
To type in Spanish while using 
googledocs/hastingspps: 

 
 To make the default language “Spanish” so that the computer will help with auto-correct, etc.  

 (If you are using slides, make sure you are typing in a text box) 

 Find “file” tab 

 Select “Language” and then “Español”  
 

 To type with accents  

 To enter a character code, you need to hold down the "Alt" key and type in the appropriate 
code on the numeric keypad on the right side of the keyboard (the numbers at the top of the 
keyboard won't work, and you'll need to be sure that "Num Lock" is on in order to use the 
numeric keypad). 

 For example, to type "á" you will hold down the "Alt" key and type 160. Here are the rest of the 

character codes you will need for Spanish: 

Spanish Character Codes 

á Alt + 160   Á Alt + 0193 

é Alt + 130   É Alt + 0201 

í Alt + 161   Í Alt + 0205 

ó Alt + 162   Ó Alt + 0211 

ú Alt + 163   Ú Alt + 0218 

ñ Alt + 164   Ñ Alt + 165 

ü Alt + 0252   Ü Alt + 0220 

¡ Alt + 173   ¿ Alt + 168 

« Alt + 0171   » Alt + 0187 

 
 
Ojo 
 
 
Laptop Users: If you don't have a separate numeric keypad on the right side of your keyboard, you'll also 
need to hold down another key (probably "Fn") to access the number pad which is hiding out on the letter 
keys under your right hand. The top row of numbers won't cut it. 

 
 
 
 
 

 



 Another way to type with accents 

 
 (Make sure you are in a text box if using slides). 

 Find the “Insert” tab 

 Select “Special characters” 

 You will see drop down menus.  Select “latin” and “common”. Find vowels with accents, etc., 
double click. Or, you can draw the symbol you want.  

 To add in punctuation, from drop down menus select “punctuation” and “ASCII Based” 
 
 


