling CJK and RTL languages in Office 2000 has some limitations in Access and Excel; you will be prompted to choose default.
 o In Windows XP: In Word, Notepad etc.: you can use the Unicode value plus Alt-x to toggle between Unicode input and the displayed character
 2. How to enable languages in Office o Use the Microsoft Office Language Setting tool. You will have to reopen Office
 programs afterwards o It’s better not to add unused languages: AutoDetect will become worse with more
 languages
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3. Adding Proofing Tools Most underused resource
 • Adds Hyphenation, Spelling, Grammar and Thesaurus tools if language is enabled. Office 2003 versions adds translation dictionaries (e.g. Arabic), CJK character look up, CJK handwriting input; see http://www.microsoft.com/office/editions/prodinfo/language/proofingtools-table1.mspx This table does not list the OCR files, extra fonts etc.
 • French and Spanish come with Office, for other languages use Proofing Tools • Makes also more fonts and features available in languages with others scripts such as Arabic,
 Korean, Chinese etc: Japanese season-specific greetings, Arabic specialized calligraphic boxes, Korean Hangul-Hanja options
 4. Examples:
 • Some new extra Word features
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• Some new extra PowerPoint features
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• Examine how AutoDetect works if French is enabled, and German unenabled • Examine how the different features of the Asian Layout work, and can be used for French • Examine the many options when inserting page numberings, dates etc.
 • Insert Arabic DecoType Ruq’ah box
 mheijdra Page 14 7/7/2005
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• Insert season-specific Japanese greetings
 • New Office 2003 example:
 o Translation from Arabic to English or French
 Tips
 • Add the language box to the toolbar in Word (“Add or Remove Buttons”) • When font changing is not applicable (such as in Access), use Arial Unicode MS
 (install separately: “Universal font”); otherwise, use language-specific fonts • If no useful keyboard is available, use Inserting Symbols for uncommon characters
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VI Document Layer: settings for within a particular document • In Word etc., set language for run of text with language box, if not AutoDetected
 o If spelling checking is enabled, has special icon in front of the name of the language. Languages available do not depend on enabling, but will have no influence if not enabled
 • In Word you can use the Language setting to o Sort (by language setting; examine sort options, using Swedish) o AutoCorrect (examine using French and English) o Insert time (examine using Arabic) o Use Letter formulas (Insert AutoText)
 • Set Language in PowerPoint
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VII Using scripts in browsers and e-mail programs Most settings occur automatically
 • Choose encoding from View encoding menu if not displayed correctly automatically • “Auto-Select”: if this chooses the wrong script, uncheck and choose manually
 • Fonts have to be set correctly for an encoding (Netscape does not do this by default) For best results: choose Arial Unicode MS, otherwise the browser may mix fonts.
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• The Language setting is meant only to set a default order for Web pages where the same page has versions in more than one language)
 • Creating Web-pages: use charset=utf-8 in head for multilingual pages. Dreamweaver MX and FrontPage 2003 can create these. Dreamweaver 4 leaves such pages created elsewhere alone, but does not display Unicode internally. Netscape Composer 4.7 can create UTF-8 pages, but not those including RTL scripts, and it messes up such pages even by opening them
 • Web pages are easily “mirrored” for RTL display; (to develop good Arabic Web pages using.asp etc., look in the Developing International Software book under Getting Help
 • In e-mail messages and on Web pages, ?? means unsupported encoding; □□ means this font does not have this glyph; garbage means code page is wrong and needs to be reset
 • If prompted, choose “Send as Unicode”. You can use other encodings from the format menu (even use this setting to change encoding of text files)
 • New Princeton Webmail IMAP problems; use HTML (If wrong files received, with text such as &#26085;&#26412;&#12395;&#12362;&#12369;&#12427;&#35328;&#33865;: save as pure text, but give .htm extension, and open in browser)
 • Troubleshooting:
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VIII Additional Information for Individual Languages A. General Questions
 • How do you know which language is supported by which font? o Core OpenType fonts cover Western, Central European, Hebrew, Arabic, Greek,
 Turkish, Baltic, Cyrillic and Vietnamese o In IE, there is an hierarchy of fonts used for display; you may not get a Latin-based
 Arabic font instead of your preferred Arabic font when viewing an Arabic text o It’s easy to see from the font which scripts are supported, but not the other way
 around (system usually takes care of choosing the default font for a language): see the Wordpad, Insert Symbol in Word, or the Font Properties Extension utility to see which subsets are covered in fonts http://www.microsoft.com/typography/free.htm
 o There is much font binding and font linking which ensures display even if proper font is not selected
