Sending Email in Japanese with Outlook Express

in the Language Media Center

OPENING OUTLOOK EXPRESS

Look for the
‘Microsoft Outlook
Express' icon on the
desktop.

Double-click on the
icon to start the
program.

The Accounts window will pop up. Click
on Mail and then New.

Typein your name.

Then click on theright arrow to

continue.
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W hen you send a message, your name appears in the From box of the
outgoing message, Type your name a3 you would like it to appear,

Your Name

Display name | |

For example; John Smith

Click the rlght arrow o eontinue.
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[ Configure account manually |




Typeinyour email address.  [[] =————— Account Setup Assistant ——

Internet E-mail Address

Click on the right arrow to &

continue. Yfour e-mail address is the address other people will use to send messages to
Wiou.

@ | already have an e-mail address that 1'd like to use.

E-mail address: Iusername@pitt.edu I

For example: someone@icrosoft.com

(2 I'd like ta sign up for an account from Hotmail.

Click the right arrow to continue.

Configure account manual 1y ] EEB

Select IMAPasthe [ =————— Account Setup Assistant ————H
incoming mail

E-mail Server Names
server. @

Outlook Express can check e-mail using a wariety of protocols. Select the
twpe of server you use to receive incoming mail. Most Internet service
providers uze POP servers.

My incoming mail server is aln) [CEMINGIREY SEIVEL.

For ‘Incoming mail,” type

o ; Incoming mail {POP, IMAPY server:
in imap.pitt.edu

[imap.pitt.edd |

For ‘Outgoing mail,” type

in smtp.pitt.edu Outgaing mail {SMTP) server:

[smtp.pitt.edu |

Click on theright arrow to
continue.




For ‘Account ID,’ type |0
in your user name.

Account Setup Assistant

Internet Mail Logon

=

Typein your password.
Tywpe the account narme and password your Internet service provider has
qiven ol

Account 1D: |uzername

Click on the right arrow Note: the accgunt ID_|3_ nat yaur e~ mail
A address. Typically, it isthe text in
to continue. wour e-mail address before the &
| symbol.
Password: I...-....-.o.. I

et Save password

Note: to check wour e-mail without
entering your password each time, select
the Save pazsword check box.

Click the right arrow to continue.

Configure account manual [y ] ﬂnﬂ

Type in aname for your [0 =———HRccount Setup Assistant——H
account. Congratulations

=

You have successfully entered all of the information required to set up your
accaunt.

Please enter a name for this account below. This name is used anly for
display purposes.

ACcount name: |.Juhn'3 account I

If you would like to include this account in your "Send & Receive &ll"
Schedule for checking mail, select the check box below.

B Include this account in my "Send & Receive 411" schedule

Hote: Schedules are available from the "Toals” menu
Confiqure account manual [y ] 3

To save these settings click Finish.

Click on Finish.
Finisg I]

Then close the Accounts

window.



To send a message:

&

: . it
Click on New and Mail Message. |.NEW | [=3 Reply [

The*To’ box will popup. 3 oo Add 3 Remove | %Check Mames
Ta Cc Bie

Typein the email address
for the recipient. (] |anyone@pitt.edy

Hit the Return key.

Type in the subject heading, and

hit the Tab key. Subject: |Latest Mews

Click on the American flag in the top 2:26 PM E= | & Outlook Express

menu bar on the right-hand side. 3

Then select Japanese. i e IE
| i

Once you have selected the Japanese word processing program, you are ready to type Japanese
text into an Outlook Express email message. Here are afew simple steps to follow.

ENTERING JAPANESE TEXT

First, type one or more Japanese words using romaji (romanization). Y ou will notice that as you
type each syllable (mora), the corresponding hiragana symbol will appear with agrey underline.
Y ou may stop after each word or continue typing until you have completed a sentence. If typed
correctly the entire text will be in hiragana.

NOTE: You may use any romanization system, but there are two cautions. First, when typing
long ‘€ or ‘o, spell them asif they were hiragana.

For example, type 'kirei' (not 'kiree") and you will see: &4 1

Likewise, for ‘soo desu’ type ‘sou desu’. Z 5T

The second caution is that to produce the syllabic ‘n’ you type the letter Y
‘n’ twice. For example, type ‘sinbun’ (or ‘shinbun’), being sure to press
the letter twice for each ‘n’.



