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Features

Word - international characters

Word - translation features

Word - text encoding

Excel - dealing with international names

Excel - dealing with international dates

If time allows...

Mystery bonus feature
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Word international characters

Two stage keystrokes

Hold down control and press special character key
Let go of all keys

Within 10 seconds, press required letter

https://support.office.com/en-gb/article/Keyboard-shortcuts-for-international-
characters-108fa0c1-fb8e-4aae-9db1-d60407d13c35

Ctrl + Shift + ~ followed by n gives n

Mini Translator

e espol re do t.
Se lec t teXt Video provides a powertul way to help you prove your point. When you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

Translation in popup window

Audio available via text to speech (download)

Or www.bing.com/translate
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Translate Document

e Document is sent elsewhere

* Neural Machine Translation web page

Text Encoding - ASCII v UTF-8

e . . . Bscii Char Ascii Char
« 128 specified characters into seven-bit integers |- = @
3 End of text 35 # &7 c
4 End of transmit 36 $ 68 d
7 Audible bell 39 . 71 g
8 Backspace 40 ( 72 h
11 Vertical tab 43 + 75 k
12 Form feed 44 ' 16 1
15 shift out 47 / 79 o
16 Data link escape 48 0 80 P
13 Device control 3 51 3 83 s
20 Device control 4 52 4 84 t
23 End trans. block 55 7 87 w
24 Cancel 56 8 88 x
27 Escape 59 ; 31 1
28 File separator 60 < 92 |
31 Unit separator €3 ? 95 Forward del.
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Text Encoding - UTF-8

1,112,064 valid code points
Variable-length and uses 8-bit code units
Incorporates ASCII and all of Unicode

Designed in 1992 on a placemat in a New Jersey
diner by Ken Thompson

Focussed on Basic Multilingual Plane

Basic Multilingual Plane
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UTF-8 can produce all the following...

Insert Symbol

Available in all Office programs
Unicode (many) v ASCII (fewer)

What’s available depends on font choice
e.g. Calibri v Cambria Math

Y4 ® © ™€ via autocorrect or special keystroke
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Unicode and other encoding

» File Save As, plain text

Unicode and other encoding

* File, Open (for non Unicode)
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Names in Excel

e Use Data, Text to Columns to split names

Tidy up manually as required

* Microsoft Fuzzy Lookup Add-In

https://www.microsoft.com/en-gb/download/details.aspx?id=15011

Microsoft Fuzzy Lookup AddIn
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Microsoft Fuzzy Lookup AddIn

Not an exact science

May be best to start with a low value to gauge its responses

Can be configured

Names in Excel

Ingrid Gudmundsdottir

Given name, father/mother’s name+daughter/son
Lists sorted by given name (never use “Ms Gudmundsdottir”)

Maria-Jose Fernandez Marqués

Last two both family names, but... “Sefnorita Fernandez” is correct

Thanom Dhanarajata
Thailand nicknames - “Nok” (bird)
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Names in Excel

 Difficult designing forms asking for names

e Could try: Family Name, Other/given names

But wouldn’t work for Iceland...

e Or: Full Name, What should we call you?

https://www.w3.org/International/questions/qa-personal-names

Dates in Excel

* Sometimes inherit/import US dates
09/21/01

e CELL function can spot this
=CELL("format”,A50)

* UK dates result in D1, US dates in D4

=TEXT(A50,"dd/mm/yy")
=DATE(100+RIGHT(B50,2),MID(B50,4,2),LEFT(B50,2))
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Dates in Excel

* Hijrah - the prophet’s escape to Medina, 622 (CE)

Start of Hijri era - uses Islamic Lunar Calendar

* In Excel, special date prefix

B2dd/mm/yy —
26/01/2017 Gregorian Calendar
28/04/1438 Hijri Calendar

Dates in Excel

e Some other calendars supported

* Need to know language and calendar identifiers

5777 28 nav ,'wrnan Or Hebrew Lunar Calendar
04 28 5777
Yom Chamishi, Tevet 28 5777

A WEH,1H 2629 Japanese Emperor Era Calendar
012629

Sample

8040D/9 (Hebrew), 30411 (Japanese) §777 28 ma0 v ar

Type:
[5-108040D]dddd, mmmm dd yyyy

10
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Mail Merge

» Recipient list including language and gender
* Type message in each language
e Use IF... THEN... ELSE for, e.g., gender specific

o { IF { Mergefield Language } = “Eng” “<Eng
letter>" “<Other letter>"}
https://www.youtube.com/watch?v=8uGJIWWmueQ

Thank you for coming!

* Materials from the talk on do: blog site
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