

1. Launch Microsoft Word.

2. At the bottom of the page, click on ‘EN’.  
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3. Then click on ‘Show the Language bar’. 
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Look at the top of the page. Click on ‘EN English’.
5. Click on Japanese.
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6. Click on the ‘A Input mode’.

7.  Change to hiragana. (Or change back to alphanumeric to type English again.)
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8. Now you are ready to type in Japanese.

Basic Typing Rules

1. Don’t press the space bar in Japanese. 

(This will change your writing from hiragana to katakana or kanji.)

2. Any word ending in ‘n’ you must type ‘nn’.

Eg. ‘asagohan’ = [a][s][a][g][o][h][a][n][n]  
(  あさごはn
(  あさごはん
2. Any ‘wa’ on it’s own you must type ‘ha’.

Eg. ‘kore wa hon desu’ = [k][o][r][e] [h][a] [h][o][n] [d][e][s][u][.]
( これ　わ　ほん　です。

( これ　は　ほん　です。
3. Any ‘o’ on it’s own you must type ‘wo’.

Eg. ‘sushi o tabemasu.’ = [s][u][s][h][i] [w][o] [t][a][b][e][m][a][s][u][.]
(  すし　お　たべます。

(  すし　を　たべます。
4. Any word with a double ‘oo’ is usually typed ‘ou’.
Eg. ‘kyoo’ = [k][y][o][u]

( 　きょお
(　きょう
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