How to type accents and Spanish characters using your personal computer
You need to do this only once in your computer. Every time you open a word document, the computer will remember the shortcut keys you have previously established.
· Open a Microsoft Word document

· Click “Insert” in the Menu bar and select “Symbol”. A window will open.
· Go to where it says “Font” and select “normal text”. 
· Scroll up and down and look for de vowel “á” (with the right accent mark)

· Click on the vowel “á” and then click on “shortcut Key” at the bottom. It will open a new window.
· In the new window, go to where it says “Press new Shortcut Key” 

· In your computer keyboard press “Alt” and then “a” almost at the same time. 

· Then press “Assign” and then “close” to close the window.
· The vowel “a” with the accent “á” is already set. When you are typing and you need the word “papá” you have to enter “alt” and “a” and you will get the vowel “á”.

Now you are ready to create another Shortcut Key. For example, the vowel “e” with the accent “é”.
· Starting from the window where it says Symbol in the top blue bar and scroll up and down and look for de vowel “é” (with the right accent mark)

· Click on the vowel “é” and then click on “shortcut Key” at the bottom.

· In the new window, go to where it says “Press new Shortcut Key” 

· In your computer keyboard press “Alt” and then “e” almost at the same time. 

· Then press “Assign” and then “close”

· The vowel “e” with the accent “é” is already set. 

· When you are typing and you need the word “café” you have to enter “alt” and “e” and you will get the vowel “é”.
Follow the same steps for the other vowels. For the “ñ” the shortcut key could be “alt” and “n”. For the initial question mark  “¿” the shortcut key could be “alt” and “?”.

