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Objectives

» Learn about the different methods of inputting accents and specia charactersin Windows

» Practice different methods of inputting accented letters and specid charactersinto a
document.
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Typing Accents and Special Characters

Overview of Different Input Methods

Thareaesvad uilitiesavaladeto hdp youinsat or type acoanted letarsand ather oead
dharadas Topick onethet couldwark for you, check thegrid bdow to ssewhat softwareand
hardwareyou nesd.

METHOD SOFTWARE/HARDWARE

ALT Key Codes Y our PC mud heveassparate numeric keypad ontheright edge
of your keyboard. Avoid thismethod on laptops.

International Keyboard Thisuility eneblesyour keyboaerd o thet you canusesinpe
codesto typeaccentsand other oedd charadters Y ouneadto
haveuility inddlled onyour FC. It may comegandard with
Windows2000.

Character Map A uility which dlowsyouto aut and peste padd dneradters
Thisuility isavaladeby defaut on mogt Windoasmedhines
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Using ALT Key Codes

Windowsassgnsanumeaic codeto different acoanted lters ather foragn dheradtersand
goadd mathemticd symbals For indancethe codefor lover casea is0225, and the codefor
capitd Ais0193. You cenusethe AL T key method to enter the numaric codeiin order to
genadethegpand darade.

To use the codes:
1 Haceyou ausx inthelocaionwhereyouwishtoinsat agpedd daerade.

2. Adivatethenumerickey pad ontheright of thekeyboard by pressng Num Lodk
(upper right of keyboard). The Num L odk light onthekeyboard will indicatethet the
numaickey pedison
NOTE: Youmudusethrernumaickey ped; if you usethenumber keysonthetop of

thekeyboard, the draracterswill nat goper. If you areonalaptap or

computer without asgparate numeic keyped one of the other methodsis
recommenced.

3. Whilepressngdomnthe AL T key, typethefour-dgit codeonthenumerickey pad
a theright edge of thekeyboard. Thecodesare"casesanaitive” For ingance, thecode
for love-casedisAL T+0225, but capital A iSAL T+0193.

NOTE: If youhavetrelntametiond keytoard adtivated, youwill anly beableto
input codeswiththe AL T key ontheleft Sdeaf thekeyboard.

4. RdesetheALT key. Thecharader will gopear whenthe AL T key isrdessadl

NOTE: Youmwindudetheinitia zero inthecode For exanpletoinsata
(0225) youmug type AL T+H0225, NOT AL T+25.
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Accented Letters

Table of ALT Key Codes

Accent a/A elE i/l o/O u/U
a e i 0 a
Accute 0225 0233 0237 0243 0250
A E I @) U
0193 0201 0205 0211 0218
a é ) 0] a
: 0226 0234 0238 0244 0251
Circumflex X = I 5 0
0194 0202 0206 0212 0219
a e i 0 u
Grave 0224 0232 0236 0242 0249
A E I @) U
0192 0200 0204 0210 0217
a f 0
. 0227 0241 0245
Tilde X N 3
0195 0209 0213
a e T o] U
Umlaut 0228 02_35 02__39 0246 02_52
A E I @) U
0196 0203 0207 0214 0220
Other Foreign Characters
Symbol Code Notes
i ALT+0161
e ALT+0191
¢.C ALT+0231
ALT+0199
eE ALT+0156
ALT+0140
1 ALT+0223
2,0 ALT+0248
ALT+0216
a, ALT+0229
ALT+0197
& E ALT+0230
ALT+0198
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b,p ALT+0254 lcdlandic/Old English thorn
ALT+0222
0.b ALT+0240 lcdlandic/Old English edh
ALT+0208
> ALT+0171 Spanish quote mark
ALT+0187
Currency Symbols
Symbol Code Notes
¢ ALT+0162
£ ALT+0163 British Pound
¥ ALT+0165 Japanese Yen
o ALT+0164 Generic Currency Symbol
Math Symbols
Symbol Code Notes
+ ALT+0247
° ALT+0176 Degree Symbol
- ALT+0172 Not Symbol
+ ALT+0177
U ALT+0181 Micro
Other Punctuation
Symbol Code Notes
© ALT+0169
® ALT+0174
™ ALT+0153 Trademark
il ALT+0182 Paragraph Symbol
. ALT+0149 Ligt Bullet
8§ ALT+0167 Section Symbol
- ALT+0150 Japanese Yen
— ALT+0151 Generic Currency Symbol
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Activate and Use International Keyboard

