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Keyboard layouts

Windows allows you to swap between different keyboard layouts for different
languages and different types of keyboard.

Before you can switch keyboard layouts, you need to install them.
Installing a keyboard language
To install a new keyboard language:

1. Click the Start button, and then choose Control Panel.

2. Click the Clock, Language, and Region heading.

3. Under the Regional and Language Options heading, click Change
keyboards or other input methods.

The Regional and Language Options dialog box will be displayed.

¥ Regicnal and Language Options Iﬁ

Formats | Location | Keyboards and Languages | Administrative

Keyboards and other input languages
Teo change your keyboard or input language click Change keyboards.

[ Change keyboards... l
How do I change the keyboard layout fior Ve T

To change keyboards:
1. Click Change keyboards.

The Text Services and Input Languages dialog box will be displayed.

s Text Services and Input Languages Iﬁ

General | Language Bar | Advanced KeySemngsl

Default input anguage

Select one of the installed input languages to use as the default for all
input fields.

[Eng\ish (United Kingdom) - United Kingdom -

Installed services

Select the services that you want for each input language shown in the
list. Use the Add and Remave buttons to modify this list

@ English {United Kingdom)
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You can find a list of available keyboard layouts in the Installed services area. In
the previous picture, the United Kingdom keyboard layout is selected.

To add a new keyboard layout:

2. Click Add.

Installed services

Select the services that you want for each input language shown in the
list. Use the Add and Remowe buttons to modify this list.

[ Engish {United Kingdom)

The Add Input Language dialog box will be displayed.

-
e Add Input Language lﬁ

Select the language to add using the checkboxes below.

J— :
[+ Arabic (Morocco) AN

-- Arabic (Oman) »

-- Arabic (Qatar)

-- Arabic (Saudi Arabia)

-- Arabic (Syria)

-- Arabic (Tunisia)

&) Arahic (J.A.E.)

-- Arabic (Yemen)

-- Armenian (Armenia)

-- Assamese (India)

-- Azeri (Cyrillic, Azerbaijan)

-- Azeri (Latin, Azerbaijan)

-- Bashkir (Russia)

-- Basque (Basque)

-- Belarusian (Belarus)

-- Bengali (Bangladesh)

-- Bengali (India) A4
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3. In the list of languages, double-click the required language, then double-click
Keyboard, and then select the required keyboard layout.

In the next picture, a French keyboard layout is selected.
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s Add Input Language ﬁ

Select the language to add using the checkboxes below. ak
- Estoni toni
[+- Estonian (Estonia) - [w]

-- Faroese (Faroe Islands)

[#)- Filiping (Philippines) -—

- Finnish (Finland) —

-- French (Belgium)

- French {Canada)

) French (France)

- Keyboard

-[Cus

] Shaw Mare...

- French (Luxembourg)

- French (Monaco)

H- French (Switzerland)

H- Frisian (Metherlands)

H- Galician {Galician)

H- Georgian (Georgia)

|- German {Austria) ¥
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To preview the new keyboard layout:

4.

8.

9.

Click Preview.

e Keyboard Layout Preview ﬁ

Layout Mame: French

Click Close, to close the keyboard preview.

In the Add Input Language dialog box, click OK to confirm the new input
language.

In the Text Services and Input Languages dialog box, click OK to confirm the
addition.

In the Regional and Language Options dialog box, click OK.

Close the Control Panel.

Once you have more than one keyboard language installed, the Language button will be displayed
on the Taskbar.
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IT Services Training
Windows 7 Quick Guides — Keyboard Layouts

Switching keyboard layouts

To switch between installed keyboard layouts:

1. On the Taskbar, click the Language button, and then choose the required
language.

v EN English (United Kingdom) |
I FR French (France)
Show the Language bar
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