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How to




Introduction

This guide will help you set up your keyboard so that you can easily type
macrons. This is especially important when typing Maori words or places
as missing the macron is an incorrect spelling. By the end of this, you'll be

able to type macrons by pressing the following keys:

(V]
(]
—_
@l
(]

then

then

Before you start

Before starting this guide test to see if you already have a Maori keyboard

enabled but pressing [l ~ [ while typing. If you get an @ then stop,

you're already setup. However, if you get an “a then find the steps for

your operating system.
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Windows 10

1. Open the Settings app

Best match

El Settings
App

Apps

Settings
B Alarms & Clock > App

= Office Language Preferences >

Search work and web = Open
L set - See work and web results > = pin to Start
Photos (1+) ' pin to taskbar
Documents - This PC (34) % App settings

Folders (2+)

2. Select Time & Language

Settings - a x

Windows Settings

| Find a setting p |

L1 System El Devices D Phone
Display, sound, notifications, Bluetoath, printers, mouse Link your Android, iPhone
power

@ Metwork & Internet @ Personalisation 8= Apps
Wi, flight mode, VPN Background, lock screen 2= Uninstal, defaults, options|

colours features

L il N
R Accounts % Time & Language @ Gaming

Your accounts, email, sync, Speech, region, date Xbox Game Bar, captures, Game

work, other people Mode

/Lo Ease of Access () search 0O privacy

3. Select the Language settings
Under preferred languages, if you see English (New Zealand) skip to step 6.



4. Click add language & search for English (New Zealand), select it.

€ settings
& Settings Choose a language to install

@ Home Language RS english new zealand

VoW wispiay angaays

| Find a setting S English (New Zealand)
| English (United Kingdom)

Time & Language English (New Zealand)

Time & Language — bear in this
Windows features, lice Settings and File Explorer, will appear in this

language.

B Date &time

& Date & time

Preferred languages @ Region
@ Region guag

Apps and websites will appear in the first language in the st that they 2 e
AF  Language support.

Add a language O Speech

N

=p English (United States)
A

O Speech ap

& Display language @ Text-to-speech

Related settings 4§ Speech recognition @ Handwriting

5. Select all the checkboxes and click install.

Install language Teatures

Y Home Preferred language

| English (New Zealand) ~

Optional language features
Time & Language

pear in this

Install language pack 0]
B Date &time Set as my Windows display language o}
@ Region @ Handwriting o
e list that they
&  language Required language features
* Basic typing [0}
O  speech
@ Optical character recognition @
&

Choose a different language

Install [% Cancel

6. After it has been installed select English (New Zealand) and click the up arrow until

English (New Zealand) is at the top of the list.

7. Then click options, then under Add a keyboard find & select Maori

& Settings - o
@ Home Language “rze) Maltese 47-Key
E=
language. QWERTY
Find a settin » | ¢
2 Maltese 48-Key .ealand)
QWERTY
Time & Language Preferred languages
Apps and websites will appear in the first language in the list that they
B Date &time support.
{) Norwegian
e ] a0 aargace Qe
jon
{) Norwegian with Sami
E=
A femsere A$ English (New Zealand) FO%E - QWERTY
) Polish 214)
O speech QWERTZ
@l [ Remore ] Acakopons
it FO0AS
A$ English (United States) # ) =

0 Us
QWERTY

Related settings
‘Add additional speech voices

Related settings

Administrative language settings




8. Click the US keyboard and select remove (don’t worry English spell check still works)

& Setings

@ Language options: English (New Zealand)

Handwriting
Handwiiting installed

Regional format
Settings
Keyboards

Add a keyboard
+

Maori

QWERTY

f) us
QWERTY

9. Test your new Maori keyboard by pressing then while typing.
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Mlac 0OS

1. Open System Preferences & select Keyboard

° < > i System Preferences
John Doe o

Apple ID, iCloud, Media and App Store
Apple ID Family
Sharing

i W ®m@me Q u g

General  Desktop&  Dock & Mission siri Spotlight  Language  Notifications
Screen Saver Menu Bar Control & Region

Y - L
B =2 % @ I w @
Internet Wallet & Touch ID Users & Accessibility Screen Time Extensions Security

4 Accounts  Apple Pay Groups & Privacy

Software  Network Bluetooth Sound Printers & Keyboarkd Trackpad Mouse
Update Scanners

R = a2 meooe &

®



2. Click the + & search for Maori

Q

Keyboard

i Keyboard

Dictation Input Sources | Dictation

Keyboard = Text ~ Shortcuts Keyboard = Text  Shortcuts

Input Sources

y
' Browse using language and select an input source to add:

Maori - Maori

NNEEEEEEERDEE

i ¥ [E) [ ¥ 5 [ i (G [ 0 6

AEEAREREHNRE
i [l [ [ ) i ) 8

1234656617890 -=
fEENEAGONEEEDR
i =1 (5] ) ) (7 ) (R M L

X [ [ (5] ) [ S

Jrk Show Input menu in menu bar

3. If you have more than one keyboard you can remove the others

. =] ustralian
or select Maori in the menu bar.

E% Show Emoji & Symbols
Show Keyboard Viewer
4. Test your new Maori keyboard by pressing - then while Show Input Source Name

Open Keyboard Preferences...

typing. : :

Need some help?

GTB's technicians are always available to help.

P: 04 297 1040
E: receptionagtb.co.nz
W: https://gtb.co.nz/



About GTB

ICT partner of choice for busy professionals.

Kapiti based, specialising in medical and professional prac-

tices, but also serving ALL types of businesses and Not For
Profits throughout the lower North Island and further afield.

Open to the public and home based businesses.

We are team-based, systemised, and do our best for our
clients, many of whom have been with us a decade or more.
Please check out the Testimonials on our website and our

Google Reviews.

We can provide almost everything ICT (Information and
Communication Technology) related that a small or medium

business or organisation will need.

Come to us with your issues, annoyances or ideas; we will

develop the right solution for you.