Activate the International Keyboard

NOTE: Theeindrudionsarewritten for VMindows 2000. Thegaionswill differ dightly for
dder vesonsa Windows

1 Ifyouareinthe Sudent Computing Labs dick ontheWindowsSart mauanthe
lower left of your sreen. Go'to Settings>> Contrd Pands>> Regional Options

Onather computers youmey haveto goto Start >> Settings>> Contrd Pandsto
gpenthe Contrd Pandswindow, then dick onthe Regiona Ogptions icon

2. IntheRegona Options window, dick onthel nput L ocale teb onthetop.

Regional Options 21x]

Generall Numl:uersl Eurrenc_l,ll Time I Date  Input Locales l

— Inztalled input locales

Input language K.epboard lapoutd|kE
¢ @ English (United States)
English [Urnited Statez] [Inited States-International
Geman [Eermary) 1 German;l
Add.. | Bemove | Properties. .

e Set az Default

— Toturn off Caps Lock
& Press CAPS LOCE key i Press SHIFT key

—Huot keys for input locales
[tem Eep zequence

Switch to Englizh [United States] - US [More]

[Mone) 5

55 witch ta English [Urited States] - United States-Inter...

Change K.ey Sequence. ..

[+ Enable indicatar on taskbar

K, Cancel Apply

Regional Options Control Panel - Input Locales Tab
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3. Famthelnput language lig, daceadhaeck next to"Engdlish (United Sates), United
Saesinardiond,” thendidk Add.

4. ClickonSgt AsDefault if youwishto mekethe U.S Intemetiondl keyboard the
default

5. Cik OK todos=thewindow.
NOTES

a Ifyouareusngyour onn PC, youwill anly heveto dothisggpance
If you areusng a PC in the Penn Sate Sudent Computing labs, youwill havetodo
thse/ay imeyaulogn

b.  WindowsNT - If youaredaing thisprocedurein WindoasNT, you mudt sedt the
"Bngdidh (U.S) astrelnput L ocalefirg, then pressthe Pr aper tiesbuttonto dect the
"U.S Inemationd” keyboard.

¢ Ifyoudonat ss2"United Sates Inameiond” inthe Input languege pull-doanlig,
thenyouwill hevetoinddl it from the Windows CD-ROM. Corait your Window
menud for morecdalls

d. Inaddtiontothelntemaiond Keyboard, Windowsdiferslanguage-goedific
keyboardsinduding keyboardsfar Soenish, French, Gamen, ltdian and many other
langLeges

Onceyou havecompleted thisproosdure, you should be adleto input acoented lettersusing

thelntemetiond keyboard codes

Switch Between Keyboards

If you want to switch between switch between the Internationa keyboard and
other keyboards, do the following:

1 Opmanguication such asaword-processor, HTML editor, Joreadshedt or any other
gdicaioninwhichyounesdtoinpu text.
2. Lookinlonve right todber inWindows you shoud sseaniconwhichisadak due

box labded "EN" @) inwhitetext.
If thereisno suchicon, then anly thedefault keyboard isavalade onthe FC. If you
wart to adivate additiondl keyboerds fdlow theingrudionsin the sadtion above

NOTE: If youareusnganother keyboaerd Such asaSpanish keyboard, thelettersin
thedark bluebax mey bedfferat

3. Ruyour aursor onthisiconto gpenapul-downlis.

4. Makesrethegyroguiaekeyboard, uch as"United Sates Inametiond” or "United
Saes" issHedad
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Table of International Keyboard Codes

Accented Letters

Example 1: To type 6 - Type the apostrophe key ('), then o.
Example 2: Totype O - Pressdown LeftAlt, then'. Release, then type O.
Example 3: To type fi, hold down the Shift key, then the ~ key.

Release and type n.
V = any vowd + = hold amultaneocudy , = release key
Accent Sample Template Notes
Accute 00 "V ' = apostrophe key
Circumflex 00 Shift+\\V
Grave 00 Vv
Tilde AN Shift+~,V
Umlaut 60 "V " = quote key

Other Foreign Characters
For mogt of these, you will use the RightAlt key on the right Side of the keyboard,

not the LeftAlt key.

