Accented Characters on the PC

1) 
The ‘Alt Key’ method

Hold down the ‘Alt’ key and press the correct numbers on the numeric key pad; the character will appear.  

e.g.
Alt + 133
à
Alt + 140
î
Alt + 132
ä
Alt + 160
á


Alt + 131
â
Alt + 139
ï
Alt + 142
Ä
Alt + 161
í


Alt + 135
ç
Alt + 147
ô
Alt + 148
ö
Alt + 162
ó


Alt + 128
Ç
Alt + 151
ù
Alt + 153
Ö
Alt + 163
ú


Alt + 130
é
Alt + 150
û
Alt + 129
ü
Alt + 164
ñ


Alt + 138
è


Alt + 154
Ü
Alt + 165
Ñ


Alt + 136
ê


Alt + 225
ß
Alt + 168
¿


Alt + 137
ë




Alt + 173
¡

Many schools have ‘prompt cards’ for the most frequently used characters.

2)
The ‘look up the symbol’ method

Go to menu item Insert
Select Symbol
Make sure that Font is set to (normal text)
Click on the symbol you need.

This will give you the characters you learned for Method 1.  It will also introduce you to numerous new symbols you didn’t know you needed.  And it will also give you the clues to method 3.

3)
The ‘Shortcut Key’ method

This uses some fairly logical combinations of keys to produce the symbols.  

Press the two (or 3) keys, then press the required letter (shift for capitals). 

à, è, ì, ò, ù
Ctrl + `

the letter  (or Shift + the letter for capital)



(Ctrl + `)

(either top left, or to the right of right shift)
á, é, í, ó, ú
Ctrl + ‘

the letter  (or Shift + the letter for capital)



(Ctrl + apostrophe)
â, ê, î, ô, û
Ctrl + Shift + ^
the letter  (or Shift + the letter for capital)



(Ctrl + shifted 6)
ã, ñ, õ
Ctrl + Shift + ~
the letter  (or Shift + the letter for capital)



(Ctrl + shifted #)
ä, ë, ï, ö, ü
Ctrl + Shift + :
the letter  (or Shift + the letter for capital)



(Ctrl + colon)
ç, Ç

Ctrl + , 

C (or Shift C for capital )



(Ctrl + comma)
ß

Ctrl + Shift + &
S





(Ctrl + shifted 7)
¿

Alt + Ctrl + Shift + ?

(? is a shifted /)
¡

Alt + Ctrl + Shift + !

(! is a shifted 1)
