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COMMON FOREIGN LETTERS AND SYMBOLS

Microsoft Word:

1.
[Insert Menu] – Symbol

(inserts from available fonts)

2.
Auto Correct
for example:
;; ( ø
(corrects when requested)

3.
Auto Text
for example:
;; ( ø
(corrects as you type)

4.
Shortcut Keys (Shift when needed)

Hold.
Press.
Release, then press these
to print those.
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(minus or hyphen)


|
-
divides a word   (hy-phen)

Ctrl
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(NumLock ON, press minus on pad)
|
–
links a range (1814–1905, pp. 1–7)

AltCtrl
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(NumLock ON, press minus on pad)
|
—
separates    (Where’s—Here it is!)


    ==============================================

5.
Number codes work in Word and on the Internet!


NumLock ON, hold down Alt, use number pad.
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