Changing Languages in Microsoft Office Programs

1. Open Microsoft PowerPoint or Word on a Hope College lab computer.

2. Right-click the language indicator button in the status area on the Microsoft Windows
taskbar, and then select Restore Language bar. (For example, if you're working in

English, you'll see EN

3. The Language bar is now at the
top right of the screen.

in the status area.)
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4. Click on the down arrow in the Language bar and choose Settings.

5. On the Setting tab scroll down to Japanese and select it. Choose Add..

6. Select the Advanced tab and put a check by Extend support.....
Choose OK to close the Text Services/Input Language Window.

Text Services and Input Languages

Settings | Advanced

Text Services and Input Languages

Settings | Advanced |

Default input language

Select one of the installed input languages to uge when you start wour
computer.
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Installed services

Select the services that you want for each input language shown in the
ligt. Uge the Add and Remove buttons to modify this list.
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Compatibility Configuration

[“IEstend support of advanced test services to all programs

Select thiz check box to turn on advanced text services in Motepad and
other programs that do not narmally support zpeech and handwriting
recognition or other advanced input services.

Syztem Configuration
[ Tum aff advanced text services

Select thiz check box to turn off advanced test services in all programs.
Mot recommended for East Asian users because this closes the
language bar.

[i]8 H Cancel ][ Apply




EN English (United States) B 7 [= |[@][X]
-

7. Click on the Language bar and
Type a question for help

choose JP.
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8. From the JP language bar choose Input Style, IME Standard. Choose Input Mode,
Hiraguna or language of your choice. To test this -press the letter e from the keyboard

and it should type a Japanese character.



