Tip: Make typing in Word easier by changing the dictionary to Spanish.  
Combined with spelling and grammar check, this will catch (and often autocorrect) common misspellings, missing accents, incorrect number and gender agreement, and punctuation. 
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Change the language:

a. Tools > Language > Set Language… 

b. Choose one of the Spanish options.  (Example at right.)
c. If you check “Detect language automatically,” Word can often identify which language you’re using and apply the proper dictionary to the spell-check and auto-corrections (works well for whole document in one language but not well if switching between languages within a document.)

2. Turn on spelling and grammar check:

a. Tools > Options… 

b. Spelling & Grammar tab: 

c. Check these boxes (see screenshot below):

· “Check spelling as you type”

· “Check grammar as you type”

· “Check grammar with spelling”

d. Tip (optional):  Uncheck these:

· “Ignore words in UPPERCASE”

· “Ignore words with numbers”
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How to type accents and [¿ ¡ ñ] in Word:
Accents: 

1. Ctrl + ‘ (apostrophe)
2. Then the vowel

¿: Ctrl + Alt + Shift + ? (/ key)

¡: Ctrl + Alt + Shift + ! (1 key)

ñ: 

1. Ctrl + Shift + ` (key next to 1)

2. Then n
