To Add Spanish-Language Keyboard Settings:
Close all Word, Outlook, and any other Office 2003 programs you currently have open.
Add the Spanish Language settings through Control Panel:

Click Start, Settings, Control Panel.
Select Regional and Language Options
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elect the Languages tab.

Click the Details button.
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i~ Supplemental language support
Mozt languages are installed by default. Tao install additional languages,
select the appropriate check box below.
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Select the Add button.
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r— Default input language:
Select one of the inzstalled input languages to uze when you start your
campuber.
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i Installed services
Select the services that you want for each input language shown in the
list. Uze the Add and Remowve buttons to modify this list.
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Click the drop-down arrow for Input Language and select the language you want
(among other languages, there are 20 different options for Spanish)
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If you want, you can modify the specific language’s default keyboard layout by

selecting the drop-down arrow for Keyboard layout/IME:
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When done, click OK to close the Add Input Language window.
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Click OK to save the change and close the window.
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i~ Default input language
Select one of the installed input languages to use when vou start your
campuber.
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i~ Installed services
Select the services that pou want for each input language shown in the
list. Uze the Add and Remawve buttons to modify this list
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Click OK to save the change and close the window.
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~ Text services and input languages
To wiew or change the languages and methods you can use ta enter

text, click Details

— Supplemental language support
Mozt languages are installed by default. Ta install additional languages.
select the appropriate check box below.

I Install files for complex script and right-to-left languages (including
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I Install files for E ast Asian languages
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Now you have to turn on the feature in Office 2003:

Click Start, Programs, Microsoft Office, Microsoft Office Tools, Microsoft Office
2003 Language Settings.

On the left side where languages are listed, scroll down and select Spanish, then
click the “Add” button. (Do not use the drop-down arrow under Available Languages;

Spanish isn’t listed there.)
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Click OK to save the change and close the window.
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Open Word. Along the bottom of the Word screen there is an indication of what
language you are using.

ﬂEi Document?2 - Microsoft Word

© Fle Edit Wiew Insert Format  Tools  Table  Window  Help
NDEHRASSRAIVES DB S| 9--|@ e [T e ficL
4;{ Mormal + TimesMewRoman ~ 12 - B 7 0O AB‘ =

1
= o[E]= @4
: Draw - lg | AutoShapes= ™\ \DOH&?‘:&@& &'g'év
Page 1 Sec 1 11 ab 1" ni ol 1 rec TRE ExT ovi( English s ) G




On your keyboard press the left Alt key together with the Shift key. The language will
change. The spell-check feature will now recognize words in that language.
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