KATAKANA

If you want to type katakana, press the Caps Lock M | B Microsoft Word
key once and type using romanization. To switch R v B VYN
back to hiragana press Caps Lock again. g

TFESL v HFReT & B

NOTE: If this procedure does not produce B — JLECED FoT
katakana, pull down the ‘ pencil’ menu on the EHETE N
right-hand side of the top menu bar and click on IBIBSRE L v R SO
# 4% 3 H . Todothis, from the keyboard
on the Language Media Center Macintoshes, hold TRoeUEL &R
down the Option key and the Shift Key mAEAN oy
simultaneously and press the letter X. (This YR —
process may be dightly different on other B b iti}f 7
computers)) b el e el FK
BFICER &L
To return to hiragana, pull down the pencil menu FREFICER &
and click on @ & 7% 2.7 or hold down the = e
Option key and the Shift Key simultaneously and U R &0
press the letter Z. :
BHFH AT &l
FRETFEAN &

Notice that to insert the long vowel mark in katakana, the

hyphen symbol is used. For example, type boorupen as ;J: — e
bo[ hyphen]rupen (remember to pressthe ‘n’ key twice at

the end), and you will see:

CONVERTING HIRAGANA TO KANJI

Asyou type ‘kirel’ or ‘sinbun’ you will notice that the program automatically converts them into
hiragana with a grey underline. This line indicates that the symbols are not fully integrated into
the text of your message/document. If you press the return key, the underline will disappear,
signifying that the word has been inserted in your message as hiragana symbols.

If you wish to convert hiraganato kanji, press the Space bar while the grey underlineis still
present. Thiswill transform some or all of the hiragana symbols into kanji. NOTE: katakana
does not convert into kanji.

For example, type ‘yamamoto,” and the hiragana symbols will
appear with agrey underline. mb

Next, press the Space bar, and you will see the first conversion
into kanji. Notice that the kanji have a black underline, Wiz
indicating that further changeis possible.



If the program has chosen the correct kanji, press Return. The
word will beinserted in your message and the underline del eted.

If the choice of kanji is not correct, either press the Space bar
again or press the up or down arrow keys. A box with additional
options will appear. Using the arrow key select the correct kanji,
and press Return. Then press Return again to remove the black
underline and insert the word in your message.

1

If the program chooses kanji for aword or phrase you prefer to
write in hiragana, for example ‘ashita’, use the up or down arrow
key to select the hiragana option. Then press Return twice to
insert it in your message.

LR

ol &L

When a series of hiragana have been typed and the Space bar pressed,

the program automatically groups the kanainto sets. The active set is

the one with the heavy black underline. If the program selects the wrong ""‘ﬁ @ jz" fa
grouping, you can dter that by holding down the Shift key and pressing

the left arrow key to decrease the grouping, or the right arrow key to

increase the grouping. Type: kesa simasita =8| . F .7~

Once the correct grouping is achieved, use the up or down arrows to
select the correct kanji/kana option.

TYPING LARGER SEGMENTS

Now let’ stry a sentence with all 3 sets of symbols. Type: ‘asita yamamoto sensei ga pittubaagu e
irasshaimasu.” Remember to switch into katakana for ‘ pittubaagu,” using the hyphen for the long
vowel, and back to hiraganafor the remainder of the sentence. Be sure to type ‘he’ for the
particle ‘€. Typing a period (.) will produce the Japanese ‘maru’.

Bl E e Ay s~ s o el ET,

When you press the Space bar once, the entire sentence will be grouped into sets with a black
underline. There should be a heavier underline under the first set ‘asita’.



HLEWFERF Py Wi —dnivb o L VET,

Y ou may select either kanji or hiraganafor this word by using the up/down arrows. To moveto
the next grouping ‘yamamoto’ press the right arrow once. If this kanji combination is correct,
continue to the right. If not, use the up/down arrows to select the appropriate symbols.

The next word is ‘sensei’, and the ‘ga’ may be grouped with it. (This often happens with
particles.) The next word is ‘pittubaagu’ and again the particle ‘€ may be grouped with it.

Thefinal group is‘irassyaimasu’ (which may also be typed ‘irasshaimasu’). Note that even if
you press the Space Bar for this last word there is no kanji option since thisword is never written
in kanji.

Once the forms are correct, press the Return key to insert the sentence into your email document.
Prior to pressing the Return key, you may return to the left (using the arrow key) to change the
kanji/kana selection, or the grouping. Once the Return key has been pressed and the underline
removed, the choice of kanalkanji cannot be changed.

SENDING THE MESSAGE

2 & Frile Edit Uiew Message For

After you have finished writing the message, 0

click on Send Now in the upper |eft-hand part of

Outlook Express. =1 send Mow | il Send Later [ Save as Draft |
|Se| message immediately Ii

To get messages, click on Send and Receive. | @Send % Receive ;ﬂ
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VERY IMPORTANT: If you set up an account in a public computer such as the Language L ab,
you do NOT want to leave your account on the computer! When you have finished, you should
delete the account.



DELETING YOUR ACCOUNT

Select Accounts from the Tools menu as before.

Select the name of the account that you wish to delete.
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View Message Format

From the Edit menu, select Delete Mail Account.
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Can't Undo #7 E
Cut wx |
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When you see this message, click on Yes.

Outlook Express

Are you sure you want to permanently delete this
e-mail account?

_ Yes

Siskin/Mills 6/1/01
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