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Spanish for Beginners  

Typing Spanish characters on a PC keyboard  

Spanish has a variety of accented and special characters and it is important that you use them in writing. 

If you are typing a document there are four different ways in which you can produce these characters. 

1. Insert symbol from menu  

 Go to the ‘Insert’ tab of your main menu in Word. 

 Click on ‘Symbol’. 

 Choose the symbol or special character you want from the table provided. 

 Click on ‘Insert’. 

 

 

 

 

 

 

https://www.futurelearn.com/admin/courses/spanishsandpit/1


 2 

2. Hold down the ALT key and type the numbers on the numeric 
keypad  

Please note that when working in Windows XP and Word 2003, the numeric keypad needs to be locked. 

 

Lower case Upper case 

á - 0225 Á - 0193 

é - 0233 É - 0201 

í - 0237 Í - 0205 

ó - 0243 Ó - 0211 

ú - 0250 Ú - 0218 

ü - 129 Ü – 154 

ñ - 164 Ñ – 165 

 

Other signs 

¿ (inverted question mark) – 168 

¡ (inverted exclamation mark) – 173 

€ (Euro currency symbol) - 0128 

 

3. Hold down key combinations and then press the relevant letter  

 

Please note that it could be difficult to hold down different keys at the same time. 

Key combination  
…followed by one of these letters 

Please note for capital letters the Caps Lock must be on.  
Example  

Ctrl + ‘ (Apostrophe)  a, e, i, o, u, A, E, I, O, U á  

Ctrl + shift + : (Colon)  u,  U ä  

Ctrl + ~  n, N ñ  

For Open Office users http://www.openoffice.org/ documentation/ HOW_TO/ various_topics/ 

Howto_special_char.pdf  

http://www.openoffice.org/documentation/HOW_TO/various_topics/Howto_special_char.pdf
http://www.openoffice.org/documentation/HOW_TO/various_topics/Howto_special_char.pdf
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4. Change the language settings on the keyboard  

You may also wish to change your set-up so that you can switch between an English keyboard layout and 

Spanish. To change the language input do the following (please note that this process will not work with 

all versions of Windows):   

 Go to ‘Start’ 

 Open the ‘Control Panel’ 

 Click on ‘Date, Time, Language, and Regional Options’ 

 Click on ‘Add other languages’ 

 Click on the ‘Languages tab’ and then ‘Details’  

 Select ‘Add’  

 Select Spanish.  

Once installed, you can move between English and Spanish keyboard layout using the task bar.  

Note that different languages have different keyboard layouts. To view the Spanish keyboard layout click 

on this link. 

  

 

https://www.terena.org/%20activities/%20multiling/%20ml-mua/%20test/%20kbd-all.html#Spanish