 o There is a utility available which can check which Unicode ranges are covered by the fonts installed on the computer: http://ourworld.compuserve.com/homepages/raymondm/Unisearch.htm
 o Problems remain, since the used ranges may not specify whether Farsi and Urdu are covered by an Arabic font (use DecoType fonts) , or whether Polytonic Greek is covered by Greek (use Palatino Linotype, or the super fonts Arial Unicode MS, Titus or Code2000; see e.g. http://www.russellcottrell.com/greek/unicode.htm )
 o You may in some cases see names of fonts starting with @: these are vertical fonts for CJK, usually hidden
 • You can change the general language bar by making it flow, or in IMEs, display more options, making it vertical, add text labels: Right-click on options (XP only)
 • Fallback fonts (XP, usually): Armenian, Georgian Sylfaen East Asian Microsoft Sans Serif linked to: Gulim (K), MingLiU
 (TC), SimSun (SC), MS Gothic (J)
 Gujarati Shruti Gurmukhi Raavi Hindi Mangal Kannada Tunga Syriac Estrangello Edessa Tamil Latha Telugu Gautami Others (incl. Latin, Cyrillic, Greek, Arabic, Hebrew, Thai, Vietnamese)
 Microsoft Sans Serif Arial on OS earlier than 2000/XP
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B. Input Method Editors 1. General
 • IMEs: these are programs by themselves, have conversion windows, status window, candidate windows etc
 • Windows XP/Office 2003 have full explanations in English (choose Help from language bar); in Windows/ Office 2000 explanations in original language
 2. IME Pad Applets • The later versions have an IME Pad. The Japanese version was first, and may have to be
 installed even when used for Chinese or Korean o In the IME Pad you have many applets; they may have to be added. o You can select characters by radical, stroke count, or a character list in different
 language flavors. o For Japanese, you can enter variant by right-clicking (shown when detailed view is
 selected, with on and kun readings). o Other settings e.g.; in Korean, Chinese: handwriting input (more boxes) or
 handwriting search (one box)
 3. Some General Chinese, Japanese, Korean Issues
 o Word 2000 does not open files with CJK in the name; simply rename the files (content is OK.) Excel does not have this bug.
 o Opening older files: You can set in tools, options, general: you can say English 6.0/95 documents as ‘contain CJK”; use only temporarily while opening. You can also ask for confirming encoding while opening.
 o There are many special CJK settings: text direction, Asian Layout etc. (for some of which you need Proofing tools, or set default language behavior in Office Language settings) E.g. Japanese grids (in page set-up)
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o For all CJK languages: if later versions of the IME are available, you can use right-
 click before character to reconvert even confirmed text o In later Office versions: Use CJK sorts by choosing “options” in Sort by… window.
 Other new features: Japanese consistency checker, fuzzy find for Japanese, setting Korean auxiliary verbs options.
 4. Simplified Chinese
 o Adding the Simplified Chinese IME: choose Chinese (PRC), Keyboard: MS-PinYin98 (not default; choose manually ) in Windows2000, or Microsoft Pinyin IME 3 (Office 2003). Do NOT choose US keyboard.
 o Simplified IME can also be used for Traditional Chinese in Office (but not in Netscape Composer)
 o Settings: o Select on property sheet on menu bar or in control panel. Probably best is
 to select sentence mode, full pinyin, and incomplete choices (rather than word, double pinyin, or modeless). Learning and user-defined phrase should be enabled (saved per user setting).
 o Input: o Type pinyin in a sentence; let the system select characters automatically;
 underlined means choices are available, press enter to confirm choice o Move (e.g., by arrows) cursor in front of the character or character phrase
 you want to change (you can use ` key to correct pinyin reading) to select correct characters
 o From keyboard use Page Up and Page Down to move between candidate window lines; use up and down arrows or numbers to move between candidates on a line
 o In later versions, Shift toggles between Chinese and English input while using Chinese IME, Control-Space toggles between Chinese IME and English keyboard
 o Press enter to confirm (or space at the end of a line) o In later versions of Word: right click to reconvert to another choice even
 after confirmed o incomplete input choice: this enables words to be abbreviated to their
 starting consonant clusters, with decrease of accuracy (zhgrm for zhongguo renmin)
 o Adding words to the system dictionary: o Either edit off-line phrase tool, or while entering a phrase in a document,
 select it while underlined, and press Enter. o Often asked questions:
 o Use punctuation soft keyboard for rare punctuation; for radicals, see “help” for pronunciation list
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o In most input modes, you may or may not use tone marks; use ’ to separate syllables starting with vowel (xi’an)
 o The ü is inputted as v in lü, nü (i.e., lv, nv), but as u in lüe, nüe (i.e. lue, nue) o For converting between Simplified and Traditional Chinese Proofing tools
 are needed
 5. Traditional Chinese o Adding the Traditional Chinese IME: Choose as input Chinese (Taiwan),
 Keyboard: New Phonetic (not default; choose manually) in Windows 2000, or Microsoft New Phonetic IME 2002a (Office 2003). Do NOT choose US keyboard.