Symbol Code Notes
i RightAlt+1
p RightAlt+?
¢,.C RightAlt+<
Shift+RightAlt+<
w.eE -- NO CODE -- Use "0€" instead.
3 RightAlt+S
2,0 RightAlt+L
Shift+RightAlt+L
aA RightAlt+W
Shift+RightAlt+W
&/ RightAlt+Z
Shift+RightAlt+Z
b,p RightAlt+T lcdlandic/Old English thorn
Shift+RightAlt+T
0.b RightAlt+D lcdlandic/Old English edh
Shift+RightAlt+D
© RightAlt+ Spanish quote mark
RightAlt+]
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Currency Symbols

Symbol Code Notes
¢ Shift+RightAlt+C
£ Shift+RightAlt+4 British Pound
¥ Shift+RightAlt+- Yen. ™" isminus key
o RightAlt+4 Generic Currency Symbol
€ RightAlt+5 Euro Symbal
Math Symbols
Symbol Code Notes
+ Shift+RightAlt++ Shift+RightAlt, then "+"
° Shift+RightAlt+: Degree Symbal
= RightAlt+\ Not Symbol
u RightAlt+M Micro
Other Punctuation
Symbol Code Notes
© RightAlt+C
® RightAlt+R
1 RightAlt+; Paragraph Symbol
§ Shift+RightAlt+S

Typing Accents and Special Characters

Page 10

Fall 2001




Character Map Utility

Windows 2000 Instructions

Theeindrudionsarewritten for Windows 2000. If your FC hesan dder verdon of
Windowsplesserde tothe " Clda Windows Indrudions' bdow.

To open the Character Map utility:
1 dikontreWindowsSart menuonthelowe left of your sreen

2. IfyouareonaSudent Computing Lab PC, sdect Programs» Accessories» Sysem
Tods» Character Map.

NOTE: Onather PCs the Charadter Mgp may bein another location under Accessories
ortheSart mau

3. Awindow shaud ogpenwhich dgdaysasaiesof daadasinagidasintheimege

below.
%" Character Map
S| % | f|oj1|2]3|4
89 < @ A|B|C|DIE|F|G|H
[{J|K|ILIM|N|[O/PIQ|R|S|T|U|V W XIY[Z|]]|}
1{*1_ | |a|b|c|d|e|f|g|h|[i|[j|k|]|m|n|o|p
qlr|s|t|{uf{v{w|x|wv|z|[{|]]}"(0[0[1]1]1]]1
Ppefejrjprprpefefryprjnrgl Ffefrjr|nrgl
Fpefefrprpngl i|e|E|H|¥[]E8| 70O«
IR IR =5 e | A
AlA|A|AIA|E|C|E|E|E|E|T|I|T|T1|D|N|O|[O|G
ﬁﬁxﬂﬂﬂﬁU‘?bﬂﬁﬁﬁﬁﬂﬁiﬂgéd
Characters ta copy Select Copy |
[T Advanced view
| Character Code : 0235

Character Map - Windows 2000
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In the Character Map

1 SHettheFont framtrepul-domn menuwhich madesthefat youaewsnginthe
dooumatt. If you arenat typing adoocument, but doing someather goplication uch s
typingaWebfam, then et the Sysemfort.

2. If thedharadter youwant toinsat isliged, proosad to Sep#4, you may nesdtosrdl
doanalitiieto check.

3. Ifthedharader youwartisnat inthegrid, diengetheFont to Arial UnicodeM §

Ludda SansUnicode Tahoma, TimesNew Roman, Arid or someather
gooropristefort.

4. Dode-didk onay derader youwishtoinsat thendick the Sdect buttonto mekeit
gopex inthe Charactersto Copy fidd. Y ou can SHet morethen anednaradter @ this

time
%* Character Map
5% [ . floj1]2(3)4
8|9 4 @ AB|C|[DE|F|G[H
I{J|KILIMN[O|P|Q|R|S|(T{UVMWI XY Z[[]|\
1{*|_| " |alb|lc|d|e|[f|g|h|i|j|k|[l|m|n|o]|p
gir{s|t|u|v|w|x[v|(z[T|]1|}|F[0[0]0]|0]1]]I
Py frfefrjprjrjer)prgl L f{rgl
e frfrfl i|e|E|H | ¥ E|7(@| 2| =]~
@7 2 Y IV 24|54 e | &
AlA|A|A|A|E|C|E|E|E|E|T]i|T|[1|D|N|O|O|O
0|0|=|6|0|0[0 Y|b ﬁéﬁﬁaﬁm;é;l
Characters to -:n:lp_l,l:l s - Select Copy |
[ sdvanced view
| Character Code : 0x35

