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Inserting Special Symbols
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Microsoft Word 2003 makes it quite easy to insert symbols that can’t be found on your keyboard. There are two ways to do this: use the Insert ( Symbol menu commands, or use the keyboard shortcut.

Using the Insert ( Symbol Command

1. Click on Insert, then Symbol from your menubar

2. You will see the Symbol dialog box open.
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You can choose from any of the symbols on the screen. If you don’t see the symbol(s) you are looking for, use the SCROLL BAR next to the symbols to go down the list

4. Different font sets have different symbols. Arial will have some different symbols than Comic Sans for example.
5. To get a completely different set of symbols, change the font. 

6. Change the font to Wingdings and notice how the set of available symbols changes.

7. To insert the symbol, click your mouse on it once, then click the Insert button at the bottom of the Symbol window.

8. When you are done, you MUST click the close button on the Symbol window. Unlike other types of windows, the Symbol window will NOT automatically close after you have used it.

Using Keyboard Shortcuts

Some of the most common symbols can be inserted into your document with a keyboard shortcut. Remember a keyboard shortcut activated by using the control (ctrl) key in combination with another.

1. To get the ñ character, hold the CTRL and SHIFT keys down together. Tap the “~” key and let go of everything. Finally tap the “n” key.
2. The ö character – hold CTRL, SHIFT, then tap the “:” key. Let go of all, then tap the “o” key.
3. The © character – type a ‘c’ in parenthesis “(c)”. Word uses something called an autocorrect to convert the text into a special character.
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