Using CTRL key to insert accents

1. Make sure that the language is set to Spanish (look at bottom left of Word document to see). To set, click "Review" on menu on top in Word document. Choose "Set Language" and choose "Spanish" (you can do any variety of Spanish..."Spain –Traditional Sort" is fine). When language set in Spanish, also spell checks for you. 
2. To insert an accent:
    a. Hold down the Ctrl button and then push the apostrophe (’) key.  It’s just to the left of the Enter key.  Then release both.
    b. Nothing will have happened yet.
    c. Now push any vowel and it will appear with an accent.
3. To insert a ñ (tilde):
    a. Hold down the Ctrl button and the Shift key.  
    b. Then push the tilde button.  It’s just to the left of the number 1 key.  
    c. Nothing will have happened yet.
    d. Release all keys and push the “n” or “N” key.  It will appear with the tilde.
4. To insert a “¿” or “¡” :
    a. You don’t need to do anything other than push the “?” or “!” key as usual. 
    b. Since the language is set to Spanish, it will automatically turn them upside down.