 o Simplified IME can also be used for Traditional Chinese in Office (but not in Netscape Composer)
 o Settings: o In 2002a, use intelligent mode (there is legacy mode which asks for
 confirmation character by character) o Most users would like to use the Hanyu Pinyin keyboard layout (second tab,
 select R in earlier IMEs). Learning should be enabled, as well as enable user phrase.
 o Input: o To choose among candidates: move cursor before candidates, and in later
 IMEs press space bar or down arrow; then use up and own arrow keys, mouse or number to select candidate, and press Enter
 o Use Page Up and Down for other pages in candidates window; right arrow expends to show 5-column page (in version 98a only)
 o In later versions, Shift toggles between Chinese and English input while using Chinese IME, Control-Space toggles between Chinese IME and English keyboard
 o In later versions of Word: right click to reconvert to another choice even after confirmed
 o Adding words to the system dictionary: o Happens automatically. You may edit off-line dictionary.
 o Often asked questions: o Punctuation: if rare punctuation are needed, use ` key plus a similar usual
 punctuation (eg. ` [ for ［︹ ︻『 etc.』︼］ o In older 98a IME: Contr-Alt-, opens up a punctuation keyboard o You may or may not use tone marks 1-5; use ’ to separate syllables starting
 with vowel (xi’an) o The ü is inputted as v in lü, nü (i.e., lv, nv), but as u in lüe, nüe (i.e. lue, nue) o For converting between Simplified and Traditional Chinese Proofing tools
 are needed 6. Japanese
 o Adding the Japanese IME: Choose Japanese IME 2000 (Windows 2000), or in Office 2003: IME 2003 Natural Input for Office (others may use Standard Input)
 o Right-click on language bar (2003) or on pencil (2000) to get to more options (IME pad, register words, conversion mode, input mode).
 o Settings:
 o You may want in 2000 to change toolbar for more options; and in Mixed Japanese/English tab select “use shift to change to half-width alphanumeric” to change easily from Japanese to English within Japanese input system for short phrases [do not start by a space; that refers back to hiragana]; suggestions are not to change anything else.
 o There are very many other settings, including e.g. choice for okurigana; whether kana is always displayed in candidate window; autocorrect settings etc. See the help files
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o Input: o In composition mode: change into hiragana use f6 (or press space to select
 candidates); katakana use f7; half-width katakana f8, full width alphanumeric f9, half-width alphanumeric f10. Repeat f9 and f10 repeatedly to cycle through lower case, upper case, initial upper case; repeating f6, f7、f8 repeatedly changes one kind of kana one syllable at a time to the other
 o For conversion to characters you have to be in hiragana input mode o Romaji choices are not available in candidate window unless checked in
 “conversion” setting. o In later versions, Japanese candidate window has comments to help you
 distinguish between homonyms o In 2003 IME: expand candidate windows by clicking >>; change sorting
 (system dictionary versus by kanji) by clicking -> (or select menu icon in candidate window, then select sort)
 o In later versions, if set in properties, Shift toggles between Chinese and Japanese input
 o Move cursor before an entry to reconvert to get choices again (from language bar (2000 only), menu, or right-click in Office 2003); or select entry and press space bar if in hiragana mode; if candidate windows appears you can use Esc to convert to reading
 o You lengthen/shorting phrase boundaries for conversion by using shift-right or left arrow
 o Adding words to the system dictionaries: o Registration of words is available from Tools menu; put in only the non-
 inflected stem, and register the correct part of speech; one can add user comments. Use dictionary tool to enter more words at the same time.
 o There is a registration wizard to extract all non-registered words from a document, which then can be edited. New system dictionaries can be created (up to 15 can be used at once).
 o Words are added to the system dictionary either manually, through the auto-tune feature, or through the wizard. Copying a word (or in Office selecting a word) automatically adds it to the display windows in the Add entry window if opened.
 o Often asked questions: o By default, size of space depends on half/full width setting; use Shift to
 change the other width (default can be changed) o Romaji: for small characters use “x” in front of the kana. For other strange
 kana sequences, choose settings/properties, then click the keyboard tab, then click “replace” (you don’t actually have to change the Romaji settings, but could); or look in the help file under “romaji-kana correspondence chart”
 7. Korean o Adding the Korean IME: Use Microsoft IME 2000 or 2003 (latter supports many
 more characters). For Old Hangul Input you need the Korean version of Office. o For Korean, more options for conversion appear in the Office menu with
 Proofing Tools installed.
