I\l Setting up Word for Spanish

e Always follow these three steps when you type Spanish.

Step 1

Set Language

J’ J:IE"II'lI;l and Grammatr .,

Mark selected text as:

F7

IS & 2

Select Tools then Set Language.
T|:u:||5 Table ‘Window Help
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Spanish (Panama)
Spanish (Paraguay)
Spanish (Peru)
Spanish | Puerka Rico
Spanish (Traditional Sork)
Spanish {Uruguay)
Spanish (Yenezuela)

K

The speller and other proafing kools automatically use
dictionaties of the selected language, if available.

Zancel

Defaulk, .,

Step 2

Set Smart Quotes

A Font. .,
=5 Raragraph...

Borders and Shading...
== Columns. ..

Tabs..,

“fi Texk Dirackion..,
Change Case,.,

SutoFormat,.,

*= Bullsts and Mumbering. ..

iFu:urmat Toals Table ‘Window

Select Format, then AutoFormat, then Options.

AutoF ormat

Ward will autarnatically Format *TCT_Linikl™,

fe SutoFarmakt now

" AutoFormat and review each change

Please select a dacument tyvpe to help improyve
the Formatting process:

i E3

General document

.................................
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Cancel | Cpkions. ., l
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Select AutoFormat As You Type.
Make sure the "Straight quotes” with “smart quotes” box is ticked.
gutoCaorreck . AuktoFarmat As You Type | BuboTexk i AutaFarmak i

Bpply as vou kype -

v Headings v automatic bulleted lists
- Borders v autamatic pumbered lisks
[ Tables

Replace as vou bype

v f'Skraight guokes" with "smart quotes”:

If not, click the empty box, then select OK.

Step 3 | Enable Special Characters

Make sure NUM LOCK is on.

The NUM LOCK light is above the numeric keypad.
If it is off, press and release the NUM LOCK key. @ || W

Hold down ALT, type a code then release ALT.
The ALT key is on the left of the space bar. =]l )

T
£2]
DEE

On the numeric keypad, type [0193|toget|A |and|0225|toget| a

”[Z]B type 0201 | to get E and | 0233 [to get | é
7189 == type |0205(toget| | |and|0237 [toget| i
2 s e I | type |0209(toget|N |and|0241]toget| i
EImL 2 éhf type 0211 [to get| O [and 0243 |to get| 6
0 M type 10218 | to get U and | 0250 [ to get| u

type 10220 (toget|U |and|0252|to get| U

e If you always follow these three steps, you will not only avoid the wavy red and
green underlines. The computer will also display your punctuation marks
(*«»;2;! ) and accented characters (AaEéiiNAO6UGUI) correctly.
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