Nombre:____________________________________


Clase:_____

Typing Accent Marks & Punctuation
¿ Á  É  Í  Ó  Ú  á  é  í  ó  ú Ñ ñ ¡
There are different ways to type accent marks and punctuation in Spanish.  This is the easiest way! These directions are for PCs not MACs.  

1. Log on

2. Click the START button

3. Click on CONTROL PANEL

4. Double Click on CLOCK, LANGUAGE, and REGION OPTIONS- a new window will pop up

5.  Click REGION AND LANGUAGE 

6. Click the KEYBOARD AND LANGUAGES TAB

7. Click the CHANGE KEYBOARD 
8. Click the ADD button- a new window will pop up

9. Select the UNITED STATES-INTERNATIONAL (keyboard layout menu)
10. Click OK

11. Click APPLY
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Now you are done setting the keyboard to automatically type Spanish accents and punctuation. Look to the bottom right hand corner of the screen.  This is the TASKBAR.  Click on the KEYBOARD ICON   and switch to UNITED STATES-INTERNATIONAL by clicking on it.  

In order to type the accent marks and punctuation marks use the following keystrokes:
á = ' + a


Á  = CTRL ’ Shift A

é = ' + e


É  = CTRL ’ Shift E

í = ' + I


Í   = CTRL ’ Shift I

ó = ' + o


Ó  = CTRL ’ Shift O


ú = ' + u


Ú  = CTRL ’ Shift U


ñ = ALT~ + n

Ñ  =  ALT~ + Shift  n (the right side ALT)

¿ = ALT + ? *

¡    = ALT + ! (the right side ALT)

* If you have a MAC at home it is easier! Just use the option key and apostrophe and the letter.*

How to Start a Google Doc
1. Open Google Chrome on computer or go to www.google.com
2. Click on Sign In at the top right hand corner (Use your school email address and password 1234 Ex. 19kshapiro@hinghamschools.org)

3. Click on the small boxes in the top right hand corner and open Google Drive

4. Click Create and then choose Document

5. You may begin typing now (Make sure keyboard icon is on US International)

6. To Share the document Click Share and invite me to link kshapiro@hinghamschools.org 

You don’t have to use Google Docs. A word document is fine. Don’t forget to save it and email it yourself. You may also email it to me or upload it on the website www.shapirospanish.weebly.com 
