Explanatory notes for the ASC11 codes:
These are short cuts for accents and umlauts for foreign words. To save you having to go to the

character map and choose them from there. All you do is:
1. Putyour “Num lock” key on (you will find this at the top left of the calculator section on
your keyboard).
2. Type the word in your document leaving your cursor ready for the accented/umlauted letter
Choose the accent/umlaut you require from the ASCll sheet
4. Press the “Alt” key (to the left of the space bar on your keyboard) and type in the four
numbers given on the ASCIl sheet — the letter will now appear in the word in your document.

Ensure the Num Lock is switched on. n/a = not available.

Alternative keys (right-hand side).
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