Selecting Characters
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5. Highight onear mored thedneradrsinthe Char acter sto Copy youwishtoinsat

thendick the Copy button
&* Character Map
S| % ( jloj1]2|3|4
g9 R @A|B|C|D E|F|G|H
I{J|KILIM[N|O(PIQR|S|T[UIVIWX|Y[Z|[]|\
11/ | |a|b|c|d|e|f|g|h|i|j|k{l|m[n|o]|p
qlris|tlu|v|w|x|y|z|{[]I[}/ TV ]1]1]I
Ppefrjrjrprpefefefrf{r]l HERRRERRERRL
{11l | i|e[E(H|¥|]|E8|7 O]«
I AR R AR
ﬁﬁ.iﬁﬂf@EEEEllilﬂﬁﬁ 0
ﬁdxﬂﬂ*ﬁﬂ‘?b dlaja|a|d|a|=|g|8| .
Characters to copy Il;i Select |
[T Advanced view
| Character Code : 0435 *

Character Map - Copy Characters

6. MinmzeframtheCharacter Mapwindow, and gpenar smtchtothegoglication
window inwhichyouwishtoinsat atrednerads.

7. Rogtionyour cursor inthelocation youwish toinsat thecharede.

Under the Edit menu, choose Padte (or usethekeytboerd shartaut Contrd+V). The
charadter should gopear.

9. If necessaty, dhengethefont of thedharadter to the onesdedted inthe Char acter
Map.
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Older Windows Instructions

Theeindrudionsarebassd on WindowsNT, but shoud besmilar to other vardons of
Windows

To open the Character Map utility:
1 dikontreWindowsSart menuonthelowe left of your sreen
2. IfyouareonaSudent Computing Lab PC, sdect Programs» Acoessories» Sysem

Tods» Character Map.
NOTE: Onathe PCs the Character Mg may bein another location under Acoessries
ortheSat menu
3. Awindow shaud ogpenwhich dgdaysasaiesof daadasinagidasintheimege
bdow.
&% Unicode Character Map [_ ] |
Eont: | System _;l Mext Characters to Copy: I
S*set: I'W'inu:luws Characters | | Erevious Select Copy | Help | Cloge |
‘ !"#3%&'[]*+,-.fﬂ12%455?ﬂﬂ:;(=}?
@AB|(CIDIEIFIGH|I[J|KILM|N|O|P|Q s (TIY MR (ZI0(VT]7
“la|b|c|d|e|f|g|h|i|] k|l m{n|jo|p|q|r|S|t|u|vlex{v|z{{]]|} I
Plefefefejejefefefejejefefefe{ejef (o fejejpefefefe{ejefefefrfnr]i
i¢£n¥lﬁ"§«--_"t**'|.l1- NN EY kA
AAAIAAIAEICIEIEIEIE|T|T|T|{TID|NO|O|B|O|0(=|@(0|00UY|p|B
3|a|ala|a|ale|c|e|E|E|E|1]i]i|i|a|n|o|o|d|o|6|:|o|a|alduly|p|y
|Ta|:|le of available characters in the zelected font. K.eystroke: Space

Character Map - Windows NT

In the Character Map:

1 Makearetha SysemissdHetadintheFont pul-doanlig and thet Windows
Charade's issdHeded inthe Subset pul-don li

2. If thedharadter youwant toinsat islided, proosad to the next dep. Othawise, dienge
theFont to Ludda SansUnicode Aria UnicodeM S Tahoma o someathe
gopropriatefont. and chengethe Subset to onewhich contansthe cheradter you ned
toinsat.

3. Dade-didk onany derader youwishtoinsat thendick the Sdlect buttonto mekeit
gopex inthe Char acter sto Copy fidd. Y ou can SHet morethen anedaradter @t this
time

Typing Accents and Special Characters Page 14 Fal 2001



4. Highight onear mored thedaradarsinthe Char acter sto Copy youwishtoinsat
thendidk theCaopy button

5. MinmizeframtheCharacter Mapwindow, and open or snvitch tothegpplication
window inwhichyouwishtoinsat athecharadte.

Rogtionyour aursr inthelocaion youwish toinsat the dreradter.

. Under the Edit menu, choose Pagte (or usethe keytboerd shortaut Contrd+V). The
charadter dould gopear.

8. If necessay, dangethefant of thedneradter to the one sdedted in the Character Map.
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