 o Settings: o Settings: 3 keyboards (2 beolsik preferred: does not make any distinction
 between beginning or final consonants; 3 beolsik keyboards do.) Delete by Jaso unit preferred (deletes letter by letter). More hanja may be made available.
 o Input: o Clicking on the character icon, or Right-Control, or in Office Alt-Contr-f7
 will change hangul words into characters; use numbers to select items; use right and left arrows to change line of characters [or (2003) click >>]
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o For more information on a character in candidate window, position mouse over character (or in Office, click the open book symbol)
 o You can choose not only hangul to hanja conversion, but also such options as hangul (hanja): 연구(硏究)
 o Soft keyboard is available o Adding words to the system dictionaries:
 o From “add hanja word” button in language bar
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C. Right to Left Languages
 • If exchange with earlier versions of Office is needed, save as RTF for exchange with 6.0/95 format.
 • Notice the RTL paragraph marker after enabling • Look in help if you need RTL in Access reports or macros etc. (rather complicated) • Special options; you can
 o Set the length of kashidas (format, paragraph)
 o decide where the gutter goes (page set-up); o change table directions (in table properties; not needed if entered in RTL mode) o have footnotes be placed at the right and change columns flow (page set up, layout,
 or format, columns) o use lunar calendars (insert dates) o add quotation marks to Hebrew numbers (tools, options)
 o use special spelling, sort and/or find options (options):
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o insert Decotype ruq’ah or naskh boxes(insert)
 • For Arabic: Office 2003 has major improvements in Arabic grammar checker, thesaurus • For Arabic: Office 2003 adds Arabic Typesetting as high-quality font; in other versions, best
 fonts are DecoType from the Proofing Tools. DecoType Naskh has variant fonts regarding spaces, vowel symbols, some letters
 • For Arabic: keyboards do not have dagger alif or wasla. You still can input these using e.g. Unicode input: type 0670 respectively 0671, then Alt-x.
 • For Urdu: download for Windows XP an Urdu nastaliq font from http://www.crulp.nu.edu.pk/nafeesNastaleeq.html . This font does not contain all letters necessary for Persian or Arabic.
 • For Hebrew: Henceforth, the standard font for Biblical Hebrew with all necessary diacritics and text-critical marks will be SBL Hebrew provided at http://www.sbl-site.org/
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D. Other Simple and Complex Languages
 • European Languages o For French: setting whether unaccented upper-case characters are OK (tools, options,
 edit) o For German: set spelling rules (tools, options, spellings); German must be enabled! o For Greek, Russian and Korean: by default, the system may automatically change
 keyboards to English; this can be turned off by turning off the “correct keyboard setting”
 o In XP Greek, final sigma changes to appropriate glyph automatically • South-East Asian languages
 o You can check whether the sequence for inputting is correct (tools, options, complex script, use sequence checking), and if you wish use AutoCorrect to change your input
 o In Indic keyboards, you may want to use the ZWJ (Zero-Width Joiner, Left-Control-1) and the ZWNJ (Zero-Width Non-Joiner, Left-Control-2) to get at special glyphs otherwise not available using specified Unicode input (e.g., consonant-halant-ZWJ).
 o Vietnamese in Office 2003 counts as Latin, and gets fonts from Latin font text boxes (in earlier versions from Complex script setting)
 o Backspace deletes one marker, delete deletes one glyph. • Thai
 o a Thai justification setting:
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IX Odds and Ends • In programs other than Word, use the Character Map instead of the Insert Symbol (in
 Accessories>System tools)
 • If needed for exchange, save Word files as encoded text in other code pages (example is 2000; in XP, save as Plain text, and you will get directly to the encoding choices in a helpful window)
 followed by
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• Run eudcedit for opening the Private Character Editor, which can add user-specific
 characters to all fonts (but limited to the particular computer). They can be entered e.g. through the Japanese IME pad.
 X Getting Help
 • Dr. International, Developing International Software, 2nd ed., Microsoft Press, 2003 has code page listings, NSL specifications, and keyboard layouts
 • In Office: click “Table of Contents”, then Language-Specific Features. You need an Internet connection in Office 2003.
 • On the Web: www.microsoft.com/globaldev/ website
 • Also useful are: • http://www.microsoft.com/office/ork/xp/three/intl.htm • http://www.microsoft.com/office/ork/2003/four/default.htm • http://www.alanwood.net/unicode/ for finding fonts for other languages • http://www.unicode.org/ the master site for Unicode and script specialists • http://www.macchiato.com/unicode/convert.html for converting between different
 Unicode encodings • Effects of Customizing Language Settings on Office Applications:
 http://www.microsoft.com/office/ork/2003/four/ch13/IntA06.htm
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