
Accents Module 8 

8 . Accents 
In this module you will learn to create letters with accents on your screen. 

One possible way to create letters with accents on your screen you have already seen 
in module 4 of the basic course 1: mistyping the word and letting the spellchecker 
correct the word. But it is of course better to type the word correctly in the first place.

You can make letters with accents in various different ways. In this module we will treat 
the creation of letters with accents by means of ANSI-Codes and through the insert 
menu.

On the last page of this module there is an overview of all available characters within a 
font.  Every character has it's  own so-called  ANSI-code.  You will  find this code by 
adding the numbers in the table left and above the character. The ë for instance is in 
row 220 and column 15, this gives the following code:

ë = 220 + 15 = 235

With the Euro-sign in row 120 and column 8 you get the following code:

€ = 120 + 8 = 128

Before you enter a code, you always first have to type a zero.

This is how you get a character onto your screen:

Look in the overview on the last page of this module to get the code belonging to the 
desired character. You can also look at the short list on the next page. To enter the 
codes, use the key-block on the right-hand side of the keyboard.

1 Make sure Num-Lock is on. (The control light is on.)

2 Press and hold the Alt-key on the left-hand side of the keyboard.

3 Type a zero before you enter the code, followed by the code.

4 release the Alt-key and the character will appear.
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It is quite useful to  
make  a  list  of  often 
used characters like in 
the  picture  on  the  left.  
Stick it  to your screen, 
so   you  can  quickly  
enter  the  codes  of  
these characters.

A second method of adding special characters to your text is through the option 
Special Characters in the Insert menu. Through this option you can summon a 
dialogue-window with a similar table as the one on the last page of this module. You 
can simply click on the desired sign to insert it into your text.
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Assignment 8.1 Characters é en à

1. Create a new empty document.
2. Look-up the code for é.
3. Make sure Num Lock is on. The control light is on.
4. Press and hold the  Alt-key on the left-hand side.
5. First type a 0 followed by the code. 
6. Release the Alt-key. 

The é appears.

7. Create the à character with the same method.
8. Close the document without saving the changes.



Accents Module 8 

Projectleider : Pascal van Nugteren
Auteur : Hero www.openofficeplaza.org 3

Assignment 8.2 Character ï 

1. Create a new empty document.
2. Select Insert, Special Character

The dialogue-window Special Characters appears.

3. In the list look-up the I character with a diaeresis on it: ï. To do this you will have to move the 
scrollbar on the right of the window down. When you find the character, click on it so it's 
background will turn blue.

4. Click OK.

The window will close, and the character will be inserted into your text at the location of the 
cursor.

5. Close the document without saving the changes.
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ANSI TABLES
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